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1. The Workflow Document 

1.1 Preliminary Remarks 

Please consider the notes on installation prior to creating a workflow. 

If you are working on the system as a "user" with limited access or as "domain 
user" rather than via administrator or power user rights, you will have to start 
the "Initial startup" shortcut prior to initial startup.  

In case of problems, also read the "Readme.txt" file stored in the installation 

directory; it contains notes and explanations, in the form of "questions and 

answers", to the behavior of the "Documents Workflow COM-Add-Ins". 

1.2 Open new document 

You create a new Workflow document by clicking the shortcut to the document 

template from your program menu (Fig. 1).  

 

Fig. 1: Links on the program menu created by the installation 
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1.3 Opening already existing workflows after initial installatio n 

If a workflow has been installed in a different directory on initial installation, the 

"WorkflowSet.vss" stencil for previously created workflows cannot be found 

because it points to a different directory. Microsoft® Visio® then opens the 

workflow without the stencil (shapes). 

To connect the document in Visio® 2002 to the stencil, on the main menu, choose 

the "Open stencil" entry via File and "Stencils“. In Visio® 2003/2007 you choose 

the "File -> Shapes -> Open stencil" menu items. On Visio® 2010, you choose the 

"File -> Open" menu items. 

You then navigate to the installation directory, where you choose the 

"WorkflowSet.vss" stencil. When clicking "Open" the document is connected 

to the stencil. To ensure the connection is permanent, you should then save the 

workflow.  

1.4 Customize file locations 

To ensure that stencil and document template can always be retrieved, you 

should enter your locations in Visio (Fig. 2). 

 

Fig. 2: Customize file locations for stencils and templates on Visio 2010 
"File -> Advanced -> File locations -> Templates and Stencils path“ 
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1.5 UTF-8 support  

Workflow version 2.0 or later, server version DOCUMENTS 4 (UTF-8) and Visio® 

2003 support displaying UTF-8 characters. When submitting a DOCUMENTS 4 

server without UTF-8 support, UTF-8 character representation is supported, but 

the data will not be encoded in UTF-8 during export. Generally, no UTF-8 can be 

used for technical names. UTF-8 fields are: 

All shapes:  

­ Description 

­ Label 

­ When available in the dialog, the values for field values 

Action 

­ Comment 

­ Task 

­ Recipient 

­ Escalation – To –From mail subject mail text 

Control flow 

­ Confirmation message 

­ Visibility condition 

­ Guard condition 

­ Guard error message 

­ Comment 

Receive Signal 

­ Escalation – To –From mail subject mail text 

­ Comment 

­ Condition 

Send Signal 

­ Escalation – To –From mail subject mail text 

­ E-mail – Recipient  – Sender – Subject – Content  

­ Comment 
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1.6 Workflow shape 

Each document created from this template has a workflow shape that has already 

been inserted. This shape is used, among others, to control communication to the 

DOCUMENTS 4 server; lists are managed, i.e. data is synchronized, and language 

settings are made. Each workflow must have exactly one workflow shape because 

information is stored in it which is accessed by other shapes.  

You can delete the workflow shape at any time, and dock a new one on the 

drawing sheet. Positioning the shape on the sheet is performed automatically (Fig. 

3). 

 

Fig. 3: Workflow shape with context menu 

You can edit the workflow shape by double-clicking or by starting the context 

menu entry "Documents Settings (Properties)" entry (Fig. 4). The details dialog 

that appears then allows you to specify the workflow in greater detail. 

 

Fig. 4: The Workflow details dialog 

Each workflow requires, on the server side, an existing and released file type to  
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which it refers and whose fields it uses. In the DOCUMENTS Manager you will 

find the list of all file types under "Documents -> Filetypes" (Fig. 5). 

 

Fig. 5: File types in DOCUMENTS 

If you type the text "ftInvoice" in the dialog box "File type" and start data 

import from the server via the "Import lists" button, all fields marked by the file 

type, as well as the appended tabs, will be determined, and processed for Visio®.   

If you cannot enter a specific file type because, for instance, you do not know its 

name, you will be prompted during list import on whether you want to perform 

the update anyway. You need to click "Yes" to confirm this prompt.  

You can select the file type then by re-opening the workflow shape from the 
drop-down list. Only the released file types are entered in the list. 
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Import lists 

Because actions are assigned to specific users, groups, etc. in the workflows, this 

data must be fetched from the server. In doing so, you need to log on to the 

server via the corresponding login dialog (Fig. 6). 

 

Fig. 6: Login dialog 

The corresponding account must be set up on the server for the user prior to this. 

Import is performed after successful login. The connection data (server, port, 

name and principal) is saved in the workflow, so you do not need to re-enter it 

upon renewed login. 
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When you reopen the workflow shape, you will find that all file types the server is 

aware of are entered in a drop-down list. When changing the selected file type 

you should also perform list import again because the new fields and tabs coupled 

to the file type are transferred as part of the import. As part of list import, the 

names of the existing workflows, the names of the released archives, public 

folders and Java scripts as well as document templates and tabs of the file type 

are also determined (Fig. 7). 

 

Fig. 7: Performing list import from DOCUMENTS 

Workflow label and brief description  

On reopening the workflow shape (Fig. 8), you can assign the workflow a 

multilingual label that is also displayed in the shape text. See also the 

"Multilingual labels" section. You can also specify a brief description about the 

workflow's respective business process. All double quotes in the workflow 

description text are replaced with single quotes on saving the workflow shape. 

 

Fig. 8: The Workflow details dialog including the "Label", "Name" and 
"Description" fields 
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Create a new workflow version  

Use this function if you want to re-transfer a workflow without overwriting the 

old workflow on the server. By pressing this button, new "IDs" for the workflow 

and the shapes it contains are generated. Based on these IDs, the server 

recognizes whether the workflow or its elements already reside in the database.  

In addition, the version number is incremented by one level (increments of tenth/ 

one). You can also overwrite these by entering a different number. Please 

consider that changing the version number alone is not enough to create a new 

version because the "IDs" are not changed here.  

Also be aware that the old or new version's document files (Visio®) are not saved 

when the version is created. So, you should save the file via "File -> Save As" 

and by giving it the corresponding name. The changes made as part of creating 

the version cannot be undone.  

Change workflow label  

When changing the workflow label, you will be prompted, on saving the dialog, on 

whether only a label change or a workflow copy should be created where the 

version number is set to the value "1".  In the latter case the IDs of the workflow 

and its components are changed, as when creating a new workflow version.  

Change workflow names  

When changing the name of the workflow, i.e. the technical workflow name, all 

IDs of the workflow and its components will be automatically changed. 

Shape comments 

By enabling the Write shape autocomments option (version 1.3.4 or higher) on the 

workflow shape, the corresponding comments displaying, among others, a 

summary of the set escalation levels with actions and the guard or the like with 

control flows are created for all shapes of the active sheet on saving the dialog 

(Fig. 9).  

Besides the technical names, the interface labels for the individual portal 

languages are listed. Display therefore is arranged as follows: If you have allocated 

a general label, e.g. "Action", this will be used for all languages. 
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If you allocate a label for a specific language, e.g. "en:Action;", the technical name 

will be displayed in the other languages unless these also have a label. 

 

Fig. 9: Automatically generated shape comments 

The shape comment might not display all information because the Visio comment 

field can only accept limited information and can only be influenced up to a point. 

The comment that is displayed as a tool tip will appear when you roll over the 

corresponding shape using the mouse, and briefly pause there. For reasons of 

downward compatibility, the Default setting is disabled. 

When this option is enabled, shape comments that already exist in the 
workflow will be overwritten. So, you should not enable this option if you have 
already placed your own comments on the workflow and its shapes!  
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Remove exclusive write lock 

If a user locks the DOCUMENTS file because they are responsible for the current 

workflow step, they have exclusive write permissions to that file. In version 1.3.6 

or later, this default behavior of the workflow can be changed by enabling the 

"Remove exclusive write lock" for the entire workflow (Fig. 10). The DOCUMENTS 

file can then be edited by another user if that user has the necessary permissions. 

 

Fig. 10: Remove exclusive write lock for the entire workflow 

Changing write protection in the workflow shape impacts on the entire workflow 

for all workflow elements belonging to the following types:  

­ Delay 

­ Action 

­ Receive Signal 

­ Send Signal 
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For each of these elements you can define behavior deviating from the overall 

workflow in the related details dialog (Fig. 11). 

 

Fig. 11: Exclusive write lock on an action  
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Write protection of the affected element may follow the workflow setting 

"workflow", or it can be explicitly "removed" or "not removed" for this element 

regardless of which setting has been made for the workflow per se (Fig. 12). 

 

Fig. 12: Exclusive write lock for "Send Signal, Receive Signal, Action and Delay 

Shape text  

As of version 1.3.4, the shape text displayed on the Visio drawing in or next to the 

shape can be influenced in its appearance in such a manner that the label 

(ergonomic name) text or the name (technical name) can be displayed ( Fig. 13). 

 

Fig. 13: Details dialog for workflow shape version 1.3.4 

When selecting the technical name (filtered) setting, the technical name will only 

be made visible when the shape has a label. The individual languages for which 

interface labels can be allocated are determined on capturing the server lists.  
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These must be specified via the DOCUMENTS Manager with the respective 

principal (Fig. 14). 

 

Fig. 14: Specifying the portal languages in the principal dialog 

 

The Workflow dialog then lets you select the language to be displayed in the 

shape text. 

When selecting the GUI-label (...) representation (Fig. 15), the guard, visibility 

condition or, as with escalation, the set time will be displayed in control flows and 

operations with an empty name.  

 

Fig. 15: Selecting the GUI-Label of the shape text in the Workflow dialog 

The setting (Technical Name/GUI-Label) can also be switched via the workflow 

shape's context menu (Fig. 16).  

 

Fig. 16: Switching display mode via the workflow shape's context menu 

When switching to "Show GUI-label", the switch is made to the respectively set 

GUI-label of the Workflow dialog. If no GUI-label is selected there, the "GUI-Label 

(all)" will be used. 
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Export 

For a description of performing export on the workflow shape, see chapter 4 

below. 

Release  

By enabling the Release option, the workflow is automatically released in the 

system after exporting it. 

Download  

A detailed description of downloading workflows (see button in Fig. 10) can be 

found in chapter 4.5.   
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2. Working with Drawing Elements 

The individual workflow elements are - typical in Visio® - transferred from the 

stencil to the drawing sheet using Drag & Drop. You can create a workflow per 

drawing sheet, where the Visio® document file may contain multiple drawing 

sheets. To enlarge or reduce the drawing sheet, position the cursor at the edge of 

the sheet, keeping the Ctrl key depressed. 

2.1 Start node 

Each correctly working workflow has exactly one start node. In addition, the start 

node may only have exactly one outgoing connection; incoming connections at 

the start node are not allowed. The red color of the shapes refers to the 

corresponding connection error.  

2.2 Control flow 

Next, dock a control flow, and then connect it with the start node. When this 

snaps in at the start node, the warning color on the node should disappear, and 

the following picture, as shown in Fig. 17 emerges. 

 

Fig. 17: Insert control flow 
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If you want to accurately draw straight connection lines, you press the Shift key 

(see Fig. 18). 

  

Fig. 18: Dragging at the end point, keeping the Shift key depressed 

You can also make connections at right angles by moving the control flow shape 

on the blue handle (Fig. 19). 

 

Fig. 19: Simple dragging at the handle for rectangular redirections 

If you press the Shift key at a handle with a selected control flow, you can 

create rectangular bulges (Fig. 20). 

 

Fig. 20: Dragging at the handle, keeping the Shift key depressed 
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Dragging, keeping the Ctrl key depressed, ensures right-angle connection lines. 

Connect the action shapes directly with the control flow and, keeping the Ctrl key  

depressed, drag it until a right triangle emerges (Fig. 21).  

 

 

Fig. 21: Dragging at the handle (Control flow center), keeping the Ctrl key 
depressed, for right-angle connection lines 

You can also adjust line routing, keeping the Ctrl key depressed (Fig. 22 and Fig. 

23). 

 

Fig. 22: Dragging at the top right handle, keeping the Ctrl key depressed, until the 
dotted line has the desired shape. 

 

Fig. 23: Dragging at the bottom right handle, keeping the Ctrl key depressed. The 
dotted line indicates the new line routing. 

All changes that you create by dragging can be undone by dragging into the 

opposite direction analogous using the same keys. 



DOCUMENTS Workflow User Guide  21 

2.3 Action 

Now dock an action shape on the drawing sheet, and let it snap in at the control 

flow (Fig. 24). 

 

Fig. 24: Storing and connecting start node, control flow and action  

Action shapes require at least one incoming and at least one outgoing connection. 

Select the existing control flow by clicking it. Then select the action, keeping the 

Ctrl key depressed. This multiple selection allows you to insert multiple 

elements via Copy & Paste into the drawing sheet (Fig. 25). When copying created 

shapes, specifications that have already been made are usually imported. This 

excludes the "name" of the shape and its "ID", an internally used number for 

unique identification of a shape.  

 

Fig. 25: Storing two shapes on the drawing sheet 

  



DOCUMENTS Workflow User Guide  22 

If you want to connect a multiple selection to another drawing element, as in this 

example, the control flow to the action, you will have to select the newly created 

control flow, i.e. deselect the multiple selection and snap in the control flow in the 

connection point of the existing action (Fig. 26). The appearance of a multiple 

selection depends on the respective Visio version used. 

 

Fig. 26: Connecting a control flow to an action 

2.4 End node 

Now store a closing control flow emanating from the action on the drawing sheet, 

and connect it with a new end node (Fig. 27). 

 

Fig. 27: Storing and connecting control flow and end nodes 
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Each workflow must have at least one end node from which no other connection 

may emanate. The workflow may contain multiple end nodes. 

When creating a workflow, generally make sure that all routes of the workflow 

end in well-defined states, i.e.  control flows end at end nodes or elements from 

which in turn emanate connections to other elements. A connection ending at a 

solitary element is a dead-end for the workflow. 

2.5 Moving shape texts 

For better transparency, the shape text can be moved to a different position. 

After selecting the format icon "Rotate text block" on the default toolbar, a 

moving marker will appear when placing the mouse on the text. The text can then 

be moved to the desired position, keeping the left mouse button depressed (Fig. 

28). 

 

Fig. 28: "Default" toolbar -> Rotate text block, move moving marker on the shape 
text to the desired position, keeping the left mouse button depressed 

 

Fig. 29: Next, select "default pointer" (pointer tool). 

By clicking the default pointer (arrow icon), see Fig. 29 top right, you can exit text 

edit mode.  
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2.6 Grouping shapes 

Be aware that grouping Visio shapes to a (1) new overall shape is not supported 

by the DOCUMENTS Workflow add-in! This means that when connecting a grouped 

shape, for example, to a control flow, the group shape will not be recognized as a 

workflow shape and therefore not exported.  
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3. Workflow Element Specification 

The following input fields exist for each workflow element: 

­ Label 

­ Name 

­ Description 

The entered label is also displayed in the shape text. In the case of some shapes, 

this text can also be edited on the drawing sheet. The text for the "Action", Send 

Signal", "Receive Signal" and "Subworkflow" shapes cannot be edited because the 

text in these shapes is built and written by the program running in the 

background. However, these shapes also allow moving the text.  

The label is also used to allocate the button labels in DOCUMENTS 4. For more 

information on this, see chapter 3.2.  

As of version 1.2, the label can now be entered in multiple languages. Thus, 

DOCUMENTS 4 allows defining the button labels or entries in the function list for 

each active language. 

Multilingual labels  

This is performed according to the "online language abbreviation" rule, followed 

by "value" and "semicolon", e.g. "de:Aktion-1;en:Action-1;".  

The DOCUMENTS Manager lets you enable the "Support multiple languages"  

option on the "Locale/Format" tab (Fig. 30). 

 

Fig. 30: "Documents -> Settings -> ->Locale/format“ 

  



DOCUMENTS Workflow User Guide  26 

In order for this setting to become effective, you need to define and enable the 

languages in the DOCUMENTS Manager as "online languages" of the principal 

(see Fig. 31). 

 

Fig. 31: Principal -> Settings -> Portal languages 

The name of a workflow element should be unique in the workflow, i.e. allocated 

once only.  Moreover, it should not contain a dot and be Java-compliant because 

it is used to access additionally implemented extensions (UserExits) in Javacode. If 

the name of a workflow changes, the internally used ID of the shapes within this 

workflow will also change.  

As of the DOCUMENTS 4 version and Workflow version 2.0, the name of a 

workflow element may be up to 255 characters long. The limit in previous 

versions was 25 characters.  While saving a shape adherence to this restriction is 

checked and, if necessary, the corresponding warning is displayed. This check is 

performed for all shapes.  

The description is used to enter a text in which you can save any information.   
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3.1 Action 

Actions are defined in the following dialog, shown in Fig. 32.  

 

Fig. 32: Action details dialog  
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Processing 

Processing an action can be assigned to various users (Fig. 33). Here the entered 

recipient of the action is the "PersonnelManager (Secretary)" alias (see Fig. 34). 

The edit could also be performed via a named user, an alias or a group of 

employees.   

If the DOCUMENTS file is allocated only for "information", then the user will 

receive the file only for viewing; the workflow will continue after deploying the 

file. The different processing options are available in the drop-down list. 

 

Fig. 33: Processing type of an action  

If the recipient's allocation is static, then the recipient will be - whether employee, 

group, etc. - already present in the system and has been fetched by the server via 

the workflow operation "Import lists" and entered in the drop-down list as a 

possible recipient. The recipient of the action will then be selected from that list. 

If the edit were performed via a user, then the recipient list would, in case of 

static assignment, be populated analogous with all users the system is aware of 

("Schreiber, Willi", "Stern, Andrea", etc.) and be presented for selection.   

 

Fig. 34: Processing is statically assigned to the "PersonnelManager" alias 
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In the case of dynamic type of processing, the recipient (the user, group, etc.) is 

determined first via evaluating a field value, and then assigned to the action. The 

recipient list displays all fields of the file type. As shown in Fig. 35, the editor of 

this action is a user because "Processing by a user" has been selected.  

The field from which the user is read corresponds to the current field value of the 

"Contact person" field. The value for the contact person of the previous file editor 

must be entered. The DOCUMENTS file is then forwarded to the determined user. 

If you chose "Processing by a group" as the processing type, the field value of 

"HRCustomer" would be interpreted as the name of a group. The same applies to 

processing by an alias/role. Field names may not contain a comma or semicolon. 

 

Fig. 35: Processing is performed by a user, dynamically assigned from the 
"HRCustomer" field 

If processing is performed by a group member, execution may be performed 

optionally asynchronous or synchronous (Fig. 36). If processing is to be performed 

by a group member, the DOCUMENTS file must be stored in each member's Inbox. 

Only when this has been performed for all group members will a positive or 

negative response to the initiating user be sent, if necessary. For groups with a 

large number of members this process may cause significant delay. Whereas for 

asynchronous execution, the user can continue with his work immediately without 

having to wait for a completely expired assignment. Execution is always 

asynchronous with "Informing all group members" (Fig. 37). 

 

Fig. 36: "Asynchronous" and "synchronous" execution  

 

Fig. 37: Asynchronous informing of a group  

When sending the DOCUMENTS file for information to all members of a group, 

you can also define that file assignment should be performed asynchronous, i.e. in 
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the background of the application, which facilitates immediate continuation of 

work, or that the file should be sent synchronous, i.e. it is sent to all group 

members ad hoc and complete for the entire group before continuing with the 

DOCUMENTS file is possible.  

Dissolve group  

When the "Dissolve group" action is disabled, only the editing group and, if 

necessary, the name of the group member, will appear in the monitor list (Fig. 

38). 

 

Fig. 38: Display group name and group member with disabled dissolution  

Each individual member within the group also appears in the monitor list when 

this option is enabled (Fig. 39). 

 

Fig. 39: Display all group members with Dissolve group enabled 

The selected recipient of an action is displayed in the shape text, enclosed in 

parentheses, after clicking "OK" to confirm the details dialog 

"(PersonnelManager)" (Fig. 40). 

  

Fig. 40: Shape text with actions  
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Task – Comment 

 

Fig. 41: Task - Web 

The text entered in the "Task" field is displayed by DOCUMENTS 4 on displaying 

files in the monitor list and in the DOCUMENTS file's task line (Fig. 41). As of 

version 1.2, the task text can be entered in multiple languages, e.g. "de:Konto 

prüfen;en:Check account;". For more information, please refer to the 

following section: "Multilingual labels". 

The comment, which can also be entered in multiple languages, will be entered 

after forwarding the DOCUMENTS file if you have not specified a comment for the 

forwarding control flow itself.  If processing the action has been "for information" 

only, and therefore automatically, the comment and the task will not be displayed 

(Fig. 42).   

 

Fig. 42: Monitor list – task and comment - Web 

Open in edit mode  

When this action is enabled, the DOCUMENTS file will be directly switched to edit 

mode, i.e. it can be edited immediately on opening it. When this action is 

disabled, the file editor must first press the "Edit" button to be able to make field 

entries. 

Action list - Show copy list  

 

Fig. 43: Action list – copy list - Web 

When these options are enabled, the drop-down lists for "actions" or "copy" will 

be displayed with a saved DOCUMENTS file (Fig. 43). 
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No mail notification 

As of workflow version 1.3.4, the Display group now allows additionally enabling 

the No mail notification option, where delivery of an e-mail message via the file 

Inbox can be prevented if such has been set up for the user (user settings 

"Personal Folders"). 

 

Fig. 44: Turning mail notification on/off   

Expenditure 

The "Expenditure" field lets you add a numerical value to the action which reflects 

the costs or expenditure of performing the action. The default value of this field is 

"1".  

This version does not yet support server-side evaluation of the expenditure value. 

Escalation 

Should editing the action not be performed within a certain period, the workflow 

may respond to this with gradual "escalation". This avoids leaving important 

documents unprocessed during the process, or that the workflow stalls unnoticed 

(Fig. 45). 

 

Fig. 45: Escalation type 

The escalation type determines the manner in which the escalation is to be 

performed. If the action is "delegated", the action will be withdrawn from the 

originally assigned editor and the processing transferred to another editor, alias 

or group.  
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The DOCUMENTS file can be returned to the original file creator using "Back to 

initiator". When sending the "e-mail message" the original editor will continue to 

be responsible; however, an e-mail message for information about the delay in 

editing will be sent to a selected editor. The mail subject and the mail text also 

allow using Auto texts (Fig. 46). 

 

Fig. 46: Escalation – File editing is assigned to "Oppen, Bernhard"  
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Here the action is forwarded to employee Bernhard Oppen unless it has been 

edited within an hour. You can select Minutes, Hours, Days, Weeks and Absolute 

as the time unit. Next, you can define that the specified time span refers to the 

annual calendar or to the working calendar (Fig. 47). Because the pending 

escalation jobs on the server can be checked at five-minute intervals, e-mail 

messages with an escalation time of under five minutes can only be sent delayed.  

 

Fig. 47: Settings for the calendar 
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If you choose an absolute time, the format of the timestamp must match the 

settings in the DOCUMENTS Manager under "Main menu  -> Documents -> 
Settings -> Documents settings -> Format settings -> Date 

format".  If DD.MM.YYYY has been selected there, then the required format for 

the timestamp reads: DD.MM.YYYY ss:mm   (with two spaces between date and 

time). 

 

Fig. 48: DOCUMENTS settings -> ->Locale/format 

Depending on whether a static or a dynamic recipient determination is made, the 

recipients available for selection in the drop-down list are displayed. When 

delegating the DOCUMENTS file to a user, group or alias, the user, group or alias 

list will be  displayed with static determination. During dynamic determination the 

fields that the file type contains from which the user, group or alias is then to be 

read as a field value. When selecting the "Back to initiator" form as escalation 

type, the DOCUMENTS file will be forwarded to the file creator. 
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Field values 

Fields of a file type can be set to defined values by an editor at the beginning and 

end of the action, i.e. prior to opening and after closing (Fig. 49). Thus, the value 

of the "Priority" field is set to "normal" here. You can create the values via the 

"New" button from the field values list or via the "New" button from the edit 

dialog.  

To edit the values, double-clicking an entry is enough. While editing, all known 

fields are displayed with their technical name in the list on the left. To generate an 

empty value (''), you leave the value field on the right empty accordingly.  

Field names may not contain commas or semicolons. 

 

Fig. 49: Field values for the "Priority" field  

The fields for which the values have been allocated are displayed in the field 

values list (Fig. 50): 

 

Fig. 50: Field values list for Inbox 
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Auto texts as field values  

Auto texts can also be used as field values; the current date is used for the auto 

text %currentDate%.  

Field references as field values 

They can also refer to the value of other fields when allocating values. Thus, for 

instance, %Priority% is replaced with the current value of the "Priority" field. 

This option is also available when allocating an e-mail subject, e-mail text and the 

comment fields. 

PortalScripts as field values 

When you enter "runscript" as the field name and the name of the script to be 

run as the field value, the specified Java script will be executed on the server side 

(Fig. 51). 

 

Fig. 51: Setting a field receipt value through Java script 

Fields 

As of version 1.2, this tab lets you regulate access to fields for the user. If you do 

not make any entries, all fields with read and write access for the user in the Web 

front-end will be displayed with their technical name. When allocating the 

permission for a field, only that field will be displayed with the corresponding 

permission, i.e. you need to select other fields, even if these are to be displayed, 

and assign them with the corresponding authorization. Fields from the list of 

"Available fields" will then not be displayed. 

When pressing the ">" button, you can transmit a selected entry from the list of 

"Available fields" to the list of "Selected fields". Double-clicking an entry also 

allows you to initiate moving. In doing so, the permission is set depending on the 

selected access option. All list entries are transmitted by clicking the ">>" button 

(Fig. 52). For selected fields in the list of "Selected fields" you can then define the 

access type via the option buttons "Mandatory field" (RWM), "Read/Write" (RW) 

and "Read-only" (R). Multiple selection of entries is allowed here. Checking the 

required fields, where you need to enter a value, will be performed within the 

DOCUMENTS file on switching tabs if the file is in edit mode. The "Hide all fields"  
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option lets you generally suppress display of all fields on the Web.  Field names 

may not contain a comma, semicolon or the reserved label "runscript". 

 

Fig. 52: Selecting the fields and specifying the access rights for "Selected fields"  

 

Fig. 53: Error message for mandatory fields, e.g. "Contact persons" field  

 

 



DOCUMENTS Workflow User Guide  39 

Tab 

 

Fig. 54: Tab view in DOCUMENTS 4 

The tabs displayed in DOCUMENTS 4 can be set on the following tabbed page.  

Here, too, the following applies: If no tab is selected, all available tabs of the file 

type will be displayed in DOCUMENTS 4. The technical name of the tab will be 

displayed here. Once you select a tab, only that tab is displayed. If you want to 

display other tabs as well, you need to select them. The tabs will be determined 

when you execute the "Import lists" operation on the workflow shape. You will 

find the tabs included with the file type in the editorial client. The "Fields" and 

"Status" tabs are default tabs which cannot be removed.  

Access can also be defined as read access or write/read access for the tabs (Fig. 

55). Tab selection and permission assignment are made as with the fields. The 

"Hide all tabs" option lets you generally suppress displaying all tabs – with the 

exception of the default tabs - on the Web. 

Tab names may not contain a comma or semicolon. 

 

Fig. 55: Selecting the tabs and defining tab access  
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Connections 

 

Fig. 56: Incoming and outgoing connections with arrangement option 

On the "Connections" tab (Fig. 56) you can see a separate list of incoming and 

outgoing control flows on the shape. You can directly open the corresponding 

control flow by double-clicking a list entry. In doing so, the action dialog is saved 

and closed. In reverse, the relationship fields "From" shape and "To" shape that 

the control flow dialog contains allow opening the details dialog of the 

corresponding connection shapes. These navigation options enable you to 

navigate through the workflow even without clicking the shapes. The connection 

page is not displayed for the start, end and subworkflow dialog.  
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The outgoing connections can be moved via the "Up" or "Down" button. This 

defines the order (From top to bottom) in which the buttons that are equivalent 

to the control flows are displayed in DOCUMENTS 4.  

  

Fig. 57: Connection order and arrangement of buttons in Web front-end  
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3.2 Control flow – Operation - Escalation transition 

 

Fig. 58: Control flow details dialog 

The control flow (Fig. 58) describes transition from one workflow element to 

another. This transition can be "guarded", i.e. made to depend on a condition 

occurring. In an operation a transition to the same element occurs.  

In doing so, however, new incoming files are not triggered. The operation is 

therefore used to assign fields new values via field values. If a transition is to be 

performed as part of an escalation, you can set a time after expiration of which 

the transition is automatically performed. An escalation transition may only 

emanate from an action, subworkflow, send signal or receive signal shape. For 

escalation transition and control flow, the rule applies that the transitions of 

different shapes must be connected to each other. 
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Multiplicity 

A maximum of one escalation transition may be appended to a shape. With 

exceptions (start and end nodes), multiple control flows and operations can be 

docked.  

Guard 

The transition from one item to the next - forwarding - can be "guarded", i.e. the 

transition will only be performed by the system when a specific condition is met. 

This expression can be specified in the "Condition" field. 

If, for instance, two action shapes A1 and A2 are connected to a guarded control 

flow, the DOCUMENTS file will be sent back to the editor of A1 if the transition 

condition is not met. Only when the condition is met will the DOCUMENTS file be 

forwarded to the responsible editor of A2. Evaluation results of the condition are 

also included in the monitor list. 

The guard is evaluated after actions where the DOCUMENTS file is actually edited, 

i.e. file editing is not limited to a simple "information" task. An evaluation is also 

performed when the control flow is part of a decision shape.   

Error message 

If the condition is not met, you can specify the error message to be displayed 

here. An error message can only be entered for control flows that come from 

actions. 

Script 

The conditional check can also be performed via a server-side Java script (Fig. 59). 

By enabling this option, a Java script will be released from the list of known 

scripts. This list will be imported when you perform the "Import lists" operation 

on the workflow shape. 

The condition is satisfied when the script has a return value of "1 (return1;)". 

The error message entered, where present, is output with a return value of "0". 

 

Fig. 59: Script-based conditional check 
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Access and visibility  

 

Fig. 60: Controlling access and visibility with control flows and operations  

As of Workflow version 1.3.4, the Access tab (Fig. 60) allows you to influence 

whether a transition, as a button or as an entry in the functional drop-down list, 

should/may be displayed or not.  

For this, you can explicitly allocate a condition that controls visibility. However, 

visibility can also be determined from the iteration of a script that checks for 

permissions or other restrictions, for example. 

If visibility is available and the condition is met, a message may be displayed 

which you need to confirm so that the process is finally executed, e.g. "When you 

execute this process, then DOCUMENTS files will be permanently deleted. 

Perform the delete operation? (OK/Cancel)". When the Password Check function 

is enabled, you additionally need to enter the password of the logged-in user to 

ensure the process is completed, and forwarded. 
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Escalation time 

 

Fig. 61: Timings for an escalation transition 

 

You can specify a time in an escalation transition (Fig. 61) after whose expiration 

the transition is automatically performed.  

Next, you can determine that this time should refer to the annual calendar or the 

working calendar. Length of time and time unit will be displayed as shape text 

unless you have specified a name for the shape. See also section Use working 

calendar. As of version 2.0, you can also specify an absolute and therefore fixed 

time. 

Button labels in the Web front-end 

In DOCUMENTS 4, the of the technical name of the control flow is used as 

primary button label. It should always be allocated within the meaning of clear 

user experience.  

If a technical name is missing, the system will take the technical name of the 

following workflow element ("Action 2"). If that element does not have its own 

technical name either, the system will perform labeling depending on the 

following workflow element. This corresponds to the technical name of the 

element (see Fig. 62 "Action_10").  
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Whereas if a control flow has a label, that button label will be used ("OK", "To 

Action 1"), depending on whether the workflow element that follows has been 

assigned a label or not. 

 

 

Fig. 62: Control flow name and button labels in workflow step "Action_10" 

 

Button arrangement, i.e. the order in which they are loaded via DOCUMENTS 4 

can also be influenced: See Connections in chapter 0. 
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Multilingual labels 

The label can also be created in multiple languages in DOCUMENTS 4. This is 

performed according to the "online language abbreviation" rule, followed by 

"value" and "semicolon", e.g. "de:Aktion-1;en:Action-1". The DOCUMENTS 

Manager lets you enable the "Support multiple languages" option on the 

"Locale/Format" tab (Fig. 63). 

 

Fig. 63: DOCUMENTS settings -> Locale/format 

In order for this setting to become effective, you need to define and enable the 

languages in the DOCUMENTS Manager as "online languages" of the principal 

(Fig. 64).  

 

Fig. 64: Principal -> Settings -> Portal languages 

Form of representation in DOCUMENTS 4  

Besides the function buttons, the labels of the control flows can also appear as 

entries in a functional drop-down list in the Web front-end. The selected function 

is triggered by clicking the adjoining icon. In the following workflow from Fig. 65 

the outgoing control flows from 1-5 were arranged on "Action1", where the 

representation was selected as a "drop-down list" as the interactive element for 

control flows "2" and "4".  Control flows "1", "3" and "5" retained their default 

settings ("Function button“). 
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The function list always appears last, after the function buttons. 

 

 

Fig. 65: Rendering options: Function button and drop-down list 

Navigation 

Navigation allows you to specify which view should be displayed after editing the 

DOCUMENTS file, i.e. after it has been forwarded. Thus, for instance, the editor 

can be returned to their "Inbox folder", "For overview", to the "next DOCUMENTS 

file to be edited" or back to the same DOCUMENTS file ("Keep file"). In an 

escalation transition, the existing DOCUMENTS file is always kept with the 

transition. 

Comment – File OK 

 

Fig. 66: Monitor list  
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The "File OK" and "Comment" fields let you specify a brief state description of the 

DOCUMENTS file which is entered in a monitor list in an overview presenting the 

route and history of DOCUMENTS file through the workflow (Fig. 66). While with 

"File OK" you can generally switch the file state to "OK" or "Not OK", you can also 

enter auto texts in the comment, e.g.:  

"Audits are performed by %userFullname% on the %currentDate%". 

If a value is allocated to the "comment", this cannot be overwritten even if the 

"Forward immediately" option is disabled. Also, in case of manual forwarding, the 

value for "File OK" will not be evaluated because this must be entered on the 

routed page itself. In an escalation transition, the file state is always set to "OK". 

Leave in Inbox  

You can set here that a DOCUMENTS file is retained in the user's Inbox even after 

it has been edited.  

Copy to "Sent" folder  

Here you can define whether a file copy should be stored in the user's "Sent 

Items" folder.  

Forward immediately 

When this option is enabled, the DOCUMENTS file will be immediately forwarded 

to the next user without displaying the routed page. In doing so, the "File OK" and 

"Comment" fields are set as specified above.  
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When this option is inactive, a routed page will appear (Fig. 67) which allows the 

option - when clicking the value "No" for "File OK" - for a "enquiry", "Forward to" 

or for "Forward to default recipient" (Workflow). In an escalation transition the 

transition is always performed as an immediate forwarding.  

  

Fig. 67: Routed page 

If an "enquiry" is performed, the DOCUMENTS file will be initially sent to another 

employee in order to be sent back to the sender via a new routed page after it has 

been edited (Fig. 68). When "forwarding" the DOCUMENTS file, the DOCUMENTS 

file that has already been edited will be sent to the next workflow element via 

another employee.  
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While forwarding to the "default recipient" you switch to the next element, as 

specified in the workflow (Action -> Action). Enquiries and forwarders are logged 

in the monitor list. The formation of an enquiry string where employees of the 

prompt start a new enquiry themselves is not supported. 

 

Fig. 68: "File OK" – enquiry and forwarders 

The disabled option "Forward immediately" will only be evaluated after actions 

where the DOCUMENTS file is actually edited by a group, alias or user. If the 

preceding workflow item is edited by the system (e.g. signal, decision, etc.), 

forwarding will be automatic, i.e. immediate. 

Withdraw from other Inboxes 

When this option is enabled, the DOCUMENTS file will be removed from other 

users' Inboxes. This is useful, for instance, when it is enough that only a group 

member must or should edit a DOCUMENTS file.  

In doing so, the DOCUMENTS file is initially stored in the Inbox of all group 

members. Once the DOCUMENTS file is edited by an employee, it will be 

automatically removed from the Inbox of the other group members. 

As of Workflow version 1.3.4, this option can also be turned on with modeled 

escalation, the escalation transition. As the workflow continues at the escalation 

time, the DOCUMENTS file is removed from the Inboxes of the other users to 

prevent direct editing after escalation. 

Field values 

The "Field values" tab lets you assign, as with the action (see above), specific field 

values to fields in transition to the next workflow element. 

 



DOCUMENTS Workflow User Guide  52 

Connected nodes 

 

Fig. 69: Relationship to the nodes that the control flow connects  

This group displays which nodes are connected with each other on the drawing 

sheet (Fig. 69). The target node "From/to" is always the shape at the arrowhead.  

If the relationship exists, i.e. the control flow is connected to a shape, you can 

immediately open the details dialog of the corresponding shape by pressing the 

button on the right. This closes the control flow dialog, and the changes made are 

saved and the details dialog of the relationship shape opens.  

Analogous, the details dialogs of the relationship shapes contain a tab named 

"Connections" that lists the incoming and outgoing control flows on the shape.  
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3.3 Send Signal 

 

Fig. 70: Send Signal details dialog 
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3.3.1 Type 

The workflow element "Send signal" (Fig. 70) lets you send a "signal" to which 

other applications may respond (external sending) or give the workflow system 

the signal for internal conversion. The corresponding setting is made in the "Type" 

field (Fig. 71): 

 

Fig. 71: Send signal type  

XML export  

 

Fig. 72: XML export including export of status and monitor information  

This signal type initiates an XML export, i.e. creating an XML file with the fixed 

field names and field values in the specified Outbox, i.e. an existing directory on 

the server. In doing so, the documents assigned to the DOCUMENTS file will also 

be stored in a subdirectory in the Outbox when the Export without documents  

option has not been enabled.  

In this case, a reference to this directory is additionally written from the XML file.  

Additionally, status and monitor information can also be exported, where an 

HTML file that contains this information is respectively created. A reference is 

then written to these HTML pages within the XML file (Fig. 73).  
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If XML export is to be performed without documents, these information pages will 

not be generated. 

 

Fig. 73: Exported monitor list and exported status information 

The Job field lets you specify the name of a batch file that will be started after 

export from the server. The path to the created XML file is passed to this data file 

as a parameter (Fig. 74). This allows you to initiate ongoing processing of data via 

a third-party program. 

 

Fig. 74: Example of an XML file from export  
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E-mail 

 

Fig. 75: Signal type –E-mail 

This signal type (Fig. 75) is used to send an e-mail message.  

The recipient or sender can be statically determined, and will then be a user of 

the system, e.g. "Schreiber, Willi", or a fixed preset e-mail address, e.g. 

service@peachit.de. During dynamic determination, the address is determined 

from the value of the field that has been selected from the drop-down list. Auto 

texts can also be used in the "Subject" and "Mail body" fields. When the Don’t 

attach documents option is enabled, the file documents will not be added to the 

e-mail message. 

Archiving 

If during archiving "static" mapping is enabled, you can initiate export to the 

selected archive from the list of existing and released archives.  

The archive names available for selection are fetched from the server when 

pressing the "Import lists" button in the workflow shape.  When selecting the 

"<Archive>" archive, the DOCUMENTS file will be deposited in the file type's 

target archive. When the Export without documents option is enabled, file 

documents will not be transferred to the archive.  

If status and monitor information is to be also archived, this must be specified 

directly on the file type via the DOCUMENTS Manager (Fig. 76).  

 

Fig. 76: Archive monitor, as well as destination server and target archive selection 
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Group 

This signal initiates internal grouping of the DOCUMENTS file into the public folder 

selected from the list. The available folders are determined on the workflow 

shape while executing the "Import lists" function. This function is primarily used to 

represent incoming DOCUMENTS files more transparently for the user and to pre-

sort them.   

Change file type 

This signal type is used to instruct the workflow to use the file type selected from 

the list rather than the previously used file type. The switch impacts on the entire 

DOCUMENTS file. The file structure is customized to the new file type here. The 

workflow can then respond to fields not present in the previous file type. The list 

of available file types will be determined when you execute the "Import lists" 

function on the workflow shape. This will then be available with "static" mapping.  

If the DOCUMENTS file to be switched to should be determined from the value of 

a file field, i.e. "dynamically" assigned, you will have to select the corresponding 

field from which to read the value (Fig. 77). The list of field names will be 

determined when you execute the "Import lists" function on the workflow shape.  

If a field name corresponds to a file type, the switch will be made directly to the 

file type; in this case, the field name will not be interpreted as "dynamic". 

 

Fig. 77: Change filetype dynamically  

Fields from the original file type which are not present in the new file type will be 

lost, including their field values, during the further edit operation of the file. 

So, an intersection of the jointly used fields should be available when changing file 

type and, moreover, the replaced file type should be used to determine basic 

data. 
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Changing file types (see Fig. 78) will be necessary when subworkflows created on 

a different file type should be initiated and when field values should be modified 

by the system or by user input in this subworkflow. Switching will not be 

necessary when working with different workflows of a file type. 

 

Fig. 78: Change file type, and subworkflow 
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Java script 

Here (Fig. 79) you can specify the name of a server-side Java script from the list 

which is executed via the send signal. This list will be populated with the familiar 

server-side scripts when you execute the "Import lists" function on the workflow 

shape. 

 

Fig. 79: Executing server-side Java scripts 

Comment 

Here you can define a text with or without using auto texts for the monitor 

overview of the DOCUMENTS file which is automatically entered as an edit note 

after sending the signal.  
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3.4 Receive Signal 

In reverse, you can use the Receive Signal (Fig. 80) to wait for a condition to occur.  

 

Fig. 80: Receive Signal details dialog 

File editing will be locked against all users until that condition is met, i.e. the 

workflow pauses at this point. As a rule, the send signal is used when the value of 

a file field is modified by a third-party program. The occurrence of the condition 

can also be checked via a server-side Java script; to do this, you need to enable 

the "Script" option and select the validation script from the list. This selection list 
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will be populated when you execute the "Import lists" function on the workflow 

shape. The condition will be met if the script has a return value of "1 (return 1;)". 

You can also enter a message for the monitor list using auto texts in the Comment 

field.  Using the escalation mechanism, you can respond to the non-occurrence of 

the condition. The occurrence of the incoming signal condition is included in the 

monitor list. Validation is performed by the server at 5-minute intervals. 

3.5 Subworkflow 

 

Fig. 81: Subworkflow details dialog 

Using the subworkflow you will be capable of starting other workflows like a kind 

of subprogram. While "statically" assigning the subworkflow (default value), the 

workflow selected from the drop-down list is started as a subworkflow.  

The drop-down list will be populated with the names of the workflows existing on 

the server when you start the "Import lists" function on the workflow shape.  
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If the assignment on which subworkflow to execute is to be performed 

"dynamically", the drop-down list will be filled with the names of the file fields.  

The subworkflow entered as a value in the selected field will then be executed. 

The listed names are formed from the workflow name, a hyphen, and the version 

number. You can also, if known, directly enter the name of the subworkflow (incl. 

version number).   

 

Fig. 82: Change file type on using subworkflows  

If the subworkflow uses a file type other than the current workflow, you should 

change file types prior to starting the subworkflow if field value are to be changed 

in the subworkflow by the system or by user input.   

In Fig. 82 an incoming fax document is checked on whether it is a purchase order 

or an invoice. In the case of an invoice, a change is made to the "Invoice" file type, 

followed by starting the subworkflow "Purchase invoice-1". The file type change 

always impacts on the entire DOCUMENTS file (global). If the file type of the 

subworkflow and the current workflow are identical, you will not need to change 

file type. 
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If a subworkflow should be designed recursively, it must be exported first to make 

the server aware of it as a workflow. Following this, the server lists must be re-

imported. After that, you can select it from the "subworkflows" drop-down list, 

and then export it. "DOCUMENTS workflow" is equipped with a "recursion brake"; 

it recognizes workflows which automatically start in an endless loop. 

Please be aware that the "Seal file" and "Delete file" options are not evaluated in 

the end states of the called workflows because this could impair usability of 

created workflow modules and might cause blockage of the calling workflow.  

The following restriction has been incorporated for the subworkflow shapes: 

Only one (1) control flow may emanate from a subworkflow shape. 

The corresponding warning is displayed on appending another control flow. 

3.6 Delay shape 

 

Fig. 83: Delay shape including ergonomic and technical name as well as automatic 
shape comment 

The delay shape (workflow version 1.3.4 or higher) allows performing time-driven 

transitions (Fig. 83 and Fig. 84). Used in parallel/or workflow processes, this may 

function as a timeout signal for a process string (see chapter 3.8). 
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Fig. 84: Details dialog of a delay shape 

Multiplicity 

Only exactly one control flow may emanate from a delay shape. Appending an 

escalation is not allowed. 

Use working calendar 

When using a working calendar with the principal (Fig. 85), the time units will be 

calculated in relation to the calendar, i.e. if there should be a delay of three 

working hours, which can sometimes be interrupted by a work free weekend, the 

use of the working calendar must be enabled (Documents-> Settings->Calendar). 
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Fig. 85: Global settings->Calendar 

Execute by time 

This lets you define after how many time units the forwarder should occur. 

The times set will be displayed in the shape text if no separate label has been 

allocated to the shape. 

 

Please be aware that server-side checking of the times is performed in a 
separate server job which, depending on the configuration, is performed at a 
specific interval, e.g. at a five-minute interval. As of version 2.0, you can also 
specify an absolute and therefore fixed time here.   
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Comment 

The comment entered here is displayed in status and monitor view on forwarding 

the DOCUMENTS file. 

Connections 

The incoming and outgoing connections to other shapes which exist to this delay 

shape or emanate from it are displayed here.   

The following restriction must be adhered to for delay shapes: 

A delay shape may have multiple incoming control flows, but only exactly one 
(1) outgoing control flow.  

3.7 Simultaneous sequence and synchronization 

The workflow shapes "Simultaneous sequence" and "Synchronization" (Fig. 86) 

enable you to split the workflow into different side-strings.  

 

Fig. 86: Modeling simultaneous sequence and synchronization 
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The workflow is locked on the synchronization point until all substrings have 

queued up at the endpoint. A processing string may therefore not terminate in 

between; it must iterate through to the synchronization point (Fig. 87). 

 

Fig. 87: Modeling within a parallel and synchronization section 

 

Fig. 88: Start and end for substrings "String 1" and "String 2" 
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Each substring may only have exactly one starting point with which parallel 

processing respectively begins. All workflow items stemming from this substring 

must merge into exactly one and the same ending point on the synchronization 

point. If, as in Fig. 88 on the left, multiple ending points (End 1 and End 2) emerge 

for a substring, these must, as shown in Fig. 88 on the right, be reduced through a 

decision/merge to a single point (End 1).  

Consider the following rules for modeling: 

1. For each simultaneous sequence there must be exactly one related 

synchronization point. 

2. Processing strings must iterate from branch to synchronization point  

3. Connections between different processing strings are not allowed 

4. A parallel and synchronization section may not be left 

5. A processing string has, including its branches, exactly one starting and 

one ending point. 

6. Field value changes always apply to the entire DOCUMENTS file. They are 

not limited to substrings. 

 

Fig. 89: Synchronization and parallelization 

Simultaneous modeling of synchronization and parallelization, e.g. 

synchronization from three to two parallel strings (see Fig. 89 on the left), is not 

allowed. This must be preceded by reduction to a simple processing string (see 

Fig. 89 on the right). 

If the option for the editor of a DOCUMENTS file to become active in multiple 

strings is available, e.g. because the editor is a member of different groups, 

navigation in control flow leading to parallel branch, should be switched to 

"overviews". 
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In the "tasks" section of the overview table or directly in the tasks folder itself, the 

editor can then recognize in which string and in which workflow step editing tasks 

accrue. This requires that a "Task" has been allocated in the respective action 

which can then be displayed. 

 

Fig. 90: Details dialogs – simultaneous sequence and synchronization 

As with the action, the details dialogs to these shapes allow entering field values.  

For more detailed information, see the relevant section Field values in chapter 0. 

3.8 OR branches and synchronizations 

Workflow version 1.3 provides two new shapes for designing parallel processes 

within a workflow.  

In conventional parallel processes, each string must iterate completely by itself so 

that the workflow does not pause on the synchronization point waiting for all 

strings to be processed before it continues, as in the figure, with the action for the 

Warehouse group. When modeling using the OR parallel and OR synchronization 

shapes, it is enough that one (1) substring has been completely processed by 

itself, arriving at the OR synchronization point.  
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The workflow then does not wait for the other string to complete; instead, it 

immediately continues the process after the OR synchronization shape. 

 

Fig. 91: OR parallel and OR synchronization shapes 

In Fig. 91 it is therefore enough that the Service department, for example, has 

executed its action so that the Warehouse can begin its action. If the Service 

department has not processed its action within a day, the Delay shape will 

become active and the workflow will continue with the action for the warehouse. 

The Service group can then no longer edit the DOCUMENTS file. 

For OR parallel and OR synchronization shapes, the same modeling restrictions 

and regulations apply as for the conventional simultaneous sequence and 

synchronization shapes. See also chapter 3.7. 

In addition, the following rules apply that must be adhered to for correct 

processing of the workflow steps: 

A parallel process introduced with an OR parallel shape must also terminate 
with an OR synchronization shape. 

A parallel process introduced with a parallel branch shape must also terminate 
with a synchronization shape. 

Toggle the parallelization type 

 

Fig. 92: Toggle between OR and conventional functionality by enabling/disabling 
the "Or" option 
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By disabling the Or option (Fig. 92), an OR parallel shape can be turned into a 

simple Fork shape. Analogous, the Fork shape can be turned into an OR parallel 

shape by enabling the relevant option. This option of direct conversion is not 

available for workflows version 1.2 and earlier. If you want to make a change to 

the parallelization type using these shapes, you will need to completely replace 

these shapes and specify them accordingly. 

You can also glean the parallelization type from the window title of the respective 

details dialog (Fig. 93). 

 

Fig. 93: Parallelization type and its representation in the dialog title 
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3.9 Merge - Decision 

In many cases, the path of a workflow can be automatically determined through 

decision and merge shapes (Fig. 95) and the evaluation of branch conditions.  The 

conditions are specified in the adjoining control flows. This also allows using auto 

texts in the conditions.  

 

 

Fig. 94: Details dialog – Merge – Decision 

 



DOCUMENTS Workflow User Guide  73 

 

Fig. 95: Merge decision 

Conditions emanating, as shown below, from an action shape and connecting to a 

decision shape are always interpreted as a condition for the action shape, not as a 

condition for the decision shape. 

 

Fig. 96: Control flow condition 
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When creating decision shapes, make sure that one condition always applies. An 

outgoing control flow should contain an "else" branch as a condition expression to 

ensure that a decision branch can always be iterated through. If a decision cannot 

be made, the workflow may be idle at the decision point.  

 

Fig. 97: Decision and merge chain in a workflow  

Since the respective state of the shape, whether this is a decision or merge shape, 

is dependent on the number of incoming and outgoing control flows, the shape's 

interior is dimmed in case of a merge. In the case of a decision, the shape 

background is set to white. The respective state can also be gleaned from the 

heading of the details dialog.  

 

Fig. 98: Appearance for decision/merge 
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Particularly when designing a decision or merge chain in a workflow, you should 

consider clear and functional assignment of the shape, whether decision or 

merge, because the workflow in the chain is more often than not automatically 

evaluated and controlled (Fig. 98).  Shapes that might be interpreted as a hybrid 

state on account of their design (see Fig. 99, on the left) can be split into two 

single shapes including carefully-defined states, as shown in Fig. 99, on the right.  

 

Fig. 99: Splitting an item into two functionally separate items 
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Operations or control flows emanating from the shape and ending on the same 

shape, i.e. referring to themselves, are not allowed on the shape. The decision 

made and the evaluation of the decision expression are also displayed in the 

monitor list.  

As within the action, the details dialog of the shape allows defining field values. 

3.10 Start node 

Each workflow must have exactly one start node (Fig. 100). Although transmission 

can be made on the server, the starting point of the workflow will only be 

retrieved if the start node itself is present.  

 

Fig. 100: Start node details dialog 
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Moreover, the start node may only have exactly one outgoing connection which - 

unlike the normal control flow - does not allow specifying the "Guard", "Leave in 

Inbox", "Withdraw from other Inboxes" and "Forward immediately" fields, 

because actually sending the DOCUMENTS file and, with it, the active phase of a 

workflow only starts with the first action.  

Incoming connections are not allowed with start nodes. Only a connection that 

does not represent an escalation transition may emanate from it. If you want to 

return to the initial state during modeling, you will have to create a connection to 

an initial state (Fig. 101). 

 

Fig. 101: Start node and returning to an initial state 

You can also define field values for the exit with the start node. 
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3.11 End node 

Each workflow must have at least one end node (Fig. 102). No connections may 

emanate from an end note; however, multiple connections may end there.  

If no separate label is allocated for the end node as well as for the control flow 

leading to it, the button label "Finish" will be used in DOCUMENTS 4. 

 

Fig. 102: End node details dialog 

Seal file 

When you enable this option, the DOCUMENTS file will be sealed at workflow's 

end, i.e. locked against any other form of editing within and also outside of the 

workflow. 
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This setting will be ignored if the workflow has been called as a subworkflow 

because the end state of the called workflow is interpreted only as a step out 

signal in the calling workflow. Sealing the DOCUMENTS file must then be activated 

in the calling workflow.  

Delete file 

When this option is enabled, the DOCUMENTS file will be deleted with the 

workflow end. This option is used in particular when the DOCUMENTS file has 

been moved to an archive with a send signal. 

File deletion will not be executed if the workflow has been embedded as a 

subworkflow, because the end state of the called workflow is only interpreted as 

a return signal in the calling workflow. If you want to delete the DOCUMENTS file, 

you must set this in the calling workflow.  

You can also define field values for the receipt of the end node. Moreover, the 

"connections" tab lists the incoming connections. 

Archive file 

As of version 2.0. the option to specify archiving a DOCUMENTS file directly on the 

details dialog is available. This requires that the corresponding archive has been 

assigned to the file type in the DOCUMENTS Manager (Fig. 103). 

 

Fig. 103: Assigning an archive for a file type 

Alternatively, this can be remedied in earlier workflow versions in that a send 

signal including archiving is modeled before the end shape. 
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4. Export and File Type Mapping 

4.1 Export  

After specification of the workflow items you can perform the export on the 

DOCUMENTS server by pressing the corresponding button "Export to Documents" 

in the workflow dialog.  You can also start this process from the workflow shape 

context menu. Here you also login on the server; finally, a transfer message 

appears. 

4.2 Error messages during export   

Errors on exporting a workflow are also logged and displayed in a list after 

transfer. The respective list entry allows opening the related details dialog for 

correction. The error messages can be written TAB-separated in a data file via 

"Save as".  

 

Fig. 104: List containing error messages during export 

The presence of errors does not mean (!) that the workflow has not been created.  

Ordinarily, the workflow is not created, where erroneous values are not or 

incorrectly set. 
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The error messages will be displayed in workflows as of this version 1.3.8 if the 

workflow has been created via the installed Visio document template. In earlier 

created workflows, the display can be activated by selecting the workflow shape 

using the mouse and opening the ShapeSheet via "Main menu -> Window -> 

Display ShapeSheet" (Visio 2002/2003). In the workflow ShapeSheet, you then 

need to set the field next to "ServerMessages" on the right to the value "error" 

and save the Visio drawing (Fig. 105). 

  

Fig. 105: Option for activating error display  
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4.3 Workflow file type  

In the last step the workflow must be linked to the file type to which it refers.  Log 

on to the server via the DOCUMENTS Manager and select the file type (Fig. 106) 

you want to work with, e.g. "ftInvoice". 

 

Fig. 106: Selecting the file type 

Open the associated details dialog (Fig. 107) by double-clicking or by pressing the 

spacebar. Next, on the "File type" tab of the dialog, you click the table icon with 

the workflow relationship. 

 

Fig. 107: The "File Type" tab including the "Workflow" relationship 

In the selection dialog, which displays all available workflows, choose the 

workflow to be connected to the "Default" file type.  

This workflow is the default workflow for the file type. For example, it will be 

displayed on creating a new DOCUMENTS file when defining the file type for the 

new DOCUMENTS file.  

When you load a changed drawing of the default workflow to the server via 

Visio®, this relationship will be automatically reset throughout all file types to 

which this workflow was assigned as the default workflow. Whereas if a workflow 

is already connected to the file type and if you export a completely new workflow, 



DOCUMENTS Workflow User Guide  83 

the relationship will not be set, i.e. the relationship to the default workflow still 

exists. 

The latter also applies when you have created a new "workflow version" via the 

workflow shape or changed the "name" of the workflow. Both cause the internally 

used IDs to change; the relationship is not set. 

 

Fig. 108: Workflows selection dialog 

After pressing the select button, the image seen in Fig. 109 should emerge: 

 

Fig. 109: The set workflow relationship 

After that, you click "OK" to confirm the details dialog of the "Default" file type to 

save the changes you made. 
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4.4 Release workflow  

As of version 2.0, the workflow can be automatically released by enabling the 

Release option on the workflow shape prior to the export (Fig. 110). 

 

Fig. 110: Releasing a workflow in Visio and in the DOCUMENTS Manager 

4.5 Download workflow 

As of version 2.0, a copy of the Visio drawing is automatically copied to the server, 

and saved under the technical name of the workflow. In doing so, the copy is 

overwritten for each new export. 

If you want to revert to this drawing at a later time, the workflow shape's 

download button can be used to read a list of workflows existing on the server 

and, after selection, save a drawing (Fig. 111).  

 

Fig. 111: Downloading the Visio drawing of a workflow 



DOCUMENTS Workflow User Guide  85 

The download can also be executed via the DOCUMENTS Manager by opening 

the folder icon in the Visio model field in the workflow details dialog, and then 

saving the data file.  

 

Fig. 112: Downloading the Vision drawing of a workflow via the DOCUMENTS 
Manager 

4.6 Workflow HTML and image  

In the DOCUMENTS Manager, a screenshot of the Visio drawing as well as parts 

of an HTML representation of the workflow are saved in the Visio Image and Visio 

HTML fields. These are automatically created during export; they should be used 

in a later version to illustrate the workflow step in DOCUMENTS 4. 
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