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Click the Respond button -

workflow Step Details window will 

open for the current step.

Review workflow assigned to you.

If you have workflows assigned to you, click 

My Workflow icon on the main navigation 

bar to open the Workflowed To Me screen.

Menu will be available 

from this screen.



Comments

You will be able to add response and provide any Comments 

for each Workflow Step assigned to you in the Workflow.

Workflow Response:

In case to respond, you have to 

select proper Response option from 

the dropdown list.

Step Details window will open.

Click Save Step to commit your changes and 

proceed with the Workflow to the next step.

MarkUp

The upload file MarkUp icon will be enabled for 

the assignee, who can response to the workflow 

step. For other users, this icon is disabled.

Note: Assignee can Delete attached file until the 

workflow step hasn’t responded.



Close the workflow Step Details 

window. The Workflow window 

with all the steps in the workflow 

will automatically open. 

Confirmation message will display.

Workflow File linked as a 

Sub-File of version on which 

Workflow step is Responded.

Go to all steps grid.

Go back to Section 9: Workflow Response or continue.

Response Date has been 

inserted by Saving the Step.



Delete Workflow MarkUp File

If you lock the record and have security 

permission, you can delete the Workflow MarkUp

file version from the Files section after Save and 

without saving the workflow step response.

From the Files window, you can 

select Go to workflow step option for 

the attached Workflow file version.

You can Delete 

any file version 

by selecting X.

Workflow File linked as a 

Sub-File of version on which 

Workflow step is Responded.

Files > Workflow MarkUp File



Click Ok to proceed or Cancel to go back to the Files window.



Workflow MarkUp file has been deleted.

To see deleted file versions, check the 

“Show deleted versions” box.

- For the Deleted files, red Trash icon is showing.

- The context menu is not available for deleted file versions.



On the Workflow Step 

Details, the MarkUp file 

marked as deleted.

Go back to Section 9: Workflow Response or continue.

Close the workflow Step Details 

window. The Workflow window 

with all the steps in the workflow 

will automatically open. 

Go to all steps grid.



Notes and Comments can be edited by assignee, escalation user and WF 

manager at any time regardless of workflow status (no lock required).

Go back to Section 9: Workflow Response or continue.



Workflow Step assigned to the Role

If a Workflow step is assigned to a Role, 

but no user is specified, all users in that 

role will see their Workflow and could 

be able to respond.

Click this icon or select Step Details 

from the Menu options.

Go back to Section 9: Workflow Response or continue.

Click the Close button – My Workflow > Workflowed To Me 

window will automatically open.



Bulk Respond to Workflows

From My Workflow window you can respond to one or multiple items 

without having to open the Workflow window itself.

By selecting the workflow items, the Respond button will be 

activated. 

By clicking the Respond button, the Bulk Workflow – Response

window will open. 

Select Response, enter your Comments and click Create Job.

You can Bulk respond to workflows 

that have common Action Required



Click Refresh to update 

My Workflow window.

By performing any bulk action (Edit, 

Lock or Workflow), job number will be 

created, and notification sent.

Count on the Job Status Report icon will 

display the number of jobs in process or 

in queue. 

By clicking this icon, the Job Status 

window  will open for a particular job.

E-mail notifications will be sent for a job 

when it’s Started and Completed.

Job Status Report

Go back to Section 9: Workflow Response.


