EFT OPTION - WORKFLOW TEMPLATE EXAMPLE

BUSINESS REQUIREMENT

This EFT Option workflow template is designed to be started automatically when a user updates the
EFT Option > AP Tab > Allow posted batches to be selected. The workflow will restore the original
value until the request is approved. When the change is requested, the approver is sent an email,
when the request is approved, the requester receives an email.

The workflow is attached to the ELOPT view (ELO008), APUNPOSTED field.

KEY LEARNINGS

Approval workflow — Resets the field to original value in the entry step. Sets to the requested value in
the Approve step.

Approver set as a parameter 1 in View Events, Scripts and Workflow
Includes only configurator actions.

Requires Extender PU6.00 or above and the latest product update for EFT Processing

SAMPLE FILES

Workflow Template example- You can import the EFT Option.xIs file
Go to Extender Setup > Workflow Templates > Import.
Continue the setup as per below.

Key steps of EFT Options approval workflow

First Step: Check: If Allow unposted Batches to be selected = Yes, then assign the workflow to a user,
defined in a parameter,

SetField back to No, and go to Step Wait.

If the change requested is to “Not allow unposted batches”, complete the workflow, no approval
required.
From Wait, you can go to Approve or Reject

Approve will SetField to Yes, send an email to starter, complete the workflow
Reject will ask the user to enter a parameter, “Reason Rejected”, and send an email to starter with the
reason rejected in the email message, and complete workflow.



Extender Workflow Example

EXTENDER SETUP KEY STEPS

Refer to F1 help and online help

e Configure SMTP Email settings in Extender Options (Email Tab)

e Add message templates (In the example workflow, the following templates are

used: WFEFTOPTIONSCHANGE, EFTOPTIONAPPROVAL, EFTOPTIONREJECT
and WFNEWERROR) (Extender Setup > Message Templates )

e If required, Create User Group "FINIMGR" and add Sage 300 users that are in the Team to
approve workflow or receive notifications (Workflow User Groups)

e Ensure users have an email address in Sage 300
e Add Workflow colours Yellow , Urgent and Approved.
e Create a "Workflow Template" in Extender Setup > Workflow Templates or import attached file

e To attach the workflow to a Sage 300 view, refer to Attach workflow to View

WORKFLOW TEMPLATE
After importing the attached file

& ORCLTD - Extender Workflow Templates

Template ID |4 4 [EFTOmon > Qo+
Descrption [enmm Montors f the “Alow Unposted AP Payment Batches™ s set to Yes, and starts a workfiow.
Active Active | Auto Delete nstance when comglete? [No

Canstat manvaly? [ No ~ | Can start mutiple instances? Yes Check can progres to:
s B

Renumber | Workflow Vakues

True Acto. Faise Action # | Comment ~| Value
20 Setthe console description
30 Complete this woddiow f one aiready exists

Ln Action # | Q, Action Name Value

1 10 SetDescrption {USER) requested EFT Options Alow AP Unposted Batches to be selected

2 2 FWoldowExsts

3 30 Evaate {APUNPOSTED} - 1
4 40 SetStatus Wating for approval
5
6
7
8

2

20

“ 130 Fsettotrue. set € back, thenwise complete
50 50 Setthe console status

0 60 Assin the user/user group

n 70 Assign the colour

8 80 Send emai to starter - WF started

%0 100 Check f he ELOPTIONS s open

3 0 {CURUSER) 100 100

10 100 Setfied {APUNPOSTED) 0 110 110

n 110 GoToStep. 120 120

12 120 SetSatus Complete Exiting WF in progress 140 140 Set Statys WF Exists

13 130 SetStatus Complete-Alow unposted not True
" 140 Setfield {APUNPOSTED)

15 150 Complete

50 AssignUser 81
60 AssignColour Yelow
n ADMIN EFT Option Ch.

HANGE
80 Evaate (PROGRAM) - EL2000

140 140 Set Status approval ot needed
0 150 150 Ensure the APUNPOSTED i faise
0 0 Complete
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ATTACH WORKFLOW TO VIEW AND SCREENS

ATTACH WORKFLOW TO VIEW

The workflow template is attached to the EFT Option view, ) so that the workflow starts automatically
when the Credit Limit is updated.

Extender Setup > View Events and Scripts.

Select the ELO008, APUNPOSTED field on the Sage 300 view, on the Workflow Tab, select the
workflow template and the Entry step.

If using the names in the import file, select EFT Option as the workflow template and Check as
the Entry step.

® ORCLTD - Extender View Events, Scripts and Workflow

File  Help

View ID |4 4 [ELo008 |» » Q + Q [EFTOptions
Events Scripts Workilow

Run Order | Q. Workflow

Q Field Name
APUNPOSTED

CONFIGURE INFORMATION MANAGER

This is required for users who need to use the Workflow Console. Optionally, you can configure the
Information Manager tray to display Extender buttons on relevant Sage 300 screens.

ENABLE ORCHID USER

Install and activate Information Manager.

For all users who will be using the Workflow Console, select "Orchid User" in the Information Manager
Tray.

Configure Orchid User
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@ Information Ma... — X
File Help h

[ Orchid User
Sharepoint
User nathalie@orchid. systems

P“md 222 = b3 e s

Hotkey 1
Last feld

Roto ID

Field Name |AccpacGnd

Save Cancel

Note: Remember to Refresh the Tray icon if you have made any changes on the IM Setup\Options in
the current session as the Tray icon reads the current setup when the company is first opened. If you
have multiple Tray icons, Close the Sage 300 desktop and re-open to refresh the configuration.
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TESTING EXTENDER WORKFLOW SETUP

The workflow is started when the EFT Option A/P >Allow unposted batches to be selected is updated.

When you save the EFT Options, the Allow unposted batches to be selected is reset to No

® NWFDAT - EFT Options

File Help

A/R AP Primary Bank A/PEmal A/REmal Default Advice Payroll Payroll Email Global FSN  Updates
Allow EFT file creation from a batch range ? (batch range will assume bank layout of the first batch selected)

(OYes @No
Allow unposted batches to be selected? (OYes @No

if a vendor is not defined in EFT Vendors, do you want to:
(O Skip the vendor and continue the export

(®) Disolay an emor and abort the export
O Message X
Message
Description: Workflow has started. The requested value has not been saved.
ANNE
. 12.90. of bank account details per EFT
RERREL Sfied EFT File Type if # exists. i
bank account details for the
this option. It makes the data
Print Help ... Close
Duplicate Branch/Accounts lgnore VJ

[ Encrypt Vendor BSB/Acct. No.

|Jse Remittance Advice Password?  Can only be selected # A/P email server details are entered.

Password Formula I |

Vendor PDF Master Password l |

Close
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USING THE WORKFLOW CONSOLE

Go to Extender Console, notice the workflow instance record
Click on Values Tab to see the details

Use history to view the steps that the workflow has been following

Log on as a user who can approve

e click Approve on the console

Il NWFDAT - Extender Workflow Console
File  Help

View: @A O Assigned to me or a group Imin O Assigned only to me
Template D Started On Started A& Started By [u— View ID [—- Desctption Requested Value | Step Name Status
ORCHID EFTWF... 07-Sep-19 14:31:48 ALBERT ANNE Apmm 75 Create EFT approval for A/P Paymert batch 75 EFT Fle Approved
oncmn EFTWF.. 07-Sep-19 143405 ANNE Create EFT approval for A/P Payment batch 74 EFT Fle Approved
[EFTOption  [REECSS RN 13:28:51 m_ ANNE ELOOOH _ ADMIN requested EFT Options Alow AP Unposted Batchestobe. |1 |Wat | Watingforappr.. |
Err Option 115ep-19 132955 ADMIN £L0008 ADMIN requested EFT Options Alow AP Unposted Batchestobe... 1 Complete-Exitin
Press CTRL-F in any column to fiter
Refresh Dl Down | | History Vaues || Reassgn | | Delete Aoprove Reject

This template is provided for demonstration and training purposes only
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