
Workflow Basics

Workflow Wednesday Series

January 31 - Basics

February 28 - Definitions

March 28 - Specifications



Logistics

• 1st half of session is presentation and will be recorded

• 2nd half of session is discussion and will not be 
recorded

• You will receive the link to the recording tomorrow

• If question or comment put in the chat / question box



• Jim Walery

• IData, Director of Marketing

• jwalery@idatainc.com

• Brenda Reeb

• IData, Data Management Consultant

• breeb@idatainc.com



Recorded Data Governance Webinars

http://www.idatainc.com/recorded-webinars/

Upcoming webinars at: http://www.idatainc.com/about-us/idata-webinars/



Be Part of the Community

community.datacookbook.com

• Open to everyone

• Content from regulatory agencies and other 
institutions.

• Data definitions, Specifications, Contact information, 
Documentation

Watch for your community forum news emails



Connect with Us

Follow us on LinkedIn for company and product information
www.linkedin.com/company/idata-incorporated

Follow Us on Twitter for to the minute information
@idatainc and @datacookbook

Subscribe to YouTube Channel for how to videos 
www.youtube.com/user/DataCookbook

Subscribe to our blog posts for educational information
www.datacookbook.com/news/



Let Us Know

• Interested in any of the following: 
➢Providing a testimonial quote

➢Being a Data Cookbook reference

➢Having a case study done about your institution

➢Writing a blog post

➢Co-presenting at a conference or on a webinar

• Send email to marketing@idatainc.com if interested



Agenda

• Welcome and Overview

• Anatomy of a workflow

• Roles and Permissions

• Advanced topics

• Build a workflow

• Versions

• Notifications

• Transition from default to custom



Overview

• Purpose - Progress an Object from Drafting to Approve

• Customization available 2017

• Update with Versions

• 2 views
• Role – do it

• Administrator – build it

• Use same building block for all workflows

• Email notifications alert participants

• Requires Administrator permissions



8 Workflows

1. Definition Approval

2. Specification Approval

3. Collection Approval

4. Information Request Resolution

5. Quality Rule Approval

6. Reference Data List Approval

7. Quality Issue Resolution

8. Quality Attribute Approval



Demo Definition workflow



Anatomy

• Stages

• Steps

• Transition Actions

• Add people

STAGE 1 STAGE Next…

STEP A
Step A

Step B

PEOPLE/PERMISSION

1. User Group
2. Assignment Mapping
3. Named Role

TRANSITION ACTION
Submit
Approve
Reject
OTHER…

Approved
TRANSITION ACTION
Approve
Reject
Send Back
OTHER…

PEOPLE/PERMISSION

1. User Group
2. Assignment Mapping
3. Named Role



Create a Stage



Create a Step



Create a Transition Action



Anatomy

• Stages

• Steps

• Transition Actions

• Add people

STAGE 1 STAGE Next…

STEP A
Step A

Step B

PEOPLE/PERMISSION

1. User Group
2. Assignment Mapping
3. Named Role

TRANSITION ACTION
Submit
Approve
Reject
OTHER…

Approved
TRANSITION ACTION
Approve
Reject
Send Back
OTHER…

PEOPLE/PERMISSION

1. User Group
2. Assignment Mapping
3. Named Role



Roles and Permissions

• 3 Ways to add people

• All User Group based

• Permissions
• Need User Group Editor to Create

• Edit and Collaborate by invitation

• Approve via Transition Action, not User Group Permission



3 Ways To Add People

1. User Group
• Free for all – grab it!

2. Assignment Mapping
• Object automatically routed to a user group by an attribute

• Functional area

• Data System

• Specification type

• Classification code

3. Named Role
• Manager (first user group) assigns object to a worker (second user group)



User Group

Standards Expert

Use Case: small group with same expertise; highly 
collegial groups; governance groups



Assignment Mapping

By Specification Type

Dashboards

Basic 
ReportData 

Block

By Data System

My ERP 
System

My Data 
WarehouseMy 

LMS

By Functional Area 

Admissions

EnrollmentHuman 
Resources

Use Case: auto route by attribute; same task, 
different area





Named Role
Person B in 
User Group B

Person A in 
User Group A

Backup Manager

Chosen worker

Other 
workers

User Group A
a. Report Manager
b. Standards Manager

User Group B
a. Report Writer
b. Standards Expert

Use Case: highly personal; manage 
workload within peer group; 





Anatomy

• Stages

• Steps

• Transition Actions

• Add people

STAGE 1 STAGE Next…

STEP A
Step A

Step B

PEOPLE/PERMISSION

1. User Group
2. Assignment Mapping
3. Named Role

TRANSITION ACTION
Submit
Approve
Reject
OTHER…

Approved
TRANSITION ACTION
Approve
Reject
Send Back
OTHER…

PEOPLE/PERMISSION

1. User Group
2. Assignment Mapping
3. Named Role



Email to Specification Manager User Group members

Email to Assignee in Report Worker User Group



Build Steps

• Sketch

• Build

• Activate

• Order

• Test

• Revise
• Some revisions require new version



Sketch a Definition Workflow

• Drafting

• Data Steward Review
• Assignment Mapping by Functional Area

• Technical Editor - technical definition
• Assignment Mapping by Data System

• Standards Review
• User Group

• Approval



Build a Specification Workflow

• Proxy Request a Report

• Assign 



Advanced Topics

• Steps in detail
• Required

• Any/All

• Actions – Edit/Collaborate

• Timeout

• Transition Actions in detail
• Override

• Entry Point



Repeat Demo from Definition side

• Stage and Step names

• Transition Actions

• Edit/Collaborate

• Version



Tips

• Draw then quickly build

• Order of build:
1. Stages

2. Create Groups, Assignment Mappings, Named Roles

3. Transition Actions

4. Steps

• Use simple, concrete labels

• Show it to participants and revise

• Multiple versions are good; multiple workflows not so much



Get More Help

• Support – support@datacookbook.com

• Administrators Guide and User Guide

• Forum 

mailto:support@datacookbook.com


Workflow Wednesday Series

• Workflow Wednesdays 3 PM EST
• #2 February 28

• Definition Approval Workflow

• #3 March 28 
• Specification Approval Workflow



Thank you!



Extra slides



Approved

Approved

Approved

Creator

Named Role
Technical Definition Assignee

Technical Editor
user group

Technical Steward 
user group

User 
Group(s)

User Group 
All Stewards

Assignment Mapping 
by Functional Area 

Assignment 
Mapping

Named 
Role

Admissions

Definitions: Examples of User Groups, Assignment Mapping, Named Role

EnrollmentHuman 
Resources


