Disposition Manager Workflow Setup

Your DocMinder®/iRM Disposition Manager Process comes with two predefined workflow templates.
The workflows created from the templates provide users access to the approval process for the
disposition of records. These workflow templates need to be updated to fit into your environment.

At a minimum the templates must have user assignments made to send the workflows to the
appropriate person(s). There are also Due Dates for each step in the workflow. The due dates should be
adjusted to fit your environment’s rules.

This guide is meant only to make minimum changes to the workflow templates. This will not walk
through all available settings possible for a DocMinder® workflow template.

To access the workflow templates, bring up the DocMinder® program which is a web-based program.
This is done using a URL provided to you. With the program open, click on the “Hello, username” in the
upper right corner of the page. From the dropdown menu that appears, click on “Templates”.
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The “Template Selection/Creation” page opens.

Hit the “+” sign in front of the group called “Everyone”.
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A list of templates is displayed. In a newly installed system, you will see only two templates.
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Click on the workflow template called “iRM Workflow one step approva

|”

[ Tempistes x o+
« c 0

D LogMenAccourts G GoTohtesting Huls

@ docminder.wordtech.com/do:

oJack/WebClient/UserProfile/Templates.aspx

© Test

frod (@ Aecords Report @) WordTech Cloud @) Welome To Docu. (@) Communy Far

. DocMinder

Home New DocMinder Reports. Calendar Dashboard Procedures Help

Template Selection/Creation

Preview Template

@ Festores for W7

m New Dochinder Template
E New Workfiow Template

(] TeresaL. Younts

# [ Everyone
=] Rm

B =vpont one client iR workiow

E IRM One Step

| B =1 workiow ane step approval

[ <c - i1 workion Two step Approval With Physical Destruction

E Qne Client IRM Workflow

Subject: iRM Waorkflow one step approval
To: Jack Peters
Cc
Message
Relatonships -

No Relationships o display

Template Name
IRM Workflow one step approval

e e e

Edit Template

Hello, Teresa L. Younts

Once the template name is highlighted, click the blue “Edit template” button

opened.

. The template page is

There are two nodes that appear in the workflow designer. The diamond shaped node is what is called
the Container for the workflow. It is not a step that defines work to be done but an administrative node
for the person responsible for making sure workflows are completed in a timely manner.
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III

Click on the container node “iRM Workflow one step approva

A “Quick Edit” button appears at the right of the page. Click that button.
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A menu slides out on the right of the page. You will see three tabs. “Recipients”, “Due Date”, “Open
Full Edit”. The “Recipients” tab should be highlighted by default.
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To assign a user to this node, type the email address of the person responsible for ensuring this
workflow is completed in a timely manner in the “To” box. This must be a user that has been set up in
the DocMinder® system.
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Click “Save Changes”.
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Now repeat this process for the “Records Manager approval” node. This node is a step in the workflow
where someone must complete a task in order for the workflow to move on/complete.

Highlight the node and enter a name in the “To” box. The user entered here will receive email
notifications that will take them to the Approval process of the records. Click “Save changes”.
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Now edit the “iRM Workflow two step approval” workflow template.

Access the Template page by using the dropdown menu under your username as described above~OR~
hit the back arrow on your browser to return to the “Template Selection/Creation” page.

Click the “iRM workflow two step approval” and click the blue “Edit” button.
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Click the container node called “Document Disposition for {RAName}”. Follow the same steps as
described above for the container node.
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Click the “Responsible Attorney Review” node.

For this step, there is no need to assign a user if the Responsible Attorney node is used in the Disposition

Manager console when the filters are defined. The user is assigned dynamically using Billing and
Responsible Attorney information from iRM.
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The term entered in the
“Attorney Node(s) box here
must match a word in the node
name.

A user will be dynamically
assigned to the “Responsible
Attorney Review” node based on
the choice made under the
“Group by Attorney” section on
the left.

See the Disposition Manager
Console documentation for
more information.

Disposition Manager Console
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Click the “Records Manager Review” node and assign a user on the “To” line. Click

“Save Changes”.
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Configure Due Dates for iRM Workflow one step approval:

As described above, choose the “iRM Workflow one step approval” template to work with and click the

“Quick Edit” button. Click the “Due Date” tab.
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A “Days Until Due” box appears. For the predefined workflow templates, this node does not require a
change here. The Due Date for this container node is defined in the Disposition Manager console when

the filters are defined.



Disposition Manager Console:

85! Disposition Manager by WordTech powered by DocMinder® - o x

Server Settings | Record Ever Fiters |

[EverpthingConAgra =1 ﬁ@@l J JQ‘ Estimate Create

General | Attomey Node | Locations | Date Range | Retention Everts | Advanced | Excel Fiters |

[ Filter Information

Key:  [EventhingConAgra Active:

Dot The number of days entered in the
“Days out” box in the console will
dynamically assign the due date to

‘workflow Template Name .

[ Wiakion twa 55 approve &l Dveouf the container node.

¥ Allow concurrent workflows
rrom User
™ One workflow per Category Email |TYounts@WordTech com

Click the “Records Manager approval” node.
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The “Days Until Due” box is now active. Enter the number of days here the person assigned to this
step/task has to complete their work. When this step is kicked off, the Due Date for this step will be
calculated based on the Current Date plus the number of days entered here.

Click “Save Changes”.



If a user does not complete their work by the Due Date, “This task is overdue” notifications will be
generated. The notifications will be sent to the person assigned to this step as well as the person
assigned to the workflow container node. These notifications can be adjusted.

Configure Due Dates for iRM Workflow two step approval:
Choose the “iRM Workflow two step approval” template to work with and click the “Quick Edit” button.
Click the “Due Date” tab.

As with the one step approval workflow described above, the Container node of the workflow does not
require any changes.

Click the “Responsible Attorney Review” node.
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The “Days Until Due” box is now active. Enter the number of days here the person assigned to this
step/task has to complete their work. When this step is kicked off, the Due Date for this step will be
calculated based on the Current Date plus the number of days entered here.

If a user does not complete their work by the Due Date, “This task is overdue” notifications will be
generated. The notifications will be sent to the person assigned to this step as well as the person
assigned to the workflow container node. These notifications can be adjusted.

Click on the “Records Manager Review” node.
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The “Days Until Due” box is now active. Enter the number of days here the person assigned to this
step/task has to complete their work.

This step will be kicked off once the step before it, the “Responsible Attorney Review” step, is
completed.

The Due Date for this step will be calculated based on the Date the previous step was completed plus
the number of days entered here.

If a user does not complete their work by the Due Date, “This task is overdue” notifications will be
generated. The notifications will be sent to the person assigned to this step as well as the person
assigned to the workflow container node. These notifications can be adjusted.

Click “Save Changes”

There are many more settings that can be adjusted in the workflow templates. Things such as
Notification settings, Escalations if workflow tasks become past due, Delegations for persons who are
out of office, etc. This guide is meant to get you familiar with the Workflow Template editing.

Contact Word-Tech support for further questions.

Email: Support@WordTech.com



