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Screenshots

The UX design of ADITO is continuously
optimised for you. Therefore, there may be
deviations in the screenshots.
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Overview

Use cases for the approval workflow can be, for example
= An offer exceeds a budget limit and must be approved by a higher-level instance.
= The review of offers should be based on the dual control principle.

= When processing a critical service ticket, a higher-level instance must check before a response is sent to the
requester.

Prerequisite for being able to use the workflow :

= The "Approval workflow” must be added in the “Workflow definition” context.

= The approvers in the 1st and 2nd instance must be assigned the corresponding role.
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Context ,Workflowdefinition” A ~piTo

Add workflow

1" Execute the action
[# Open modeler [ Create model I @ standard \.'J:)rk"lo'-.'-;sl Standard WOFkﬂOWS"

Workflow definitions x

Sriter @ T .

Workflow definitions: 7

Approval Workflow -dynamicStep -Role

>
ersion @ A O < e approvalWorkflow_dynamicStep_Role
1
Step. L !‘ Q
o Tags a
Enter tag

2. An overlay opens. Execute .
th e llAd d a | |II a Cti O n h e re. e approvalWorkflow_dynamicstep_Role

arsion 1 Bulkmail subscribe ersion 1

ersion 1
< ves
or 5
2 http://www.flowable.org/processdef
&
5
& Approval Workflow with dynamic Steps (1
ssd H or 2) and Candidate groups (Users), can be
€ used for any entity
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Approval roles
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Specialist administration: Role assignment for approval roles

Name % Title %
"ﬂ INTERNAL_ADMINISTRATOR administrator
"ﬂ INTERNAL_CANARY Canary User
& INTERNAL_EVERYONE Everyone
"ﬂ INTERNAL_FEEDBACK Feedback User
"ﬂ INTERNAL_WHATSMEW_ADMIN Whats new Administrator
"ﬂ PROJECT_DSGVO Data privacy agent
2, PROJECT_Fieldstaff Field staff
"ﬂ PROJECT_HumanResources Human Resources
"ﬂ PROJECT _Inspectorl Sales manager
"ﬂ PROJECT _Inspector2 executives
"ﬂ PROJECT_Manager Manager-Admin
2, PROJECT_Marketing Marketing

Type *

INTERMAL
INTERMAL
INTERMAL
INTERMAL
INTERMAL
PROJECT
PROJECT
PROJECT
PROJECT
PROJECT
PROJECT

PROJECT

Amount ¥ Description %
2 User
0 User
24 User
0 User
0 User
2 User
7 User
3 User
5User
3 User
1User

6 User

.
=7 Filter

Roles: 18

is assignable ¥ =

To define someone as an approver in
the approval process, the roles “Sales
manager” and “executives” are used.

The role “Sales manager” is assigned
to employees who are to issue
approvals in the 1st instance.

The role “executives” is assigned to
employees who are to issue approvals
in the 2nd instance.

2
»”



Approval workflow in the modeler

Prozess wurde im Angebot
gestartet.
Angebotsstatus: Offen

Genehmigung 1

Update- Target -
> Status: "Zu

Prifung (1.MA)"
- Freigabe "1

START

Aktivitst
erstellen &
Update "Task
Beschreibung”

-

Freigeben

Frelga-be)

—

QJdatef
Variable:

"Geneh
miger"

abgelehnt * freigegeben
>

Genehmigung 2

Lo

Update-
. Target: Update
2te Freigabe | gtatys: V?FIEME
Prufung (2 > z Taz
. > eschrei
Freigegeben ? Fre\ga o "o bung

ﬂpdabtlef
» Variable:
"Genehm

iger”

Freigeben
— %
Freigabe)

abgelehnt * freigegeben
>

—

\ 4

FREIGEGEBEN

> ﬁUpdate—Target:
Status 'Freigegeben”

O~

> ?enachrichtigung (an

Freigabeanforderer)

th\wtat erstellen &
Update "Tasl
Beschreibung"

Freigegeben (2)?

ABGELEHNT

feo

Target-Update:
'Freigabe abgelehnt’

qskt'\v'\tét erstellen &
Update "Task
Beschreibung"

L ?enachrichtigung (an

Freigabeanforderer)

—
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Offer writer 1st Approval instance 2nd Approval instance

Offer Status: Open

[ Request approval } > Workflowtask: approve offer

Offer Status: To check

Offer Status: Approved
approved
Activity: ,,Offer has been approved”
Offer Statu;: AP%rovaI <
SRS rejected

Activity: ,Offer has been declined”

Notification

Workflowtask: approve offer
Offer Status: To check g > (2nd approval)

2nd approval necessary

Activity : ,New approval request”

Offer Status: Approved | approved

Activity: , Offer has been approved”

Status: Approval
denied rejected

Offer

Activity: , Offer has been declined”
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Request approval

7 §£ < Offeritems Products Receipts Cover letter
10341 Start the approval workflow by executing the
e “Request approval” action. The system
ke R e s— confirms that the workflow has been started
e [N ond sets the status of the offer to “To check”.
ntert iy Copy offer
Details ; 4 Bl show offer
;:;b §= New task X
Language P Start workflow
Address : f-'«|:'|: roval workflow started
bl [yice ficket oK
Details §F -~
Currency EUR
Status
Date Jun 18, 2025
Language English
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Approver of the 1st approving instance receives the request

E ﬁ m i IC{
FirstApprovaI iox Y @ £ X

Status ¥ Date ¥ Total net (EUR) + Probability, =
103441

Offer number = Company ¥ Person =
r To check Jun 18, 2025 8,500.00 100% I—’
Mrs. Matilda Freeman | Glob Group @

I @ 103411 Glob Group Mrs. Matilda Freeman
@ 10321 Industrial Steel AG  Frau Anja Lindner To check Jun18,2025 850000 100% - B
A Observe dataset
Tags W New offer version
Entertag By Copy offer
In the “First approval” dashlet, users with the ¢ Dot S
“Sales manager” role can see all offers that °
Date = New task

need to be approved in the 1st instance.
Language P Start workflow

Address v~ Approve / deny

(@ New Service ticket

As an approver
X Cancel approval process

Select the offer (1) and execute the
“Approve/deny” action in the preview (2).
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Approver of the 1st approving instance processes the request

v @ o You can approve the offer.
Freigegeben ? (

103441
2. Freigabe notig
Mrs. Matilda Freeman | Glob Group @
~ — Begriindung Begriindung
=) & A Observe dataset
Tags ™ New offer version
Enter tag By Copy offer =
B showofer O You can approve the offer and
Details ~ .
Currency EUR e ( requeSt fl nal approval from da
i - e & colleague with the role
Jun1g, &= Newias Begriindung Begriindung m . ”
Language English P> Start workflow exeCUt|VeS .
If you execute the “Approve/deny” Fregegeben You can reject the offer

action, a SmallEdit opens.
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Approver of the 2nd approving instance receives the request

E ﬁ m i IC{
SecondApproval iox Y @ £ X

Total net (EUR)  Probabi =

Offer number 5 Company = Person = Status = Date =
— 103441
I @ 1034-1 Glob Group Mrs. Matilda Freeman To check Jun 18, 2025 8,500.00 100%'—)
— Mrs. Matilda Freeman | Glob Group @
@ 10321 Industrial Steel AG Frau Anja Lindner To check Jun 18, 2025 8,500.00 100%
w s b
A Observe dataset
T
9 ™ New offer version
Enter tag 9
In the “Second " dashl ith I
n the “Second approval” dashlet, users wit R
Details

Offer

the “executives” role can see all offers that
need to be approved in the 2nd instance.

Language » Start workflow

fddress I v’ Approve / deny(2 approval) I

‘@ New Service ticket

As an approver e
Select the offer (1) and execute the “Approve/deny onceteppronalproces g

(2. approval)” action in the preview (2).
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Approver of the 2nd approving instance processes the request

You can approve the offer
W ‘
@ Freigegeben? (

1034-1
Begriundung

Mrs. Matilda Freeman | Glob Group <

Begriindung

w
A Observe dataset
Tags
< ™ New offer version
Enter tag By Copy offer
: [l show offer @
< Details + HO i h ff
g0 You can reject the offer.
Shatus Freigegeben?
Date = New task
Language B Start workflow Begriindung Begrundung
Address I " Approve / deny(2 approval) I

(& New Service ticket

If you perform the
“Approve/deny (2. approval)”
action, a SmallEdit opens.
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Request approval again

i @ £ < Offeritems Products

1034-1 -

Mrs. Matilda Freeman | Glob Group @&

’ - : A Observe dataset B
Tags - ‘w New offer version KoY

Enter tag By Copy offer Servic

B Show offer

Details F -

Currency EUR

Date Jum 16, 2025 B New task If the approval is rejected, you
Language English > stert workiow can make changes to the offer
e sl croup 9 cecer spprov o | and request approval again.

Matilda Freeman (@ New Service ticket

32-40 Blackfriars Road
SE1 8NW London
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Offer status

Open: The approval has not yet
been requested.

5 Filter
Offers: 81 To check: The 1st or 2nd

Ofter number % Company + Person * Status = Date % Total net (EUR) = Pr =

approval has been requested

@ 1036-1 ndustrial Steel AG Frau Anja Lindner Approved Jun 18, 2025  7,500.00 100% but not et rocessed
1035-1 Glob Group Mrs. Matilda Freeman Open Jun1g, 2025 7,500.00 100% y p ’
@ 103441 Glob Group Mrs, Matilda Freeman  Approval denied Jun18, 2025  8,500.00 100% Approved: Th e a p p rova | WaS
103341 ndustrial Steel AG Frau Anja Lindner Open Jun18, 2025 7,500.00 100% gra nted .
@ 10321 ndustrial Steel AG Frau Anja Lindner To check Jun1g, 2025 8,500.00 100% Approval den ied . Th e a p p roval
10311 ndustrial Steel AG Frau Anja Lindner Open Jun 18,2025 7,500.00 100% .
@ 10301 Glob Group Mrs. Matilda Freeman Won Jun1g, 2025 8,500.00 100% Wa s reJ ECted '
SE 1029-1 ndustrial Steel AG Frau Anja Lindner Sent Jun1g, 2025 8,500.00 100% Se nt: The Offer has been Se nt to
SE 10284 Glob Group Sent May 28, 2025 73,100.00 50% th e C u Sto m e r'
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You can also see whether the offer has already been approved or not in the “Activities” tab.

> Offeritems Products Receipts Cower letter Activities Tasks Documents Operations,/Tasks Digital Signature Logs
——
[= Export %5 Filter I
Q, Filterc Activities: 4

Jun 20, 2025, 9:17 AM v Offer has been approved (2 approval levels) [Offer: 1034-1] (Herr Herbert Obermeier)
The approval process has been approved by "Herr Herbert Obermeier'.Reason: "Major project” A 2nd approval was considered necessary by “Frau Birgit Leicht".Reason:
"Major project” The approval process was started by "Frau Melanie Hueber".

Jun 20, 2025, 819 AM v Mew approval request [Offer: 1034-1] (Frau Melanie Hueber)

The approval process was started by “Frau Melanie Hueber”,

Jun 18, 2025, 2:47PM WV Offer has been declined (2 approval levels) [Offer: 1034-1] (Herr Herbert Obermeier)

The approval process has been declined by "Herr Herbert Obermeier”Reason: "Adjust prices according to agreement” A 2nd approval was considered necessary by "Frau
Birgit Leicht"Reason: "Major project” The approval process was started by "Frau Melanie Hueber",

1034-1 | Approved
v

Jun 18, 2025, 1:29 AM \/ Mew approval request [Offer: 1034-1] (Frau Melanie Hueber)

The approval process was started by "Frau Melanie Hueber".




Approval workflow A ~oiro

Cancel approval process

If the approval workflow has been started, you will find the action “Cancel approval process”.
If you execute the action,

the system confirms that the approval process has been canceled (1) and

the system displays a notification about the termination to the user who started the
approval workflow (2).

The workflow cannot be restarted for this offer.

|2 show offer
Details i -
- o )
To check 'Y
Date Jun 18, 2025 £E New task
English P start workflow - = e
Glob Group (@ Mew Service ticket oK
Matilda Freeman 1 . -
I ® Cancel approval process >
32-40 Blackfriars Road |
SE18NW London
GB Approval x
process was
Prices §F v canceled

[Offer: 1035-1]

Furthar infarmatinn ~ -

The approval process
has been canceled by...
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Cancel approval process

1 - L N

ZeFilter I

Select all Notifications: 1

lun 18, 2025 Approval process was canceled [Offer: 1035-1] New

The approval process has been canceled by "Frau Melanie Hueber"

> Offeritems Products Receipts Cover letter Activities Tasks Documents Operation

R
[= Export
Q, Filter content

Jun 18, 2025, 11:34 AM v Approval process was canceled [Offer: 1035-1] (Frau Melanie Hueber)

The approval process has been canceled by "Frau Melanie Hueber' I n a d d iti O n to th e n Otifi Cati O n 5 a n
Jun 18, 2025, 10:49AM  _p  New approval request [Offer: 1035-1] (Frau Melanie Hueber) a Ctivity iS Created i n th e Offe r.

The approval process was started by “Frau Melanie Hueber".
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This document is subject to copyright protection. You may use the contents for the
intended purpose, such as an ADITO training course or an ADITO project (in particular,
you may also save and reproduce them), but you may only change them, pass them on
to third parties, publish them or use them for other purposes after consultation with
ADITO.
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Einzigartige Beziehungen
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