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Background



What i1s a workflow?

e An ordered and interrelated sequence of
tasks that need to be completed to achieve
a finished product (e.g., a published
protocol) — sometimes depicted in the form
of a “flowchart”

e |[nvolves some decision tasks (“yes/no”), as
well as non-decision tasks

e May involve repeating loops or parallel
strings of tasks



Other (Archie-specific) terms

e Workflow ty
A workflow o

ne
escribing a particular editorial

process or ty

ne of product (e.g., “Title

Registration”, “Protocol Development™)

e Workflow template

A specific version of a workflow type (e.g.,
“Protocol Development (version 1.2)”)



Other (Archie-specific) terms

e CRG workflow template

A workflow template that has been modified to
reflect the way a particular CRG works (e.g.,
“Protocol Development IBD-FBD (version 1.2)”)



Other (Archie-specific) terms

e \Workflow Roles

Similar to Document Roles — link specific people
with specific tasks in a workflow

e Workflow Manager

Person at the editorial base who starts and
manages a workflow



Other (Archie-specific) terms

e Task

Individual task within a workflow — assigned to a
specific person or persons via Workflow Roles

e Milestones

Markers indicating that a significant point in the
workflow/editorial process has been reached
(e.g., authors have submitted their review for
editorial approval)



Other (Archie-specific) terms

e Ticketing system

Special messaging system within the workflow
system

0 Used to Inform People outside the editorial base
when it is time for them to perform a task

o Email generated by system is sent to the person
assigned to the task; all documents needed to
complete the task can be attached to email

0 Recipient accesses a web link to let the Workflow
Manager know C$V|a Archie) when the task has
been completed and to submit relevant
documents (e.g., completed refereeing forms)



WORKFLOW PROPERTIES



Workflow Properties

General tab contains:
e Title of the review
 Name of workflow

L Iﬁ De-e=calation of antibiotic treatment for 2epsiz, =evere 2epsiz or =eptic =hoc
Workflow .;j’ Protocol Development (version 1.1} te m p I ate
Manager: IJane Cracknell _I N
« Name of Workflow
Status: In Progress M an age r
Start: 30 September, 2008, 1623
. d
End: |oa/i1/2008 3 [™ Maintain thiz date while setting task dates Status (e . g "1 NOt Starte ! I n

Progress, Completed)

e Start and end dates for the
workflow as a whole




Workflow Properties

(f'Wnrkﬂuw Prop «indows Internet Explorer

L T T Roles tab contains

B iInformation about the
people associated with
- | e | the workflow, e.g.,
el = Contact Person, Contact
=

GRS jEwap Editor, External
Contact Editor: |A,-”-,E, Laa _I ’
External Referee: External Referee Refe re eS
€7 Cracknel, J
Add Remowve |
Copy Editor: |ranet L wale J

Sign-off Editor: |1ane crac knall J




Workflow Properties

General | Roles History |  Files |
Task Azsigned To Role Start End or Due Duration Owverdue _8
Not Started
g;:: 1 Perform lterature searches Karen Hoevhannisyan Trial Search Com 03/03/2009 17/034:2009 14 days
{i} 2 Submit draft review for editorial approv Wesna Swircevic Contact Person  17/03/2009 1710342010 365 days
f‘:: 5 Identify potential External Referees Karen Hovhannigyan Editorial Baze 1710342010 241032010 7 days
A Draft review submitted for editorial apg 171032010
{ﬂ 4 ldentify CRG Advizors Karen Hovhannisyan Editorial Baze 17032010 24/03/2010 7 days
*Lf;} 3 Identify Sign-off Editor Karen Hovhannizyan Editorial Base 170302010 180302010 1 days
{f} 5.1 Make draft review available to CRG £ Karen Hovhannisyan Editorial Baze 24032010 25/03.2010 1 days
u;} 7.1 Review and comment on draft review Karen Hovhannizyan Internal Referee 25032010  26/03/2010 1 days
«L;‘:: 8.1 Decizion: Commentz clear and comph Karen Hovhannisyan Editorial Baze 26032010 270302010 1 dayz
ﬁ,!a 5 Send comments to Contact Editor Karen Hovhannigyan Editorial Bage 27032010 03/0442010 7 days
g;‘,“: 10 Prepare comments for presentation to Jane C Ballantyne Contact Editor 03/04/2040 1710452010 14 days
f;_,s 11 Decigion: Comments appropriately pre Karen Hovhannigyan Editorial Bage 1710452010 19/0452010 2 days
{'ﬂ 12 Send comments to Contact Person Karen Hovhannisyan Editorial Baze 19!.:'041‘2010 1 days
t:;:,!' 13 Submit revized review for editorial ap Wesna Svircevic Contact Person  20/04/2010 110802010 21 days
{‘,‘} 14 Decizion: Does revized review reflect Karen Hovhannizyan Editorial Base 110852010 140852010 3 days
]ﬂ B Internal CRG check completed 1410572010
1;::: 15.1 Invite petential External Referee to p Karen Hovhannisyan Editorial Baze 140522010 18/0822010 1 days
{i} 18.1 Decizion: Agree to =erve as Extern: Karen Hovhannisyan External Referee 15/05/2010 02010 16 days
1‘,:.': 18.1 Make draft review available to Exter Karen Hovhannizyan Editorial Bazse 31082010 01/0642010 1 days
{;} 17.1 Invite another potential External Ref Editorial Base 31052010 07/08/2010

Karen Hovhannizyan

7 days

Skip tasks until: (Check thiz box and press start to

kip all tazks b

7]

Tasks tab provides a listing (with details) of the individual
tasks that make up the workflow, along with milestones



Workflow

Proper

ties

| Genersl | Roles || Tasks History || Files |
History: Date / time Event User Task Details
26 Mar, 2009, Date Jane Submit revized review for Due date changed from 28 Mar, 2009
11:42:35 GMT changed Cracknell editorial approval 30 Jun, 2009.
26 Mar, 2009, Task Submit revised review for
11:41:47 GMT started 2 il editorial approval Task started.
26 Mar, 2009, Status Jane Send comments to Contact Status changed from In Progress to
11:41:47 GMT changed Cracknell Person Completed.
26 Mar, 2009, Send comments to Contact
11:41:47 GMT Teskdane [Systom Person
Expected task start date changed fror
Jan, 2009 to 26 Mar, 2009.
ﬁTfrié?%Dh?ﬁi. -sl.-taasrlged Systemn gEErrlsanEDI'I'II'I'IEI'ItS s Conkack Expected task end date changed from
B Feb, 2009 to 27 Mar, 2009.
Task started.
Expected task start date changed fror
26 Mar, 2009, Task System Send Licence for Publication Feb, 2009 to 10 Jun, 2009.
11:41:16 GMT changed ¥ forms to Secretariat Expected tazk end date changed from
Feb, 2009 to 11 Jun, 2009.
Expected tazk start date changed fror
26 Mar, 2009, Task St Motify Contact Person of Feb, 2009 to 9 Jun, 2009.
11:41:16 GMT changed ¥ publication Expected task end date changed from
Feb, 2009 to 10 Jun, 2009.
| Fwnerted tazl etart date rhanned fror
Notes:

History tab shows the chronology of events in the “life” of
the workflow. Most events are created automatically, but
there is also a Notes field where the Workflow Manager
can add notes manually.



Workflow Properties

\ 4

| Genera | || FRoles | Tasks | History
Name Type Date Created By Size
D untitled 2. docx docx File 20022009 Howhannisyan, Kar 24 KB

Dowrioad | Upload |

Cloze |

The Files tab can be used to store files related to
the workflow (e.g., the completed Title Registration
Form, refereeing forms).




SETTING UP AND STARTING A NEW
WORKFLOW



File

Organizer

View Tools

Re=sources

Help

Resources

Search

Title

E--a The Cochrane Collaboration
El@ Anaesthesia Group

[
[

[
£

£

E

ol- (] People

-5 Module

]--@ Reviews

[:l Full Reviews
-2 Protocols
[- ] Registered Tiles
@71 Vacant Titles

- [Zi Website

-5y Files

jl:ﬁ Workflows

- (] CENTRAL forum
i (4] HVIAIDS Group
2-[&] M5 team

Eﬁl People

£1-Ey Files

¥-["] IMS Development
] M5 help

1423 M5 Support

-] Administrative
a Docs and guide
D Help docume

Active

Adjusting the pH of lidocaine for reducing pain on injection

r, Adrenaline (epinephring) for the treatment q
. Alpha-2 adrenergic agonistz for the preven
Antibietic prophylaxis for surgical introduct
Antiﬁbrinury'tic agents for reducing bleod lo:
Antifungal agentz for preventing fungal infg
Ant'rthrumbin Il for critically ill patients

) Beta lactam antibiotic monotherapy versus
Bizpectral index for improving anaesthetic

Caudal epidural block versus other method
Cefepime versus other beta-lactam antibiot
Central venous access sites for the prever
Clo=sed tracheal suction systems versus op
Colloid versus crystalloid =olutions for prim
) Cooling for cerebral protection during brain
Corticosteroids for treating severe sepsis g
Deliberate hypotenzion with propofol undern
Drugs for preventing postoperative nausea
Early extubation for adult cardiac surgical p
Enteral nutriticnal supplementation with arg
Epidural pain relief versus systemic opioid-
H1-antihistamines far the treatment of anap)
Heated humidification versus heat and moig
High-frequency ventilation versus conventi
ﬁ' Human recombinant activated protein C for

R

View 4
Print »

Download RMS
Download PDF

Check Out
Check In

Refresh

Select
Deselect

Reports ]

Workflow Properties

Froperties

Thack

Workflow... L

is Ratilal,
Ceped
Playfo
Afzha
Paul, &
v Punjaz
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tic combination

rcumcizion in bc Cyna,
n non-neutropel Yahav
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Starting a new workflow

To start a new workflow:

 Right-click the name
of the review under
Resources

e Choose New
Workflow...



Starting a new workflow

From the pull-down menu
choose a Workflow Template

Gereral | Roles | Tasks | Hstory | Fies
Title: : : : ; ; .
Catheter impregnation, coating or bonding for reduciNg central venous catheter related infections in adults (105)
Workflow Template: II Review Development (version 1.2) LI I
Manager: IKaren Hovhannisyan _I
Status: Mot Started
Start:
End: 3 [ Maintain this date while setting task dates
Start Cancel




Starting a new workflow

Title:

Workflow Template: I Review Development (

Manager:

@ Catheter impregnation, coating |

To change the Start and End _
sl |_mdes | e | msoy | dates of the workflow click -
to open the calendar

Status:
Start:

End:

.2)

N

et LB [=] ]

/= calendar - Windows Intei

|g, htt|:|:,l',l'test.archie.u:u:uchrane.Drgp’popups,l'datj

Mot Started

[Eg e

Maintain thiz date while zetting task dates

LE February 2009 4]

MTWTFSS
1
2345678
910 11 12 13 14 15
16 17 18 19[20]21 22
2324 25 26 27 28

/€0 mternet R

In the calendar choose

[ the date and click

(close button) to make
the change



Starting a new workflow

(?Wurkﬂuw Pro.
£ | htkpe ffkest, archie?

It assignee, go to the Roles tab and click

rane.org)sections tasks i

| General | Roles |

To assign a role to a person or to change an

Add

or

_|| to open the Select Person window

CRG Advisor: CRG Advisor

ﬂ Cracknel, Jane

I Add IRerrm'.nel

Editorial Base: IJane Cracknell

Trial Search Coordinator: |JE,,.,E Cracknell

Contact Person: |,m||an M Cyna

Contact Editor: |,q.-..—.a Lee

]
5
=

External Referee:

External Referee -~

ﬂ Cracknel, Jane

Add

Remove I

Copy Editor: |1znet L wale

Sign-off Editor: IJane Cracknell

Start I

Cancel




Starting a new workflow

In the Select Person window
type the name in the search

field and click

Find person |

Find

Name Ernail

Primary Entity

Modified

By name:

:

|p|ayfu:ur|:|

Find

or

By primary entity:

IﬁnaEEthesia Group

xl
Find |

or

i

Find Me

ﬁ Playford, E Diane
| £ Playford, Eliiott Geoffrey

d.playford@ion.uclac.uk

Click the correct person’
name

Movement Dizorders Group
geoffrey_playfordi@health.gld.gov. Gynaecological Cancer Group 24/04/2006 11:44

Click

121172000 00:00

to finish

2 person(=) found




Starting a new workflow

Gereral | Roles | Tasks | History |  Files
Task Assigned To Role Start End or Due Duration
494 5 Identify potential External Referees Karen Hovhannizyan Editorial Base ATI032010 24/03/2010 T days a-
]ﬂ A Draft review submitted for editorial apg 17032010
{fr} 4 ldentify CRG Advizors Karen Hovhannizyan Editorial Base 17032010 24/03/2010 7 days
: n-off Editor Karen Hovhannizyan Editorial Baze 17I0W2010 18/03/2010 1 days
{ﬂ- 5.1 Make draft review available to CRG £ Karen Hovhannisyan Editorial Base 24/032010  25/03/2010 1 days
{f} 7.1 Review and comment on draft review Karen Hovhannizyan Internal Referee 25/03/2010  25/03/2010 1 days
{:} 2.1 Decigion: Comments clear and comph Karen Hovhannigyan Editorial Baze 26/032010 27032010 1 days
i,:*:} S Send comments to Contact Editor Karen Hovhannizgyan Editorial Base 27032010 03/0420M0 7 days
i‘r} 10 Prepare comments for presentation to Jane C Ballantyne Contact Editor 03042010 170472010 14 days
g;','- 11 Decizion: Comments appropriately pre Karen Hovhannisyan Editorial Base 1710442010 19/04/2010 2 days
{;j_} 12 Send commentz to Contact Perzon Karen Hovhannizyan Editorial Baze 19/0442010 20/04/2010 1 days .
Q;} 13 Submit revizged review for editorial ap \Ve=na Svircevic Contact Person 2000442010 110572010 21 days
Qf_‘,‘- 14 Decizion: Does revised review refleci Karen Hovhannigyan Editorial Baze 1110542010 14/05/2010 3 days
E] B Internal CRG check completed 14052010
{ﬁ;‘} 15.1 Invite potential External Referee toe p Karen Hovhannigyan Editorial Base 14/0542010 15/08/2010 1 days
{::} 16.1 Decizion: Agree to =erve az Extern: Karen Hovhannizyan External Referee 15/05/2010 31/05/2010 16 days
{i} 18.1 Make draft review available to Exter Karen Hovhannizyan Editorial Base 3052010 01/08/2010 1 days
u;_",'- 17.1 Invite another potential External Reft Karen Hovhannizyan Editorial Baze 31/0542010 07/08/2010 7 days T t t th kfl
{j} 19.1 Review and comment on drafi revie Karen Hovhannigyan External Referee 01/06/2010 02/06/2010 1 days O S ar e Wor OW’
*;,} 20.1 Decizion: Comments clear and comp Karen Hovhannigyan Editorial Base 02/0642010 03082010 1 days CI ICk Start |
C External referseing completed O07/0642010
{;} 21 Send comments to Contact Editor Karen Hovhannizyan Editorial Base 07/062010 0%/06/2010 2 days Ll
Skip tazks until: | Chec -
I identify Sign-off Editor MI

To skip a series of already completed tasks before
starting the workflow, click the task you want to begin
with and then tick the box under “Skip tasks until



Adding notes to History

| Gereral | Roles | Tasks | History | Files
History: Date f time |Event User Task Details 2]
Expected task start date changed
20 Feb, 2009, |Task oy Prepare comments for from 27 Feb, 2009 to 20 Feb,
19:36:53 GMT |started ¥ presentation to authors 2009. L
Task started.
20 Feb, 2009, .
18:36:53 GMT Task done |System Send comments to Contact Editar
Expected task start date changed
20 Feb, 2009, |Task d from 26 Feb, 2009 to 20 Feb,
19:36:52 GMT |started System Send comments to Contact Editor 2009,
Task started.
Decision: Comments clear and
ZD,FEI:,}' 2007, Task done |System complete? Elliott Geoffrey
19:36:52 GMT
Flayford
Decision: Comments clear and
EU,FEI:,}' i Task done |System complete? Elliott Geoffrey
19:36:52 GMT
Flayford o
Notes: add you notes here d
=
y | dooy [ clese

the Notes box, and click

History, go to the History tab, type text into




Uploading files to the workflow
Properties

p"_ Upload Document - Windows InternetEs o ] S
— |g http:,I',I'I:est.archie.u:cu:hrane.nrg,l'uplu:uaderkroancumentj
| General | PRoles || Tasks | History | Files [
Upload |
Name: Type Date Locate file en your computer:
I ! Browse... |

Note: Maximum file zize is SMB

[T overwrite if file exists

In the pop-up window, click [[8eree_]

to access the files saved on your

_« computer
T [ 6 miermet ESEIRE)

Lrownload

To upload a file into the workflow
Properties, go to the Files tab and
click Upload




Uploading files to the workflow
Properties

Choose file

Lookin: | () CARG 007

el
& [ cf BE-

[£] 007 medine 2

E] 007 .medline try

___]Background and terms

W'\ Drag Administration

Medline (OVID) search 2000 to 2006

| Medline__OvID_ search_2000_to_2006

Browse to the file you want to

upload and click | gpen |

\ 4

File: narne: IBackground and termg

Files of type: | 41 Files %]

/= upload Document - Windows Internet

=101 x|

Iﬁ, http:,l',l'test.archie.u:u:u:hrane.orgIuploaderkﬂoancumentﬂ

Upload

Locate file on vour computer:

Note: Maximum file size iz SMB

[T overwrite if file exists

|C:\Documerrts and Settings“Administrator  Browse.. |

| l_ l_ ,@ |@ Internet

Click OK to finish the upload




ACCESSING AN EXISTING
WORKFLOW



Accessing an existing workflow

To access or view your CRG'’s existing workflows go to the
Resources tab and open your Workflows folder

M TEST SERVER
- n (h Ie FOR TEST PURPOSES OMNLY
r B EXPECT ERRORS AND ODD BEHAVIOUR
s S Quice Search [y

Title Rev No Workflow Manager Start Last Milestone Passel End or Due

Resources
B3 The Cochrane Collaboration
H@] Anaesthesia Group

Not Started

Catheter impregnaticen, coating or bonding f 105 Review Development Karen Hovhannisyan 20/02/2009 14:50 01/04/2009 15:5

Catheter impregnation, coating or bonding f 105 Review Development Karen Hovhannisyan 20/02/2009 18:50 01/04/2009 19:50
Closed tracheal suction systems versus op 081 Review Development Karen Hovhannisyan 17/02/2009 13:23 25/03/2009 14:23
Continuous interscalene blockade versus p 054 Review Development Karen Hovhannizyan 20/02/2009 14:51 01/04/2009 15:51
Cooling for cerebral protection for brain su 141

Qs Freemeemseesecte= | In the Workflows folder, workflows are divided
(28 workflows In Prc.»gre.ss : — . .
e e | @ccording to their status, e.g., Not Started, In

Cooling for cerebral protection for brain 2w 141 P rog reSS’ CO m pleted , Or Abo rted

ation of antibiotic treatment for sefiig]

Effect of alcehol intervention on postoperal TS IS anoTT TETE CTACRITET TETUEUUT TR T TETUTTEUTS TS T

- Efficiacy and safety of a continuous periop

Ethyl Chioride and oth lants forp 170 H 1 1 1

e o wme 2 Columns of the display show the review title, review
]

General versus regional anaesthesia for co

e — b kflow type, Workflow Manager, start

R T T numper, WOorkriow e, WOrKTiow Vianager, star

Intenzive inzulin therapy and strict glucose -

date, last milestone passed, and end/due date

Local anaesthesia for patients undergoing J J

Lung recruitment manoeuvres for mechanic Title Registration Jane Cracknell 211072008 14:41 031272008 13:41

Perioperative angiotension-converting enzy N . . N

e L dividual workflow double-click th

ﬁhafnfalzglucg”i-cali:te:'r\l.fgenti::::rltil:rel::': O access an In IVI ua Wor OW Ou e C IC e

Pharmacological interventions for reducing 178

oo | Ltl@ OF the workflow or right-click and choose

ProSeal versus classical laryngeal mask ail

Properties

nterventions for improving intubating condi

Local anaesthesia for patients undergoing Iitle Hegitration Jane Cracknell ZITUZU0E 1452 T2 1503
Non-invasive positive pressure ventilation 1 Title Registration Jane Cracknell 30/09/2008 15:24 2310/2008 18:08
egional analgesia can reduce the risk of re Title Registration Jane Cracknell 05/10/2008 15:03 09/10/2008 14:19

A

Aborted
- Aromatherapy for treatment of postoperath. 176 Protocel Development Jane Cracknell 011042008 15:57 08/11/2008 14:57




Accessing an existing workflow

Resources

423 The Cochrane Collaboration
El@ Anaesthesia Group

[-(g] People

[#-(3 Module

EI--@ Reviews

[:l Full Reviews

(1 Protocols

[ Registersd Titles

[:l WVacant Titles

(-] website

&-Ey Files

=28 Workflows

Title Contact Person

Active

3 Adjunctive Hyperbaric oxygen for necrotizing fascitis Levett, Denny 133
a Aerosolized prostacyclin for acute respiratory distrezs syndrome (ARDS)  Afshari, Arazh 169
a Anaesthesia for cardioversion Khalaiwi, Khalid & 117 L )]
E Anaesthetic interventions for prevention of awareness during surgery Mesz=sina , Anthony { 130 @
a Analgo-zedation for diagnozstic and therapeutic endoscopic or radiologic pr Delgado, Martha 050 @
ﬁﬁ\rumatherany for treatment of postoperative nausea and vomiting Hines, Sonia 176

Catheter impregnation, coating or bonding for reducing central ve : View N
3 Cefepime versus other beta-lactam antibiotics for the treatment of infec Print N
@ Colloid versus crystalloid solutiong for priming cardiopulmonary bypass )
Continuous interscalene blockade versus parenteral analgesia for post Download (XML format)
Cooling for cerebral protection for brain surgery Diownlead (PDF format)
De-e=calation of antibiotic treatment for sepsig, severe sepsis or septic -

Deliberate hypotension with propofol under anaesthesia for functional g Checl Out (XML format)
a Drugs for the prevention and treatment of pruritus in patients receiving Check In (XML format)
a Early versus late pre-intensive care unit admis=ion broad spectrum anti -
B Early versus late removal of laryngeal mask airway (LMA) for general g
5 Early versus late tracheostomy for critically il patients Delete...
@Epiduralanalge.sia for cardiac surgeny -
a General anaesthetic agents for evoked potential monitoring during surge
E Glucocorticoidz for the treatment of anaphylaxis
@ Glucese-insulin-potassium (GIK) and tight-ghycaemic-contrel (TGC) verg Conve 0 5 Fo
Heparin versus normal galine for patency of arterial lines
ﬁ High concentration versus low concentration sevoflurane for anaesthe Refresh
a Hypocaloric nutrition support for critically ill adults Select
@ Injectable local anaesthetic agents for operative dental anaesthesia Deszelect
3 Inzpired oxygen concentration during surgery for preventing surgical =i
ﬁ Intensive inzulin therapy and strict glucose control for critically il patieny  ©EPOrts k

@ Interventions for preventing hypotension in adults receiving spinal anae
a Interventions for restoring patency of occluded central venous cathete
a Intravenous catheter versus venipuncture for bloed specimen collection

a Laryngeal mask airway versus endotracheal tube in laparoscopic gyna

New Workflow..

Workflow Properties

Properties

B Lateral positioning for critically ill adult patients

Hewitt, Nicky 164

You can also open the
Properties of an
existing workflow from
within the Reviews
folder by right-clicking
the name of the review
and choosing
Workflow Properties



Right-click menu in Workflows folder

Not started e Within the Workflows

i‘_r‘ Catheter impregnation, coating or bending for reducing ce 105 Review Development

-;_S"‘ Catheter impregnation, coating or bending for reducing ce 105 Review Development 1 - 1

c,_‘;" Clozed tracheal zuction 2ystems versus open tracheal=t 081 Review Development fOIde r’ the rl g ht CI ICk

-;_ff' Continuous interzcalene blockade versus parenteral anal 054 Review Development

QS’ Cooling for cerebral protection for brain surgery 141 Review Development m en u a'l IOWS yo u to

-;,_‘,r‘ Intra-operative warming for prevention of operative comp 183 Protoceol Development pe rfo rm Ce rtal n aCtIO nS
In Progress . . . g

-;,_fr‘ Adjunctive Hyperbaric oxygen for necrotizing fascitis 133 Protocol Development | n relatl O n to a SpeCIfIC

g:;‘j:‘ Central venous catheter (CVC) removal for adult patientz 185 Protocol Development

-;_S"‘ Claz=ic laryngeal mask aireray versuzs ProSeal laryngeal Title Regiztration WO rkfl OW

<,_‘jr‘ Cooling for cerebral protection for brain surgery 141 Protocol Development

-;_ff' De-e=calation of antibiotic treatment for 2ep=iz, scus
{35':‘ Effect of alcohol intervention on postoperative cor ip Abait itle Registration

-;,_‘f Efficiacy and =afety of a continuouz perioperativefi —[itle Reqgistration a.”OWS you to VIeW the

q,ﬁ‘ Ethyl Chloride and other vapocoolants for pain tredtn Celete rotocol Development

-;,_Sr‘ Exercize rehabiltation for recovery from critical iliges m rotocol Development WO rk‘ﬂ OW Re po rt (mo re

-;_}"‘ General verzus regienal anaesthezia for cognitiveld: itle Regiztration
-;_S"‘ General versus regional anesthesia for changes q Workflow Report On th IS Iate r)
&F Immunotherapy for food allergy S ——— eqietraton
&F Intensive inzulin therapy and strict glucose controfjfd Froperties itle Registration
-;_S"' Interventions for improving intubating conditions d e e etea e ——

## | nral anassthesia for natients undernning nars nlana vitr Title Renirtratinn

aumiZa s o The right-click menu also




ACCESSING AND WORKING WITH
TASKS



Accessing tasks

Friday, 20 February, 2009

= =
Calendar Tasks In Progress (4)

Mo upcoming events ! g_’;} Amino acid, fat emulsion and energy supplementation for severe pneumonia in the elde
i ro itori

A Coal

Coaol al pro in surgery (141)
5. Identify potential External Referees (Protocol Development)
Started: 20/02/2009 - Dus: 23/02/2003

g Cocling for cerebral protection for brain surgery (141)
3. Identify Sign-off Editor (Protocol Development)
Started; 20/02/2009 - Due: 23/02/2009

t

* You can see a list of “In Progress” tasks assigned to you in the
Organizer tab in Archie

* To open atask’ Properties, click the name of the task

 The exclamation mark = in front of a task means that the
task is overdue



Accessing tasks

| General | Roles | Tasks | sty | Fies |
Task Azzigned To Role Start End or Due  Duration Owerdue _8
{;} 5 ldentify potential External Referees Karen Howvhannisyan Editerial Base 1703200 240372010 7 davs aci
[_5_1 A Draft review submitted for editorial apg 17032010
q_,t 4 ldentify CRG Advizors Karen Hovhannizyan Editorial Baze 1710312010 24/03/2010 7 days
o 3 Karen Hovhannizyan Editorial Baze 1710312010 181032010 1 days
Q:,\} 8.1 Make draft review available to CRG £ Karen Hovhannisyan Editerial Base 24032010 25032010 1 davs
{fr} 7.1 Review and comment on draft reviev Karen Hovhannisyan Internal Referee 2500372010  28/03/2010 1 davs
i.:;;- 8.1 Decizion: Comments clear and compk Karen Hovhannisyan Editorial Baze 28032010 27032010 1 days
q} S Send comments to Contact Editor Karen Hovhannizgyan Editorial Baze 271032010 03/04/2010 7 days
*;51;- 10 Prepare comments for prezentation to Jane C Ballantyne Contact Editor 03/04/2010 17104/2010 14 days
iﬂ 11 Decizion: Comments appropriately pre Karen Hovhannisyan Editorial Baze 17i04/20110 19/04/2010 2 davs
1:;} 12 Send comments to Contact Person Karen Hovhannisyan Editorial Base 19/04/2010 20404/2010 1 days b
{j} 13 Submit revized review for editorial ap  Vesna Svircevic Contact Person 204042010 11052010 21 days
q‘} 14 Decizion: Does revised review reflect Karen Hovhannizyan Editorial Baze 1140542010 14/05/2010 3 days
]?j B Internal CRG check completed 144052010
i.;;}- 15.1 Invite potential External Referee to p Karen Howvhannisyan Editerial Base 144052010 15405/2010 1 days
1;} 16.1 Decizion: Agree to serve as Extern: Karen Hovhannizyan External Referse 15/05/2010 3052010 16 days
f;r,‘;- 18.1 Make draft review available to Exter Karen Hovhannizyan Editorial Baze 14052010 01/06/2010 1 davs
f;,"} 17 1 Invite another potential External Refi Karen Hovhannizyan Editorial Baze 3140542010 07106/2010 T days
t;} 19.1 Review and comment on draft revie Karen Hovhannisyan External Referee 01/08/2010 02/08/2010 1 days
1;\} 20.1 Decizion: Comments clear and comp Karen Hovhannizyan Editorial Baze 02/08/2010 03/08/2010 1 davs
L?j C External refereeing completed 070672010
%) 21 Send comments to Contact Editor Karen Hovhannizvan Editorial Base 071062010 08/06/2010 2 davs LI

Skip tagks until: (C
[T identify Sign-off Editor

o

You can also access tasks on the Tasks tab of the workflow Properties

To open a task s Properties, double-click the name of the task or click the
name of the task and click

nd press start

Properties |

Properties |




Task Properties

roperties - Windows Internet Explorer ) o o] et

Est.archie. cochrane orgfsectionsjtaskstaskProperties, dottaskPk=27169 j

| General | History | Advanced |

Task: gv} 5. Identify potential External Refereez

Description: | |dentify individuals to be invited to serve as External Referees of the draft protocol in
accordance with CRG policy, and agsign each the Workflow Role ‘External Referes’.

Workflow: ‘;‘}':" Protocol Development
Manager: ﬂ Karen Hovhannigyan
Title: @ Cooling for cerebral protection for brain surgery (141}

Assigned To: ﬂ Karen Hovhannizyan (Editorial Bass)

Status: % In Progress { Complsted {7 Skipped
Started: Today, 20 February, 2009
Due:

;‘;J

| i | http:,I',I'test.archie.cochrane.cI_I_ l_l_l_ ﬁl@ Internet | 0% v

General tab contains:

Name and number of the
task

Description of the task
Workflow type
Workflow Manager
Review title

Name of the person to
whom the task has been
assigned (““task assignee”)

Status of the task (In
progress, Completed, or
Skipped)

Dates started and due



{2 Task Propetties

Task Properties

wdows Internet Explorer

Notes:

Date / time |Event User Details

20 Feb, 2009, |Task

19:36:50 GMT |started i ——
Expected task start date

fg;eﬁb:_l_gugrafr Iﬁ;h ad System changed from 22 Feb,

O g 2009 to 20 Feb, 2009.

Expected start date at
start of Workflow: 22

20 Feb, 2009, |Workflow |Karen Feb, 2009.

19:36:40 GMT |started. Hovhannisyan |Expected due date at

start of Workflow: 23
Feb, 2009.

4. Dione, but with errors on pag ’_ ’_ I_ ’_ ’_ ’ﬁ |@ Internet

[ = 100%

T 4

The History tab shows the
chronology of events related
to the task

Most events are created
automatically

There is also a Notes field
where the Workflow
Manager can add notes
about the task manually (as
on the workflow History tab)



Task Properties

{= Task Properties - Windows1  net Explorer ' 1O x|

B . e Onthe Advanced tab you
cerera | sty | Advanced | can create an email Ticket to
= — allow the task assignee to

s i e AR P R complete the task without
— logging into Archie

Check any of the items below to receive email notification when the specified event occurs. ° YO u Can al SO m O d ify th e
[~ Motify the manager when task begins Notifications related to this

[T MNotify the manager when task i= complete

[~ Motify the manager if task becomes overdue taSk’ e.g.’ you Can arrange to
[~ Notify the aszignse when task beging . o .
[~ Motify the as=signee if tazk becomes overdus be notlfled When the ta.Sk IS
completed, or for the task
assignee to be notified if the

task is overdue

ItaskstaskProperties, dottaskPE=27169 j

Create Ticket |

4, | Done ’_ I_ ’_ I_ ’_ E |® Internet [ # 1009 - i




Completing or skipping a task

» To complete a task, open

General [ History | Advanced | _
the task Properties and go
Tazk: 47} 14 Send comments to Contact Person

Description: Send the Consultants’ comments to the Contact Person, and ask the Contact Person to tO th e Ge n e ra.l tab

prepare and submit a revised TRF.

Warkow: g T Regitraton  |f the task does not involve
Manager: €7 Jane Cracknell =
_ _ _ N a decision, choose
. (T| Clazzic Iﬂr_yn_gc—ﬂ_l mazsk airway versus ProSeal laryngeal mask airway for positive- .
pressure ventilation in adults Completed Or Sklpped and

Assigned To: ﬂJﬂne Cracknell (Editorial Base) CI ICk Apphy

| Status: ™ In Progress {* Completed {~ Skipped ] i If the ta.Sk does inVOIVe a.

——— - decision, choose from
s among the alternatives
i (e.g., Yes/No); Status will
e ! automatically change to
I_----------------------“"“'"T""I Completed; click
Apply I Cloze

Decizion: Consult with others?

|
: v Yes " Mo ﬂl
1
|
1




Changing the due date of a task

General | History | Advanced |
Task: 423 14. Send comments to Contact Persen

Description. Send the Consuttants’ comments to the Contact Person, and ask the Contact Person to

prepare and =ubmit a revized TRF.
Workflow: @ Title Registration

Manager: ﬂ Jane Cracknell

Title: Classic laryngeal mask airway versus ProSeal |

prezsure ventilation in adults

Agsigned To: ﬂ Jane Cracknell (Editorial Baze)

Status: % In Progress {© Completed € Skipped
Started: S QOctober, 2003
Due:

£

,_f,"-‘ Calendar - Windows Interng ] 3
|g, http:,l',l'test.archie.cochrane.urg,l’pupups,l’datj

" February 2008 kW
MTWTFSS
1
2345678
g 10 11 12 13 14 15
16 17 18 19[20]21 22
23 24 25 26 27 28

| ® 100 -~ 4

Fl@ Inkternet

To change the Due
date, open the
task’® Properties
and go to the
General tab

Click [Z] to open
the Calendar
Choose the new

Due date in the
Calendar

Click [x to assign
the new Due date



CUSTOMIZING WORKFLOW
TEMPLATES FOR USE IN YOUR CRG



Editing a workflow template

All workflow templates contain default task lists and
default task durations

To edit a template for use
In your CRG, go to

Tools > Edit Workflow
Templates...




Editing a workflow template

Choose the template to be edited

5 Edit Workflow Templates - Micros  nternet Explorer

Templates |

Eritity: !Pain, Falliative and Suppartive 18 roup bt |

Wiorkflow template: iTitIe Registration {version 1.2} s i

Task Duration  Skip

1 Decizion: Topic appropriste and within CRG scope? |__i :

2 Decision: Significant overlap with ather titlels)? :|

3 Request a completed Title Registration Form (TRF)

4 Complete and submit & Title Registration Form

5 Decigion: TRF clear and complete? |L;: |

]ﬂ A - Draft TRF submitted for editarial approval

6 Decizion: Conzult with cthers? I:I E

7 Idertify Consuttarts |:|

& Make TRF available to Consultant Bl

9 Reviewy and comment on Title Registration Form D

10 Decizion: Comments clear and complete? i.) |

11 Send comments to Contact Editar |_"—i 2
Edt || Cancel

Click Edit to begin
editing



Editing a workflow template

Name of new CRG-specific template shown

Templates |

Entity:

Workflow template;

Acute Respiratory Infections Grou

|Title Registration ARI (version 1.1)

Task

=

tio

| &
3

1. Decizien: Topic appropriate and within CRG scope?
2. Decisien: Significant overlap with other title(z)?

3. Request a completed Title Registration Form (TRF)
4. Complete and submit a Title Registration Form

5. Decision: TRF clear and complete?

Decizion: Conzuflt with others?

wm] =] =] w] =] ~] ~|E

6.

7. ldentify Consultants

&. Make TRF available to Consultant

9. Review and comment on Title Registration Form
10. Decizion: Comments clear and complete?

11. Send comments to Contact Editor

1

|12. Prepare comments for presentation to authors
|

OOoEOOOEBO0 @R

Delete a

=

I Cancel I

Change the durations
of individual tasks and
mark tasks to be
skipped

‘ Click OK to finish



USING THE TICKETING SYSTEM



Advantages of the ticketing system

e Easy communication between editorial base
and “outsiders” assigned specific tasks

* Provides task assignees with everything they
need to complete their task and report back to
the editorial base without logging into Archie

* |ntegrated into the workflow system — allows
tracking of communication and automatic
updating of information about tasks



Creating a Ticket

To create a Ticket open
the task Properties and
go to the Advanced tab

General || History | Advanced |

r— Email Ticket

Allows assignee to complete task without logging into Archie

Create Ticket |

— Motification

Check any of the items below to receive email notification when the spedfied event occurs,

[T MNotify the manager when task begins
[~ MNotify the manager when task i complete
[~ MNotify the manager if task becomes overdue

[T MNotify the azsignee when task begins

Click

Create Ticket




Creating a Ticket

=10l x|

There are two tabs in the Ticket
window. The Message tab contains an
upport.cc-ims.net= edltable message tO the aSSIQnee.

[0 co |./.a'5|‘ Hovhannisyan <karen_hovhannes@yahoo.com=

o I.:'E-'.EI'“_'i Author <liz@s

Subject: |New task for Cochrane review: (153) Early versus late removal of laryn

Dear Pretend Author, i On the AttaChmentS tab It iS pOSSIble
e B to attach the review in the RM5 or
SeeRRlSoEeN. PDF format or any other file from

We ask that yvou please: Check the draft review into Archie using the 'submit . . .

for editorial approval' option in RevMan. Contact your Review Group's editorial ArChle FlIeS fOIder Or a Iocal drlve

office for assiztance if you are unable to do this.

We therefore suggest that you save this email and, when you have completed
vour task, click on the link below to open a web page (a ‘ticket'), which will
allow you to let me know that yvou have completed your task.

You will be able to attach notes and documents before you confirm that vou
have completed your task.

[link will be inserted here - don't edit]

If you are unfamiliar with the Cochrane Collaboration's 'ticketing' system, ;l

cancel | ok |

Dane ’_ I_ I_ ’_ I_ I_ |@ Internet | H100% v g




Creating a Ticket

Tick “Attach a review version™ to
attach a copy of the review in
RevMan or PDF (or both) formats

You can attach other files from your
Files folder in Archie to the Ticket.
Tick Archie file attachments to
navigate to the Files folder in Archie

You can also attach files from your
local drive . Click on Browse button
to locate the file on local hard drive

/= Create Ticket (Submit draft review for editorial WS

=101 x|

e | http:Il'll'test.archie.cochrane.orgll'ticket.|:I|:|?resu:nurce=task&resDuru:ePK=GDSDB&persnnPK=A2DFF\DFD8j

G -I'-v-'lessage J Attachments |

Review attachments
I attach a review version to the tickst
‘-.-’5r3inn:|3.~‘; = =]
Format: € Revian % POF {7 Both
Archie file attachments
) - @
=l =
al &
—Local file attachments ‘
| Browse... |
| Browse... |
| Browse. . |

|D|:|ne ’_ I_ I_ ’_ I_ I_ |@ Inkermet

Click OK to send the Ticket




Receiving a Ticket

In your Mailbox you will receive an email with the subject “New task for
Cochrane Review”

Mew task for Cochrane review: (169) Aerosolized prostacyclin for acute lung injury (ALI) and . .
acute respiratory distress syndrome (ARDS)  1nbox |x The tICketlng

Karen Hovhannisyan to me show details 5:37 PM (0 minutes ago) 4 |45 Reply | ¥ emall Contalns
Dear Pretend Author, .
(a) aweb link to

You are receiving this email because of your role as Contact Person for the Cochrane review Aerosolized prostacyclin for

acute lung injury (ALl) and acute respiratory distress syndrome (ARDS). the Tleet proper
We ask that you please: Check the draft review into Archie using the "submit for editorial approval option in Revilan.
Contact your Review Group's editorial office for assistance if you are unable to do this. (used by the
We would be very grateful if you could complete this task by 12 Jun, 2010. We therefore suggest that you save this reC|p|ent tO
email and, when you have completed your task, click on the link below to open a web page (a ticket’), which will allow
you to let me know that you have completed your task. respond) and
]

For this task you will be able to attach a document before you confirm that you have completed your task. ' (b) the flles the

http-#itraining archie cochrane org/public/formTicket [sp?key=CADIFE2282E26A8501A330E448274F00&com=true WorkﬂOW

If you are unfamiliar with the Cochrane Collaboration’s ‘ticketing” system, please click the following link for details:

httpc/ftraining.archie cochrane. org/public/ticket-explanation. html Manager

If you have any other questions, please let me know.

Best wishes. attached to the
Karen Hovhannisyan OUthlng tICket

Cochrane Anaesthesia Group

ﬂ Aerosolized prostacyclin for acute lung injury (ALI) and acute respiratory distress syndrome (ARDS).pdf
174K View Download

* Reply = Forward



Receiving a Ticket

&

¢ The web link in the email will open a page like this

Ticket

This ticket grants Karen Hovhannisyan access to the following task:
& dentify Sign-off Editor

Identify the person who will be responsible for formally approving the draft protocol before copy editing (e.g., the protocal's Contact Editor or the CRG's Co-ordinating Editor],

If you have comments to submit in relation to this task, you can upload them here.

Locate file on your computer: _ Choase File | No file chosen To submit comments or other input
' Mark Task as Done | to the Workflow Manager, first save
these as a file on your computer.
t Use | chooss File || to browse to the

Click | Mark Task as Done | to submit saved file.

your files and mark the task as
“Completed” in Archie




Retrieving files sent by task assignee

To retrieve any files submitted with the completed task, open the
workflow Properties and go to the Files tab

| Genera | | moles | Tasks || History

Name Type Date Created By Size
Wicrezoft Word Document 01032009 Howhannizyan, Kar 36 KB

Click the name of the
file uploaded by task

Click |_pewness | {0 Save a

assignee :
< copy of the file to your
‘ ’ computer
| besie | Upload |




USING THE WORKFLOW SYSTEM TO
MONITOR PROGRESS AND PRIORITIZE WORK
IN YOUR CRG



Available reports

In Archie you can generate reports that cover (potentially) all
your CRG’s workflows or reports about individual workflows

[E!] People

- (3 Module
@ Reviews
[;j Website
-3 Fies
EE] Workflows

EI--{'E The Cochrane Collaboration
E@ Anaesthezia Groug

5y Files

[T Module

Mew 4

Refresh

Select
Deselect

Review Contact Details Wizard...
Edit Workflow Templates...

Properties

Folder
Folder
Folder
Folder
Folder
Folder

Entity Report

COut-of-date Reviews
Authors losing subscription
Topics List

Topics List (Meerkat format)
Validate &ll Reviews
Publication Report

Statistics

Workflow Status

r=

For information on
the status of all
workflows, right-click
your CRG3 name
under Resources and
choose Reports >
Workflow Status



Workflow Status Report

El=EIE

Workflow Status

Anaesthesia Group, 21 Feb, 2009

Options within the Workflow Status Report allow you to select
workflows by due date, workflow type, and Write Phase of review;
various grouping and sorting options are also available. Click Update to

generate report using the selected options.

] Joo:1s

Due date before: I:?.':
Show workflows for:
% Reviews in editorial phase
© All reviews
Group by:
% Workflow type
' Review title

Sort tasks by: I Start 'I

Worldlow types included:

¥ Title Registration
¥ Protocol Development
¥ Review Development

Update

Title Registration

Last milestone passed: None.

Workflow start date: 9 Oct, 2008. Workflow end/due date: 2 Dec, 2008.

Classic laryngeal mask airway versus ProSeal laryngeal mask airway for positive-pressure ventilation in adults

Task Assigned To Role Start £ Due Duration Left
14. Send comments to Contact Person Jane Cracknell Editorial Base 2008-10-09 2008-11-13 34 -99
15. Submit revised Title Registration Form Muhammad Qamarul Hoda Contact Person 200 1 2008-11-27 14 -85
16. Decision: Does the revised TRF reflect comments? Jane Cracknell Editarial Base 2008-11-28 1 -84
17. Decision: Transfer title to another CRG? Jane Cracknell Editorial Base 2008-11-29 L -83
18. Decision: Register title? Jane Cracknell Editorial Base 2008-11-30 1 -82
20. Reject title Jane Cracknell Editorial Base 2008-12-01 1 -81
19, Reqgister title Jane Cracknell Editorial Base 2008-12-01 1 -81
21. Notify Contact Person of non-registration Jane Cracknell Editorial Base 2008-12-02 1 -80
Effect of alcohol intervention on postoperative complications in adults
Contact person: Oppedal, Kristian
Workflow start date: 22 Oct, 2008 Workflow end/due date: 12 Jan, 2009.
Last milestone passed: None.
Task Assigned To Role Start £ Due Duration Left
3. Request a completed Title Registration Form (TRF) Jane Cracknell Editorial Base 2008-10-22 2008-11-22 31 -90
4. Complete and submit a Title Registration Form Kristian Oppedal Contact Person 2 2008-12-06 14 -76
5. Decision: TRF clear and complete? Jane Cracknell Editorial Base 2008-12-07 1 7
Jane Cracknell Editorial Base 2008-12-08 1 74

6. Decision: Consult with others?




Individual Workflow Report

;ﬂﬂhif

File Wiew Tools Help

Search

Resources

Title

E--a The Cochrane Collaboration

; Not Started
E@ Anaesthesia Group & Catheter impregnation, coating or bonding for reducing ce 105 Review Development
@ People g_ﬁ‘ Catheter impregnation, coating or bonding for reducing ce 105 Review Development
EE Module g_‘f Clo=ed tracheal suction systems versus open tracheal s1 081 Review Development
@ Reviews (g{j:‘ Continuous interscalene blockade versus parenteral anal 054 Review Development
{;’fi:‘ Cooling for cerebral protection for brain surgery 141 Review Development

- (3 Webstte

i nﬁ {c_-fi:‘ Intra-operative warming fer prevention of operative comp 183 Protocol Development
- Files 0
i inProgress To view a report on an
“f Adjunctive Hyperbaric oxygen for necrotizing fascitis 133 Protocol Development . ..
{:{}:‘ Central venous catheter (CVC) removal for adult patients 185 Protocol Development d d I kfl
B : A Indaiviaual WOrkriow,
g._ﬁ‘ Classic laryngeal mask airway versus ProSeal laryngeal Title Registration

g_‘f Cooling for cerebral protection for brain surgery 141 Protocol Development 1 ht_ I' k th m f
{;‘j:‘ De-e=calaticn of antibiotic treatment for 2epsis, severe =1 179 Protocol Development rl g C IC e na e O
(;{j:‘ Effect of alcohel intervention on postoperative complici B Registration

€€_$:‘ Efficiacy and =safety of a continucus perioperative lido( L e Regiztration the WO rkfIOW I n yo U r

{5'9'" Ethyl Chloride and other vapocoolants for pain treatme Delete tocol Development

“f Exercize rehabilitation for recovery from critical ilness|—  __ tocol Development CRG 3 Workfl OWS fOIder

Refresh

{:{}:‘ General versus regional anacsthesia for cognitive dys| e Registration
¥ General versus regional anesthesia for changes of hu Repo Wo 5 an d C h Oose Re po rtS >
g_‘f Immunctherapy for food allergy —— E Hegeiration

& Intensive insulin therapy and strict glucose control for Properties k Registration W k-ﬂ R t
.‘.{::'. Intarusantinne far imnrairinn intihatina candtinne Adorine di Title Danictratinn Or OW e po r



Individual Workflow Report

Elﬁ'@il Contents: |
Workflow Report
Due date before: [15/03/20039 = [1s:23 . . . i ..
Sottsiaby: [sen =l Options within the individual
Filter tasks |Show completed tasks only ;I

[~ Enable History

Update |

Workflow Report allow you to select

tasks by due date and to sort and

General Information

Title: Classic laryngeal mask airway versus ProSeal |- —— S

wventilation in adults

filter tasks in various ways

Workflow: Title Registration (version 1.1)
Review No:

Manager: Jane Cracknell

Status: In Progress

Start: 9 Oct, 2008

End: 2 Dec, 2008

Workflow Roles
Consultant Jane Cracknell

Editorial Base J1ane Cracknell

Contact

Muhammad Qamarul Hoda
Person

Contact Editor 1ane Cracknell

Tasks

Task Assigned Role Due Duration Left
To

1. Decision: Topic appropriate and within CRG  |Jane Editorial Base | 2008-10- |2008-10- |0 -143

scope? Cracknell 0g 09

2. Decision: Significant overlap with other title  [Jane Editorial Base | 2008-10- ‘2008—10— 0 -143

(=)? Cracknell 09




Notifications

Task-specific notifications

As Workflow Manager, you can arrange for notifications regarding an individual
task to be sent to you or the task assignee by email — e.g., to notify you when
the task is complete or to notify the assignee when the task is overdue

— To activate these notifications open the
— task Properties and go to the Advanced
tab

Email Ticket

Allows assignee to complete task without logging i

Create Ticket |

— Motification -

Check any of the items below to receive emaill notification when the spedfied event
OCCUrs.

CheCk the [T HMotify the manager whan task beginz

notifications you gl © W e
. . ofify the manager if task becomes overdus

WISh to aCtlvate r© Motify the assignee when task begins pp y

the notifications

4

Upload file | | Aoy J§ Close

[¥ Motify the szsignee if task becomes overdue




Notifications

More general notifications

There are also new general notifications options related to the workflow system

| Gemeral | Info | Roles|in | Setngs | Motes |1 |

— User account

User name: karenH
Last login: Today, 1 March, 2009, 21:33

Edit User Account... |

i ~ | Toedit your personal Notifications, open
[ resmee T meewenene? your Properties, go to the Settings tab, and
s click Edit Notifications

Accepted: IFI’DI‘I‘I primary entity only LI ' ‘

— Nofifications




Notifications

More general notifications

Check the boxes of the
Notifications you want to
receive, e.g., to be notified
when a task assigned to
you becomes active or
overdue

| Events !

Notify Karen Hovhannisyan when:

Choose whether you
wish to receive the
selected Notifications
via Archie’s messaging
system or via your

emalil _

T L IES OWITd Eydl = SC0TT == THoOEd

[T Atask azsigned to Karen Hovhannizyan becomes active

>

i Changes are suggested to a member of the Anaesthesia Group

A tazk aszigned to Karen Hovhannisyan becomes overdue

Send messages via:
17 Email to T~
karen.hovhannisyan@gmail com

& Archie meszaging system
 Emailto
karen. hevhannizyang@amail com
¥ Archie meszaging system
" Emailto
karen.hovhannigvan@gmail. com
' Archie messaging system

" Emailto
karen.hovhannisyan@gmail. com -

P —

Cancel ! 0K

Click OK to activate the
Notifications



Advanced Search options: workflows

To search for Workflows go to the Advanced Search tab
and choose Workflows

Workflows
can be
searched by
Workflow
Manager,
History, etc.

TEST SERVER

FioR TEST PURPOSES ONLY
EXPECT ERRORS AND CDD BEHAVIOUR

File Tools Help

Quick

Advanced Search

| Advanced |

Results

Selection

L& People " Documents

" Entties % Workflows

1 |Manager L”ls
Start
End or Due

Entity
Workflow

=1l

More rows |

Fewer rows | Resetl

My Searches... |

Quick Search: |

Karen Hovhanni

Click to

initiate the search

" Tasks

Click the [
button to
choose the
person to
search

¥

{* Match all rows (AND)
{ Match any row (OR)

N

search more precise

You can add more rows to make the




Advanced Search options: tasks

To search for Tasks go to the Advanced Search tab and
| choose Tasks
TEST SERVER

Py *
FOR TEST PURPOSES OMLY
B EXFECT ERRORS AMD ODD BEHAVICUR

T Quick Search: |

Crganizer Reszources Search FPublisher

Karen Hovha
Anaesthesi

File Tools Help

Quick | Advanced | Fesults | | Selection

Advanced Search & People " Documents € Entiies ¢ Workflows 1% Tasks

Tasks can be
1 | Assigned To ;I Its LI I ﬂ |5_h|

sea_rched by E:.Eurturnue (% Match all rows (AND)

aSS|gnee, Days Left " Match any row (OR)
Iz Overdue

Start Or Tazk Mame

Status
‘Assigned To

end/due Acss
Manager

dates, task [ {ristory
Entity

Workflow
name’ etC Morerows | Fewerrows | F!ES-HI My Searches. .




Where to get support

If you have any questions or encounter
any problems using the workflow system,
please contact your IMS Support person




