Workflow Configuration for HR & Payroll
in Dynamics GP
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Purpose

The purpose of this document is to provide a standard guideline to setup the Workflow 2.0 in
Microsoft Dynamics GP for the HR & Payroll module. Upon configuration, it would help the users
to submit an HR & Payroll related document, master record or batch to the appropriate approver
through the system. Email message setup is covered in detail in this document.

Scope of this document is limited to the following workflow types -

e Employee Profile Approval - allows employees to change their employee information, add
emergency contacts, dependents and view their position history.

e Employee Skills Approval — allows employees to see/edit their education, test, skills and
training information.

e Payroll Direct Deposit Approval — allow employees to start or stop direct deposit, remove
or add accounts and edit the direct deposit information.

e Payroll Timecard Approval — allows the employees to submit timecards for approval.

e Payroll W4 Approval — allows employees to change their federal tax information on this W4
form and submit it for approval.

Prerequisites

Following are the prerequisites for the workflow in Dynamics GP for the HR & Payroll module -

System level
1. Web Services installed for Microsoft Dynamics GP
2. SQL Server Agent (should be running)
3. One time setup is required at the system level for the email notification/approval
Path - Dynamics GP >> Tools >> Setup >> System >> Workflow Setup

HR & Payroll level

1. Employees are assigned with a GP User ID (Card >> Employee > Additional Information).

2. Timecard Assignments are created and assigned to employees (Dynamics GP >> Tools
>> Setup >> Payroll >> Timecard Assignment Setup).

3. Pay Schedules are created and assigned to different employees (Dynamics GP >> Tools
>> Setup >> Payroll >> Pay Schedule Setup).

4. Timecard Restrictions are created and assigned to employees (Dynamics GP >> Tools >>
Setup >> Payroll >> Timecard Restrictions).

5. Batch Prefixes are created and assigned to employees (Dynamics GP >> Tools >> Setup
>> Payroll >> Timecard Batches).
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System Level one time setup

Path - Dynamics GP>> Tools>>Setup>>System>> Workflow Setup
Or Administration>> Setup>> System >> Workflow Setup

This is a one-time setup only. E-mail address is the e-mail address from which the e-mail will be
sent for the notification. It is configured with a user ID which must be changed to a generic e-
mail ID like purchasing@company.com. This window can be used for e-mail testing as well. The
server name, authentication type can be discussed with your internal IT team. Whether a
secure connection (SSL) is required or not can also be determined by your IT. Note - Dynamics
GP Web Services Server is without the instance name.

Limitation - E-mail functionality may work or may not work despite setting it up correctly here.
This could be because of the various missing components of the Web Services , ISS, .Net
Framework etc.. This is beyond the scope of this document.

Workflow configuration

Company level setups

We need to setup the following for the workflow to work properly in each company -
= E-mail Message setup
=  Workflow Calendar setup
= Assign Managers to workflow
= Creating New Workflow, Enter Name, Configure Options, Set overdue options
= Add Steps, Check active box to make workflow active, Save Workflow

We would examine each of these steps in the following paragraphs -

The Message Setup window defines what appears as the Subject and in the Body of a message
when an email notification is sent from Dynamics GP. It can be setup from Administration >>
Setup >> Company >> E-mail Message Setup

It has the following components :

e Message ID and Description
We can enter an ID to identify the message. It is recommended to indicate the associated
Doc. Type in the ID so that it could be easily identified. The max limit is 25-characters for the
ID field. We may type the detail of the message ID in the description field.

o Message Type
We have 3 options available here. We would seelct one of the following message types -
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» Standard - if we are creating messages for documents that we will be sent to customers
or vendors.
» Workflow Assignment - if this is to be sent to the approver for the assignment of a
workflow task (discussed later in the document in detail).
» Workflow Action Completed — This is used to notify the originator for different actions
taken during the approval process (discussed later in the document in detail).
e Series
We can select the series in which we would like this message to appear. The series available
depends upon the message type selected above. By selecting ‘All’, the message is available
for all of the available series. We cannot select a document type or add fields to customize
the message if ‘Standard’ is the message type and ‘All’ is assigned as the series.
e Doc. Type
Select the type of Document that we would be using with this Message ID. This field is
required if we select any of the series instead if ‘All’.
e Subject
We have the ability to type the subject line here. It would become the subject line in the
email notification to be sent for this message ID. We can insert fields here so that document
specific information, such as document number and employee ID etc. from the document
are displayed. Many fields are available for insertion.
e Body
This is where we can type how the body of our message would look like. We can insert
fields here so that document specific information, such as the document number, document
date, and employee ID etc. are included in the message (discussed later in the document in
detail).
e Field
Select the field that we would like to place in the message body or subject line. The fields
available in the list depend on the document type we have selected on the top. Fields are
not available if we select ‘Standard’ as the message type and ‘All’ as the series.
e Additional Fields checkbox
Marking this box displays additional fields in the Field list that we can embed for the
selected document type.
e Have Replies Sent to
We have the option to leave this field blank, however, in this case, the reply will go back to
the message sender. We would enter or select an email ID that a responder of the email can
use to send a reply email. For example, let’s assume we have entered
admin@company.com as the Reply To address. If we send a document in an email, the
receiver receives the email from the user who had initiated the email. However, when the
receiver replies to the email, admin@company.com is used in the ‘To’ field.

Configuring Message ID
Following are the action types for which a notification to the originator can be sent from
Dynamics GP for each workflow configured (click on the blue expansion button to see the details).

Workflow Configuration



mailto:sales@company.com

il

gd'))‘* |

lest  Delete cpy N Hew File Help Add
Workflow Workflow Workflow  Ste v v v Note
Actor New File Too Help
L o Payrcll

m Workflow Email Notification Maintenance - TWO (sa)

Employee Profile Approva

Waork low Name

EmglopeeP1olle Agpiovd

c e Descapton Emgloyee Protie Agproval
¢ EmployeeProfile Approval
Wosflow 1spe £ mployee Protie Apgroval
Profile Approval

¥ Profile Approval 2 tep dition

rofile Approval
file Approva where ESS

Ophons

1 Send nothcatons dor completed actors

Aow approver 10 delegale Lask s

Assignment
file Employee ..  Alex Baulin

Profiie.Emp

oyee L. Dav

d B,

S carbon copy o

o e C e CCC

>

Marking and un-marking the checkbox beside the action type does the activation for that action.
We might not activate the notification for each and every type of action as it could be annoying
for the originator as well as the approver to get notified of each action initiated. However, setting
up notifications related to the submission, delegation and the approval would be highly
recommended. Every action has a Message ID linked with it as depicted above which is configured
at Administration >> Setup>> Company >> E-mail Message setup (discussed above in detail).

We have the ability to create a new message ID and assign it to a particular action type. We can
also create a Message ID by copying it from an existing Message ID and customize it to suit our
requirement/s. To copy, we would enter the ID and click on the copy button as depicted below
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While coping, the Message type is populated with ‘Standard’ by default which can be changed
for the payroll. Other details in the message setup window are copied from the selection.

As highlighted above, we have the ability to type text in the body or insert some of the Dynamics
GP fields within the body of the message. In order to do that, we would need to move our curser
to the place where we would like to insert the field. We would then select the field from the
dropdown field list and click on insert button. There are 2 types of fields available here for
insertion —document related field and the workflow related field. We may select the appropriate
field and insert it into the body of the text. Finally, we could have a meaningful message like the
following which would be a combination of texts and Dynamics GP fields. We can save the
message type when done.

P tessage Setup - TWO (sa) — O =
= 9 X Il &

Save Clear Delete File Tools Help Add

- - - MNote
Actions File Tools Help

Meszage |0 ‘wF TIMESHEET APPROVAL" .'D
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Edit or visw the document: [ZDocument Dinoll Downs)

Document Tepe: Tmeshest
Tmesheat {XTimeshest Number}
Employes: {XEmplopes ID%}
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Later, we would assign the message ID to a particular action type. It is to be noted that the series
and document type are important factors while creating a message type. If the series and the
document type are not correct, the Message ID may not be available for assignment for the
workflow type in question.
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The same logic can be applied to customize the subject line of the message ID. It is highly
recommended to use the default message IDs and customize it as per the requirement.
Additionally, we can even copy and paste the content of an existing Message ID into a new
Message ID and edit the fields to suit our requirements.

If there is a document with detailed line items (like Timesheets, POs, Requisitions etc.), the line
details can be inserted from the Document Lines as depicted below

Vaidate
Subpect ‘fouw have a task azugnment for the Payroll Tmecard for Pay Period [%5tart Date®) - {%End Diab Body Document Lines I

Body I Document Lines I Valdats .‘5""“‘“‘ Fields Selected Fieks
“f'ou have been assigned a task for the W orkfow Step Name} step in the Payroll Timecard Approval A Pay Code Days Worked

workflow for {%Fust Name?] (%Last MameZ} for Pay Period 1%Stat DateX) - {XEnd Date’] State Code Depaitmerit

. . Urits To Pay Job Tl
% %
Task Deadine |Zaction Deadine’} Wesks Worked Local Tan

Edit or view the document: (5D ocument Dll Down}
Ipzert &1 Shift Code
%werkllow Action List%)

Diocument Tupe: Papwol Timecard

Line Item dedais:

{%Documert Line Fields}

|

Pay Penod {%Stat Dabe’} - {XEnd DateX)

Emplopes: {%Employee 0%} - 1%Fest MameX} {%Last NameX |

Comireits
{580 Woikfow Commerts %} W Select and Insert Fields

It is to be noted that {%Document Line Fields%} must be inserted into the body of the text
message in order to get the line details for each submission. {%Workflow Action List%} defines
the hyperlink for the workflow actions in the email. It should always be included else the
following will NOT appear in the email notification sent from Dynamics GP —

You have been assigned a task for the TimeCard Rpproval step in the Payroll
Timecard Approval workflow for Satyendra Singh for Pay Period 3/26/2017 -
4/1/2017

Task Deadline: 9/11/2017 1:41:00 BM
Edit or view the document: ACKEO00L

Docurent Type: Payroll Timecard
Pay Pericd: 3/26/2017 - 4/1/2017
Employee: ACKEOD01 - Satyendra Singh

We could use different message IDs for different action types i.e. we could have a different
message ID for submission, re-submission, delegation and approval notification. It is to be noted
that we can assign only one Message ID to a unique action type (one to one relationship) at a
time. Additionally, a notification will only be sent for a particular action type when we have
marked the check box ‘Notify Originator on:’ for that action.
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Assignment message to the approver is sent from this Message ID -
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) Almust sppiove

If there is a need to customize the assignment Message ID, we could either click on the ‘Send
Message’ hyperlink (and bring the changes on the new window opened) or we may go to
Administration >> Setup>> Company >> Email message settings to find and modify the content

of the Message ID. If needed, a new customized Message ID could be created and assigned here
for the notification of the task assignment to the approver.

Workflow Calendar Setup

A Workflow Calendar is a setup to calculate the overdue hours/days in Dynamics GP and used
for rejecting/escalating the overdue task/s. The setup is located at Administration >> Setup>>

Company>> Workflow Calendar and looks like the following —
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Additional holidays can be setup (though it is optional). The whole setup is optional.
Assign Managers to Workflow
For each workflow to be setup within Dynamics GP, we must setup a Workflow Manager. It is a

required configuration. We could have one or multiple workflow managers. This person must be
in the active directory.

m Workflow Maintenance - TWO (sa) = O >
=D X & 72 5 il @]
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Creating the workflow

The process of creating/configuring different types of workflow is same. We begin the
configuration by selecting the module for which we would be configuring the workflow.

We are presenting here an example of configuring the workflow for ‘Employee Profile Approval’.
As depicted above, the first step is to define the workflow manager. By clicking on the lookup
button and selecting the windows user ID, we have identified ‘David from the active directory as

the Workflow Manag_er
m . . o -

=™ X 3

Save Clear Mew
Type Wiarkflow
Actions MNew
z=3  [Pual vl
I Employee Profile Approval

- EmployeeProfile Approva
= Employee Skills Approval
=1' Payroll Direct Deposit Appro®
—-ma! Payroll Timecard Approval

#- 2] Time Card 2 Workflow

5@ TimeCard Workflow

¥ TimeCard Approval

= Payroll W4 Approval

Il &@7]

File Tools Help Add

-

- *  Mote

File Tools Help

Workilow Type

[ escnplion

Window
Manages:

David Ahein

Emplopes Prodile

Employes Profie Approval
Appioval process for Emplopes Profile changes

O .

0,

m Worldflow User Selection - TWO (sa)

I @

O X

QK Cancel

Actions

Selection Type
Find

Selected Llsers

File Teols | Help
-

- -

File Tools Help

People and Groups
|

Dravend A -

Once the managers are assigned, we would click on New Workflow on the top as depicted above
to get the following window where we’ll configure different options —
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Under Options (No. 1), we have the ability to define the types of notification to be sent (click
the blue expansion button for the action types as depicted above). We can select different
action types to notify the originator when one or more of the actions are completed. For each
action, an email message can be selected. There is also the option to send a carbon copy of the

message to additional parties.

When ‘Allow approver to delegate tasks’ checkbox is marked, the user who has a task assigned

can delegate the task to another user for approval.

Any user who creates a document can submit it for approval. We can specify whether the
originator of the workflow could be the approver by marking the checkbox ‘Allow originator to

be an approver’.
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We would mark the checkbox ‘Always require at least one approver’ if the workflow requires at
least one approval regardless of whether a condition for any step has been met or not.

If we need an alternate final approver, we may configure it here by selecting the respective
user from the active directory. The alternate final approver is the last person in the approval
process who is required to approve a document.

Under the ‘When a task is overdue’ option (No. 2), we have the ability to configure actions
which would be initiated in case the approver failed to approve the document/record within
the set time limit. It is to be noted that a holiday configured in the workflow calendar may delay
the rejection process. We have the option to —

Take no action

Escalate to next approver

Escalate to (we would need a person user ID if this selected) OR
Automatically reject the overdue task.

YV VY

We can select one of these 4 options for the overdue tasks.

Marking the active checkbox (No. 3) enables the workflow and un-marking it disables it.
Notification type and the content of the message is configured after clicking the expansion button
as highlighted above with an arrow. Respective Message IDs could be assigned here for the
notification.

When we have the workflow name in place, clicking on the ‘New Step’ button on the action pane
will allow us to define the routing rules for the workflow. The configuration of each step will
determine the routing for users and how their submissions will be processed.
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At least 1 step is required for the workflow to be activated but we could have multiple steps
configured here depending on our requirements. In order to create a new workflow Step, we’ll
highlight the workflow in the left-hand tree in the Workflow Maintenance window and then
click on the New Step button in the New section of the ribbon. Steps could be a required step
or it could be a conditional step as highlighted in box no. 1. If we need to configure routing to
different managers (or groups) for different employees, we would configure the conditional
step (described later on how to do that). What action should be initiated if the condition is not
met, should be defined in box no. 2. Here, we have the option to continue with the other step
or reject it.

We would assign the manager for this step in box no. 3 and define the duration he has for the
approval. We can mark or unmark the Apply Workflow Calendar option if we want to follow the
rules defined in the calendar for the vacation.

In box no. 5, we have defined the message ID which would be sent to the approver for the task
assignment for this step. Marking that check box will enable the email notification for this step.
We have the ability to define the completion policy in box no. 4 which is self-explanatory.

If we have multiple steps in our workflow, we can define precedence of each step in box no.6.
Also, the step type (as highlighted in yellow above) would change if we have multiple steps in
one workflow with precedence. The initial steps would be defined as ‘Tasks’ while the final one
will be ‘Approval’.
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Configuring conditional steps with examples

Let’s assume we have 2 employees with their IDs are RAM001 and DAVID0OO1. The supervisor

responsible for the approval is Alex. In this case, we would configure these 2 employees like the
following —

m Workflow Maintenance - TWO (sa) - O x
i . (=] - |
ED X 8 = Il @]
Save Clear Delete Mew File Tools Help Add
Step Step Step - e ~  HNote
Actions New File Tools Help
#z =z Payrol v
= n_ - . Dlml
I Employee Profile Approval Step Name | Profie Approval B
e . Descipon | Pl Agprns__
=12 EmployeeProfile Approval StepType |Appeoval - ) Thiz step follows the selecied step:
¥ Profile Approval
¥ Profile Approval 2
I Employee Skills Approval Condtiorn
20 Payroll Direct Deposit Approval () Action i lways required for this step
#-25 Payroll Timecard Approval (®) Action is requited anks when the folowing condtion is met:
I Payroll W4 Approval ) . I
4 PP where ESS Profile Employee ID is DAVID0OT' 5
ar ESS Profile.Employee 1D is 'RAMOOT
If e condiion is nat met | End the workfllow path w

We have other employees in the same company whose supervisor is David and the employees
reporting to David are ABCO01 and BCDOOL1. In this case, we would configure another step and
name it as Profile Approval 2 (any name could be given).

Sven Mams Profile Approwal 2 [ ) Ehich

O escaphion Froftike Approseal 2 (@) This sbep iz a frst step

Sitap T Approwal b ] {3 This stap follows Hhe selected step:
Cordhitior

T Action iz alveays requined For this step
() Action is reguired ok veihen e followwsing condition is met:

where ESS Profile.Employee ID is "ABCO11"
ar ESS Profile. Employee ID is 'BCDOO1"

It condtion is mob met E nd Hree: weor b Howe ot ot
Aussigrment: Complation policy:
Huzzigr ta D srvic-E-— S @ Dnly one response needed
Tiene lrit B8 | Hours: r

0 Majowity must approse
Spply workfiows Calerwdar O AN must spprowe
= Send Message: | Wi EMP PROFILE APPROWAL~ | X

It is to be noted here that the 2" step is configured as ‘This Step is a first Step’ and the step

type is Approval. This way each step becomes an independent step. Finally, the workflow would
look like the following
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<1 Payroll Direct Deposit Approval Profile Approval 2 where ESS Profile.Employee .. David Barnes

2% Payroll Timecard Approval

wa Payroll W4 Approval

We have the option to select different fields from the ‘Workflow Condition Editor’ window and
define the rules for the routing based on these fields. It could be joined by an ‘And’ or ‘Or’
statement and could be compared to a different field or a static text. Additionally, we can use
the pencil or the delete icon to edit or delete (respectively) the condition.

Workflow Condition Editor

ﬁ Cancel
and < | | Select & fsld # | | contars
Compare to: () Constart (@) Fiekd Vialue ] Dizplay extended fieid list Claar

Conditions
where ESS Profile.Employee 1D is "ABC00T

or ESS Profile.Employee ID is ‘BCDO01"

When the managers are setup, workflow and the steps are configured; we would save it and
enable it by marking the active check box. The workflow should be working for the users if
configured properly.

The process of configuring Workflow for other workflows like Employee Skills Approval, Payroll
Direct Deposit Approval, Payroll Timecard Approval, and Payroll W4 Approval is the same and
could be repeated. However, the routing conditions may change depending on the
requirements.

Maintaining workflows

Once a workflow is activated and there had been some actions initiated within Dynamics GP for
the workflow, it can not be deleted or edited. If there is a requirement to modify the workflow
steps, we would recommend to copy the workflow and bring the changes into the copied
version. A workflow can be copied by clicking on the workflow name and then clicking on the
copy icon on the top (discussed previously in this document).
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Bl Workflow Maintenance - TWO (sa) — O >

™ B £] 4 Il @]

Save Clear  Delet Mew New File Tools Help Add
Workflow Workfl Workflow  Step - - *  HNote
Actions Mew File Tools Help
==3  [Paa ~ |
i3 Employee Profile Approval wWorkilow Mame TimeCard ‘Wioskflow A [ Active
o Employee Skills Approval Drescrption TimeCard 'Woekfiow
&= Payroll Direct Deposit Appros ‘workflow Type Payroll Timecard Approwal
—-&4% Payroll Timecard Approva Step Condition Assignment
I+ o+ TimeCard Workflow TimeCard Approval Always run Satyendra Singh
Ophor::

[ Send notifications for completed actions =
] Allowr appecrver bo delegate tasks

[1 Allow orignator to be an approves

[ Always require at least one approver

D Uze ahemates final appeover

"Wien a tazk iz ovesdue:

@ Take no action

() Escalste bo mext appeover

() Escalate to

() Ausomatically reject the overdue task

We may rename this workflow and bring the changes required. When satisfied, we may
activate this copied version of the workflow. It is to be noted that at a time only one type of
workflow under a particular module could be activated.
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