Hands-on Lab Overview

	1. Introduction

HOL: Creating InfoPath form and using Workflows with InfoPath 2007


	2. Technologies Highlighted 
· Windows SharePoint Services 3.0
· Windows Workflow Foundation

· Microsoft Office InfoPath® 2007



	3. Audience
· Business process owners
· Workflow developers


	4. Scenario 
The lab exercises are as follows:

· Create a simple InfoPath form – Travel Request
· Create and attach workflow to Travel Request forms


	5. Purpose of Hands-on Lab
In this lab, you will use Microsoft Office InfoPath 2007 to create an out of the box Travel Request form and publish to SharePoint document library. You will then create a workflow and attach it to Travel Request form library. Within the workflow, you will use out-of-the-box actions such as assigning a task or sending an e-mail message. 

	


Hands-on Lab 

	Discussion Points
	Actions taken

	
	

	Exercise 1 – Create form library
	1. Open InfoPath 2007

2. Custom Template ( Travel Request

3. File ( Publish

4. If you are prompted to save the form, select the Always save the form when publishing check box, and then click OK
[image: image1.png]osoft Office InfoPath 2ix

This form template must be saved before it can be publshed. Click OK to save or Cancel to
continue working.

IV Aways save the form template when publishing

[0 1 co |





5. Save to My Documents

6. Click To a SharePoint server with or without InfoPath Forms Services, and then click Next
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7. Type http://<ServerName>/, where <ServerName> is the name of your Office SharePoint server,  i.e. http://dc:20000/sites/WilDevSite/workflowlab/

Click Next
8. Check the box - Enable this form to be filled out by using a browser. 
Click Document Library, and then click Next
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9. Click Create a new document library, and then click Next
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10. In the Name box, type Travel Requests, and then click Next
11. Accept the default fields to be displayed on the document list, click Next
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12. Verify the details are correct, click Publish
13. Select the Open this document library check box, and then click Close.
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14. The form library is opened in Internet Explorer
15. Go back to Microsoft InfoPath 2007. We now create a button for the form.

16. Locate Design Tasks panel on left hand side, click Controls
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17. Locate the Button control under the Controls panel and drag to bottom of form
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18. Double click on Button to open its properties window 
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19. Click on Action dropdown and select the Submit option
20. A Submit Options button appears, click on it
21. Select Allow users to submit this form
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22. Check Send from data to a single destination
23. Select SharePoint document library  from dropdown

24. Click Add button to specify where the form should be submitted to
25. A Data Connection Wizard appears
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26. Type in URL of the document library you just created, i.e.
http://dc:20000/sites/WilDevSite/workflowlab/Travel%20Requests
27. File name – click [image: image12.png]


 located at the end of File name textbox

28. On the Insert Formula window, click Insert Function
29. Select now, then click OK
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This will allow the forms to be saved with unique names having timestamp as their file names

30. Click OK again

31. Back on to the Data Connection Wizard window, click Next
32. Click Finish
33. Back to the Submit Options window, click Advanced 
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34. Locate the After submit dropdown at the bottom
35. Select Close the form – this will close the form upon submission

36. Click OK
37. Back to the Button Properties window, click OK
38. Publish this form, File ( Publish
39. Repeat Steps 6 to 13 above
Note: for step 9, we are using an existing Travel Requests document library  as created earlier, thus
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40. The form library is opened in Internet Explorer, click Settings
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41. Select form library Settings from the popup menu

42. In the Settings page, under General Settings, click Advanced settings
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43. On Advanced settings page, locate the section of Brower-enabled Documents, select Display as Web page , click OK at the bottom of page to save this setting
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44.  Go back to the form library page by clicking Travel Requests in the breadcrumb located above the page title
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45. Try create a new Travel Request, click New
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46. A new travel request form is opened in Internet Explorer

	Exercise 2 - To add a workflow to a form library
Workflows can be created in three ways:

i. SharePoint portal via list Settings 

ii. Microsoft Office Designer

iii. Custom development

We will focus on creating a workflow using Microsoft Office Designer in this lab.
	1. Start ( All Programs ( Microsoft Office ( Microsoft Office SharePoint Designer 2007
2. SharePoint Designer is opened. Click File ( Open Site
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3. An Open Site window appears. Enter the URL of Travel Requests form you created earlier
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4. Click Open
5. Select File ( New ( Workflow
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6. A workflow designer window appears
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7. In the workflow name textbox, type Approval
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8. Select Travel Requests for this workflow to be attached to
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9. Check Automatically start this workflow when a new item is created 
10. Click Next 

11. We will create just one step for this workflow.
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12. Rename this step as Create Task
13. Click Action , select Create List Item
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14. A new entry is added to the Action section. Click this site
[image: image29.png]. om._@mmvm eate2)




15. From the Lists dropdown, select Tasks
[image: image30.png]Create New List Item

s [rases

Tite (9.

il ame Corflcs

Choase yhret sould happen It i name specied conflits vt an
xising il i = Docirert: Libra|

@ g = i idertier b 1 end of the il rare

€ Overyrite the existing file
o | e |





16. A Title field is already added by default.  Select Title row and click Modify
17. In the Value Assignment popup, type Please review as the field value

18. Click OK
19. Click Finish

	Starting and Completing Workflow Tasks in InfoPath

Workflow tasks can be started and completed via the portal or InfoPath. In this lab, we will start and complete workflow tasks via the portal.


	

	Exercise 3 - To start a workflow 


	1. In Internet Explorer, open the form library you created (http://<ServerName>/Travel Requests/).
2. Click New.

3. When the form opens in browser, click Submit.
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4. An alert appears saying form is saved successfully. Click OK.
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5. Browse to the Travel Requests document library
6. Status of document is Completed. Because according to our workflow,  the only step is to create a task
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7. Browse to the Task list


8. Tasks have been created for each document uploaded to Travel Requests
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Conclusion

	I. Conclusion

In this lab, you used Microsoft Office InfoPath 2007 to create a form and attached a workflow to the form library. Within the workflow, you used out-of-the-box actions such as creating a task (assigning task and sending an e-mail message can be achieved using OOTB . In addition, you learned how tasks are assigned to related personnel and where the tasks are created.  
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