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The World of Workflow - Introduction

Why do we need
workflow?

Workflow should be used to
enhance current business
processes.

This is a structured way of
organising and managing work
processes to ensure visibility,
efficiency and consistency
across the sales orders.

The first step is to map out the
business process offline, so you
have a clear understanding of
where workflow is required.
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The World of Workflow - System Configuration e Iineup

What defines a workflow?

There are some pre-configured workflows in Adpoint, we use to create the workflow definitions.

They consist of:
e Workflow Streams - Ad, Cases, Creative Detail, Material, Opportunities, Order, Order Revision & Project
e Workflow Criteria - The data the workflow is looking for.

e Workflow Actions - The changes workflow can make.
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Creating a Workflow

«  Workflow Departments -
For information only - to identify
which department has responsibility Varkow greph
for the order/ad at that time

«  Workflow Statuses - i ;;//

Already configured in the system. d

We use ‘Active’ and ‘Completed’ - {'“"“ @ﬁwﬁ"ﬂ-—llﬂm o update on

Completed is to only be used if the . S

whole process is finished. \ ?{“ I DR N i': e

B2H Events
-«  Workflow Definitions - m'"'m . E"““'H_ ~
| s-lucp_ i

Where the workflow is configured.

*  Workflow Creation Rules -
To determine which workflow is
automatically attached when an order /
ad is first created.

*  Workflow Widgets -
To create dashboard views.




The World of Workflow - System Configuration

Creating a Workflow Widget

One of the key benefits of workflow, is allowing users to see the stages
of an ad, and see anything assigned to their teams in their worklists.

Worklists are generated using workflow widgets and selecting the
‘dashboard’ widget type.

Sales Ops Checks

b |ammld10w Object type Current stage dStagme entry Last change ;"Fm Tow
eg
# 2 [ w0 [ [
[0 ] | [@ |®
T | OrderWorkfiow | Orderworkflow 149 days 20 hous irutzzags Sales
2 | Drder Workfiow Order workfiow 150 days 32 minutes sgo Saies
8 Order Workfiow Sales Ops Chet Sales
4 | Order Workfiow Sales Ops CF Sales
5 | Order Workflow Sales Ops Ch Zser
6 | Order Workflow Sales
7 | Order W o Sales

Workflow Widgets

Name
Widget type
Workfiow object type
One row represents
Primary trafficker

Workflow Status

Workflow Department |

Current stage

Visible columns.

Ssles Ops Checks

=alL= v

[=AL=s v

=ALL= ~

[Adsin Completed Status (TE5T
Workfiow - Order)

[ Ads in Confirmed Status (TEST
Workfiow - Order)

[ Ads in Defivering Status {TEST
Workfiow - Order)

|1 4= in Opsian Stecus (TEST
Worklow - Order)

(JAds in Quote Ststs {TEST
Warkfiow - Order)

[l Augio Grder Confirmed {Crder
Workficw)

(] Awaiting New Confirmation
(Order Workllow)

|[) 2uyer Azcentance (Order
Warkfion]

[ ] Combination event and non
{Order Workfiow)

[ Combination event and rian
event (Order Workfiow)

[Confitmation Not Required
(Order Workflow)

[ Cenfirmation Received and
Checked [Order Workiow)

onfirmation Received and
Checked (TEST Workflaw - Order
eSignature]

[ Confirmaion Rejected (Order
Viarkflow)

[ Customer Confirmarion Received
{Order Workflow)

(] Digital Checks Pending (Order
Workfiow)

Select all Sel

nore

[ En8 (Grder Workfiow)

[7] End {TEST WorkSaw -
Order]

[ End [TEST Workfiow -
Order eSignsrure}

Signaturs Pending
(Order Workfow)

[ eSignaturs Pending [TEST
Warkiow - Ordar
eSignature)

[ eSignature Received
(Order Warkfow)

[ eSignature Received [TEST
Worlflow - Ordar
sSignature)

[ Events (Order Workfiow)

[ Events Ops Checks (B2B)
{Order Workflow)

s Ops Checks
(Consumer) {Order
Workfiow)

[Jin Proposal (Crder

Workfow)

[ Media Channel - Digizal
(TEST Workflow - Order)

7] Media Channel - Everits.
(TEST Worldiow - Order]

fedia Channel - Inserts

{TEST Workficw - Qrdler)

[] Media Channel - Print
(TEST Workfiow - Order)

(] Media Channel - Social
(TEST Warkfiow - Order)

[ New Order (Oraer
Woridlow]

[T Nen-ewenz (Order
Workflow)

[[]One Ad in Completed

s (TEST Warkfiow -
Grder)

[[19ne &d in Confirmed
Seatus (TEST Workflow -
Grder}

[JOne Ad in Delivering
Statuis {TEST Workfiow -
Order}

[]Gne At in Option Seatus
(TEST Workfiow - Order]

[ One Ad in Quote Situs
{TEST Workfiow - Order]

[1Oraer Not Required
{Drder Workfiow)

[[JOrder Mot Required [TEST
Werkficw - Order
eSignatuire)

[} Order Paid in Full (Ordar
Workilow]

[ Sales Ops Chacks (Order
Werkflow]

[} Sales Ops Checks (TEST
‘Workfiow - Order
aSignanis)

{3 5tar {Drdar Workflaw)

{3 Seart (TEST Warkfiow -
Order)

[ Seare [TEST Workfiow -
Order eSignature)

Rd catnt Lstast order note [ Order revision
Agency Net: Order starison
Agem Mexr ad sars date Order Scatus

[ Sooking person [ Chjecirype B3 Sales rep.

[ Crestive agency @ Order# [ Selling office
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What does Workflow mean to us?
Our Order Workflows -
e Determines the destination of the order

e Creates our worklists

e Allows us to see where an order is in its journey

i
Our Ad Workflows - House Ad /. Barter guiler..  Nan-Event._ Insertorder..  Cops
e Enable delivery of ads '
ditional_. andn'-aly,-_r"fi
e Creates worklists for delivery & enablement teams ' - _—
rrralion.... _ Hales Ops o
e Prevents fulfilment until all approval checks are complete Empw;@rf”:;:;m" I \\.
.\-\_\_\_\_\_‘_\_‘_\—ﬁ_
Order Not... Confim




The World of Workflow - Operations

How does Workflow

shape your work?

The Order Workflow is applied

upon creation of an order

The Order Workflow creates
our worklist

Each Workflow stage can be
reported and managed

Certain actions drive the
transitions to move the
Workflow on

Each Order and Ad Workflow
stage tells us what action is
required

T2 WORKFLOWS

MY WORKFLOWS

Homs / ‘Workflows  Workflows

Workflow dashboard

Sales Ops Checks

Workflow
name

0|

Order Workfow
Order Workfiow
Ordar Workflow
Order Workfiow
Order Workfiow
Order Workfiow

Order Workflow

ALL WORKFLOWS DASHEOARD

Object type

Lurrent stage

I v

[

Order workflow
Order workfiow
Order workfiow
Oirder workfow
Qrder workfiow

Orderworkfiow

Order workfiow

Sal

= Ops Checks
Sales Ops Checks
Sales Ops Checks
Sales Ops Checks
Sales Ops Checks
Sales Ops Checks

Sales Ops Checks

Stage entry Workflow Workflow
date Diepartment Status

E E |
INIE202311:45 | Sales Acte
ZAIGE/2NDZ3 16108 | Bales Active
06/T%'2023 15:05 | Sales Acrwe
29/08/2023 15:13 | Sales Actve
08/0%/2023 15:07 Sales Actie
06/0%/2023 16:52 | Sales Actve
08/0%/2023 15:00 | Sales Active




The World of Workflow - Operations = [ineup

How does Workflow
shape your work?

sales Ops Checks (Delivery Met / Mot Met)

Workflows join up the

. Warkfow namsa Ohject type Current stage Stage eniry Last change

operational teams : i 2 date

E L Il ' |
Digital delivery can be tracked

COnlins Ad Pattern Workflow | Ad workflow Delsveny Mot et | 03/01/2023 13071 | 249 days 4 hours 28 minute
through Workflow

Cnline Ad Pattern Workflow | Ad workflow Delmeny Met O1ADE/2023 0915 | 100 days 8 Hours 15 minuks
Socia | a d | | nes are manage d Online Ad Pattern Workflow | Ad workflow Delmerny Met 03012023 08:38 | 249 days & hours 52 minuie
throu g h Ad Workflow Online Ad Pattern Workflow | Ad workflow Delwarny Met /022023 1140 | 220 days & hours 19 minute

.. e Online Ad Pattarn Workflow | Ad workfiow Delrvary Met 01022023 11:11 |- 220 days &-hours 18 minuce

Month end digital reconciliations

Cniine Ad Pattern Workflow | Ad warkflow Dialreny Met O1/03/2023 71148 | 192 days S hours 47 mimuke

are structured around the Ad

Online Ad Pattern Workflow | Ad workflow Delwerny Met 03072023 0733 | 68 days 10 hours 17 minuie
Workflow
Cnline Ad Pattern Workflow' | Ad waridfiow Diglmverny Mat DWDBA20Z3 0750 | 39days 3 hours 33 minutes
. Cnline Ad Pattern Workflowy | Ad workflow Dielaany Met B3/07/2023 07:13 | 68 days 10 hours 16 minute
Helps to ensure all ads are in ! :
Cniine Ad Pattern Workflow | Ad warkflow Dalmeny Met 030472023 0910 | 159 days 8 hours 19 mimuks

a billable status, ready for
month end billing
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