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Introduction

Thanks to FormAssembly Workflow, forms are no longer single-purpose data collection tools. A
single form can be used in numerous workflows to further countless customer journeys. As an
individual piece of multiple data collection puzzles, the data collected on a single form won't be
enough to give you a full picture of your response data. This is where Workflow Responses come
into play.

Workflow Responses show the data that has been collected by your workflows in their entirety. By
using Workflow Responses, you will be able to review and take action on your collected data.

Note: FormAssembly Workflow is only available on Team plans and above.

Workflow Responses List

The Workflow Responses List provides an overview of the responses collected from your selected
workflow. On this page, you can quickly check that your workflows are being completed as well as
the current step of each Workflow Response. To open your Workflow Responses page and view the
Workflow Responses List, you can open the Workflow List and hover over the menu next to the
workflow of your choice.
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You can also navigate to the Workflow Responses List while in the Workflow Builder by clicking on
the "Responses" option from the menu on the left.
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You will then be able to view a list of complete and incomplete responses to your workflow.
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Complete and In Progress Responses

A response that is complete will show a green check mark icon on the left-hand side of the
Responses List. Additionally, the date and time will be shown under "Completed" and"Current

Step" will be noted as “Complete”.
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A response that is currently in progress will be denoted by a yellow clock icon and the “Current

Step” will show the currently in progress Workflow Step.
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Workflow Response Records



By clicking on the "View" button next to any Workflow Response, you'll be able to open the

Workflow Response Record to view additional data.
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This data is separated into two distinct sections: metadata and steps.

Metadata

The Response metadata is shown at the top of the record. This includes information such as Logs,

Response Status, Current Step, Date Started, Workflow Response ID, Workflow ID, and Referrer

URL.
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Workflow Logs are available in the Metadata section of the Workflow response. These logs record

when each step of the Workflow was started and completed.

Steps

Each step in the Workflow is shown as a card below the metadata section with the step's status.

Blue indicates the Step is complete, and yellow indicates a step that is still in progress.

[ START WORKFLOW

View Response b

Student Scholarship Application

@ Complete

[ FoRM
Student Essay

© In Progress

® 26 minutes

View Response b

You can click the "View Response" link on any step to expand the Response Card. This will display



additional response details such as the status and duration of the specific step, and the data
collected by the form step for this response. If E-Signatures have been enabled for this step, it will
also display an image of the E-Signature, a link to the E-Signature record, and will note whether
the E-Signature record has a status of Sealed or Not Sealed.

Additional response actions and the full report are housed on the Responses Page on the form.
Reopening a response, or reporting will take place there.

Logs

The Workflow Logs page allows you to view details about the events that occurred during the
workflow process. To access this page, click the "View Logs" button in the upper right corner of
the response record.

S View Logs

The logs show each event, along with the following details:

Status
Date
Current Step

Event Description

Workflow Logs

MANAGER ASSESSMENT
STATUS DATE CURRENT STEP. EVENT DESCRIPTION

@ 02/08/2022 4:58 PM EST Workflow was started.
© 02/08/2022 4:58 PM EST Manager Assessment The step was entered.
@ 02/08/2022 4:58 PM EST The form was started.
@ 02/08/2022 4:58 PM EST The form was submitted
@ 02/08/2022 4:58 PM EST Salesforce (Prefill) The step was entered.
[} 02/08/2022 4:58 PM EST Manager Assessment B The step was entered.
© 02/08/2022 4:58 PM EST The form was started.
[} 02/08/2022 4:59 PM EST The form was submitted

© 02/08/2022 4:59 PM EST Conditional The step was entered.

Connector Logs

Connector log information is available in the Workflow Logs mentioned above, but if you're looking
for quick information specific to a single connector, you can view this within the connector itself on
the Workflow Builder.

To access these logs:

e Click the connector on the Workflow Builder
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e Select the Configure tab
e Click the Logs button

Connector Properties X

DESCRIPTION CONFIGURE

Connectors

Connectors allow you to exchange data between your workflow and an external source. Choose
which form action and external source you would like to connect and click the configure buttan.
Learn more about connectors
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Send a Reminder Email or Reassign a Step

When a Workflow Step is “In Progress” or “Not Started”, it is possible to send a reminder email to
the Workflow respondent or reassign the step to a new respondent.

To do this, open the response record in question and click on the Send Reminder or Reassign Step
icons.
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Send Reminder

Send a reminder email to assignee

This action will allow you to send a reminder email to the respondent. If the step was assigned to
“the previous form respondent” and no email address has been collected, a modal will pop up
which can be filled out with the respondent’s details.



Send Reminder Email

This form was assigned to a specific email address. You can send a reminder to this email address,
or you can click the reassign button on the response page to assign this form to someone else.

*

Cancel Send Reminder

The following details will need to be filled in:

e Assignee Email Address

Requestor Name

e Requestor Email Address

Reason for Request (optional)

After clicking “Send Reminder” an email will be sent to the assignee with a reminder to continue
the workflow.

If the form was assigned to a specific email address, the Assignee Email Address field will be auto-
populated with that email and will be locked. The requestor's name, email address, and reason for
the request will be editable.

If you would like to change the email address for the assignee at this stage, please continue to the
next section to reassign the step.

Reassign Step

This action will allow you to assign a step to a new respondent email. Clicking on the icon will
cause a modal to pop up which can be filled out with the details of the new respondent/assignee.



Reassign Step

Reassigning this step will send an email to the new assignee requesting that they complete this
form. After the reassignment is complete, if the original assignee attempts to open the form they will
receive a message that the form is no longer available.

NEW ASSIGNEE EMAIL ADDRESS *

This field requires a valid email address.

REQUESTER NAME * REQUESTER EMAIL ADDRESS *

REASON FOR REQUEST

Cancel

The following details will need to be filled in:

e New Assignee Email Address

e Requestor Name

Requestor Email Address

Reason for Request (optional)

After clicking “Reassign Step” an email will be sent to the new assignee with a link to continue the
workflow.

Note: After the successful reassignment, the previous assignee will get a “Form not available” message if they

click the original assignment link.



