
Configure Stage Transitions & Actions

This article provides instructions on configuring the workflow transition and action options for the following objects:

Tickets;

Incidents;

Exceptions;

Findings; and

Policies.

A stage transition moves the process from the current stage to another stage. The transition is typically associated with a user action, such as
approve or reject. For Assessment workflows, the transition can also have questionnaire taking conditions. The stage transition options display as
buttons on the workflow page.

By default, a workflow uses at least two actions in each stage. Since you may not need two actions on all occasions for each workflow stage, you
may want to use the following properties so that actions can be selected depending on the context of need.

PROPERTY DESCRIPTION

workflow.min.transitions=
Enter a number which specifies the actions in the workflow stage. If this property value is not set, the

default value is 2, meaning there must be at least two transitions for every non-terminal stage.

 workflow.max.transitions=
Enter a number so that you will have the choice to select more transitions when needed. By default the

value is 4, meaning there can be no more than four transitions for every non-terminal stage.

For example, if you need just one action in a workflow stage, you must set the workflow.min.transition  property to 1 and
workflow.max.transitions  property to an appropriate value so that you can continue to select more actions in stages depending on the

context of need.

O n l y  u s e r s  w i t h  Wo r k � o w  V i e w  a n d  Wo r k � o w  U p d a t e  p e r m i s s i o n s  c a n  m o d i f y  w o r k - o w s .

A s  o f  v e r s i o n  9 . 5 ,  t h e  workflow.max.transitions  v a l u e  f o r  e x c e p t i o n  w o r k - o w s  w i l l
b e  t h e  e n t e r e d  v a l u e  p l u s  1 .  T h i s  e x t r a  t r a n s i t i o n  w i l l  a l l o w  t h e  w o r k - o w  t o  e x p i r e .

To configure a workflow's transitions and actions:

1. Click Configuration > Workflows.

2. Click a workflow on the grid to open the workflow settings. If needed, use the tree to the left or the filter dropdown menu on the far right to
filter the results on the grid.



3. Click Definition in the pane to the left if it's not already selected.

4. Click Edit in the top-right of the workflow screen.

The Workflow settings in Configuration.

Workflow details.



5. Click a stage to display its Actions settings.

6. Enter a name for the stage in the Label text box. This is the label that will appear on the button that users click to move the object to another
stage.

7. Select the stage the object will transition to from the Next Stage dropdown menu.

8. Optional: Select a template to define which email is sent to stakeholders when the notify settings are enabled. If you do not want an email
sent, select Do not send Email.

9. Enter a status for the object once it transitions in the Status field.

The Workflow edit screen.

The Actions settings.



F o r  e x c e p t i o n s ,  t h i s  7 e l d  i s  a  s e l e c t  l i s t  c a l l e d  t h e  E x c e p t i o n  S t a t u s  7 e l d .  U s e r s  w i l l
c h o o s e  t h e  a p p r o p r i a t e  s t a t u s  f r o m  a  p r e d e 7 n e d  l i s t  c r e a t e d  o n  t h e  E x c e p t i o n
M a n a g e m e n t  P r e f e r e n c e s  p a g e .  A l l  o t h e r  w o r k - o w  t y p e s  w i l l  h a v e  u s e r s  e n t e r  i n
t h e i r  o w n  s t a t u s  v a l u e s .

10. Select the Hide Action checkbox if the transition button should be hidden from end-users in the Workflow section of the object. This option is
useful when the transition is automated and does not require any action from the user.

11. Deselect the Comment Required checkbox if the transition does not require end-users to enter comments in the Workflow tab before the
object transitions. This checkbox is selected by default.

12. Optional: Click Preview if you selected an email template in step 8 above and you wish to preview it.

13. Repeat steps 5 to 12 to modify the settings of additional stages as needed.

14. Click Save to save your changes.

E x i s t i n g  o b j e c t s  m u s t  b e  s y n c h r o n i z e d  t o  r e - e c t  c h a n g e s  t o  t h e  w o r k - o w  s e t t i n g s .  To
s y n c h r o n i z e ,  n a v i g a t e  t o  t h e  o b j e c t s  ( e . g .  H o m e  >  T i c k e t s )  a n d  s e l e c t  S y n c h r o n i z e
Wo r k - o w  f r o m  t h e  M o r e  A c t i o n s . . .  d r o p d o w n  m e n u  o r  o p e n  a n  i n d i v i d u a l  o b j e c t  t o
s y n c h r o n i z e  i t  f r o m  t h e  Wo r k - o w  s e c t i o n .

The Hide Action and Comment Required checkboxes.


