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Be sure to join us in QualityNet Slack at:
#qnet-slack-workflows-training-septemberl9

We will be practicing together in the
channel during the training.



https://hcqis.slack.com/archives/C07N2LZNZFE

3% slack
7N

It's a snap!

What are Workflows?

Building Workflows
Triggers
Adding Steps
Buttons & Variables
Custom Icon
Collaborators

Age n d a Setting, Workflow, & Activity Tabs

Tracking
Demos of Building Workflow with Different Triggers

Miscellaneous info and workflow examples

Glossary
Q&A




What are Workflows?
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What are Workflows?

A no-code
automation tool

to run routine A type of message @ A sequence of
processes in the sent in Slack steps
QualityNet Slack
workspace



Workflow Builder
P Video



https://www.youtube.com/watch?v=aSa8yn5ypl4
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Workflows allow you to create

consistent communications
triggered by a certain event.

\Nhat are » Time of day

* Time of week
? » Specific action triggers
WO rkﬂ OW5S: > Daily Reminders about meetings
o Sprints

© 0Onboarding information for new
channel users on your team

o Access to documents
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Workflow Advantages

o @

No coding required! As simple or complex as Can connect to other apps
you'd like and services used to get
work done
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Use Cases

I .} | : |

| Onboarding | Reminders Sending | Polling

| | Documents |

. y Distributing  Status Report 2@ Birthday

| >uggestion Box | Meeting Notes ; Reminders | Greetings

. - - . :
Checklists | Feedback Travel Requests | ecurring

| | Messages

Incident Reports

Project Updates




Building Workftlows



Decide how your workflow will start — its trigger.

Create your workflow steps. (actions your workflow can
take)

Create and deliver forms
Create and deliver messages

Customize steps with buttons and variables.

WO r kfl OW Choose your channel where the workflow will be

available.
You will be prompted to customize, depending on

B u i ‘ d i n g the trigger.

Workflows are channel-specific and can only be
used in the channel you choose.

Ste p S Cannot construct one workflow to run in multiple

channels.
Add a custom workflow icon.
Add Workflow Managers.

Pick a name for your workflow. (e.g., “Welcome to the
team!”; “Meeting time”; “Agenda”)

Publish.

Test your workflow and make any necessary edits.



Beginning a
Workflow

Two ways to open Workflow Builder:

From your desktop, click the
CCSQ workspace name in the
top left.

Select Tools > Workflow Builder
_Or_

Click More on the left of Slack >
Automations

CCSQ QualityNet ~

®

CCSQ QualityNet

hcgis.slack.com

7
7

Your workspace is currently on Slack’s
Enterprise Select Plan.

Invite people to CCSQ QualityNet

Create a channel

Preferences
Customize CCSQ QualityNet

Tools

#slack_apps ~

1 a bookmark

T TR T R I W OISR TWOT IR w BT EEWR RN

RSS

The RSS integration allows you tc
and receive updates in CCSQ Qu
periodically, and new items will b
Support, contact #help-slack

ServiceNow
ServiceNow is the powerful ticke
Standards & Quality (CCSQ) comi

enmethine nat warkine richt aned

Workflow Builder

Sign out of CCSQ QualityNet

Add workspaces

People More

Analytics

Zoom is an Audio/Video conferer
audio and instant screen sharing.
allows it to start meetings from a

= Automations
Create and find workflows and apps
0 Huddles

Collaborate and gather in real time



S e | e Ct I n g a c Automations Managed by you

© Recently used [ Q) Search workflows you've created and can manage ]
\NO r O W & Managed by you
. > Workflows X
r I e r 88 Templates
| Your new home for workflow management
i Apps Workflow management now has a single home, right here in Slack. You can search or filter to

find workflows you've created and that someone has added you to manage.

Choose your trigger:

From AUtomationS’ CIiCk = Al ~ Most recently edited
New Workflow in the top

right.

Select Build Workflow to e

start a blank workflow or Managed by you
Create from Template to (QQ  Search workflows you've created and can manage &  Build Workflow
select from a list of ' T @i erE e
available templates

14
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riggers

oo Untitled Workflow | Workflow Builder | CCSQ QualityNet - Slack
Never published ~ Finish Up ses Start the workflow X
Untitled Workflow These are events that start a sequence of

Abrand new workflow actions, like messages or tasks.

Slack events —_

Choose an event to start the workflow, and then add the steps that will follow. 6'9 From a link in Slack
Starts on a click

Triggers, or “Slack

Start the workflow... (© Onaschedule
events” allow you

When an emoji reaction is used
&> Choose an event ® )

Starts after people react to messages — to Se I e Ct h O W t h e
&, When a person joins a channel H
' workflow will
Then, do these things ‘= When alist item is updated b e gl n
From a webhook
+ Add steps <& Starts from a third-party event
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Trigger -©From a Link in Slack

* For on-demand workflows

* Once workflow link is created:
* Post link in channel or a canvas

* Or use slash commands /[workflow name]

* Will post message in channel allowing anyone to run in the channel
* Press “Start Workflow”

* Can run multiple times.
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Other Triggers
1. More Folder

* Your workflow starts when someone selects Automations from the More... folder’s dropdown menu.

* These workflows are easily accessible by members of a channel and can be used anytime.

2. EmojiReaction * © ¢ |©|@ A
* Your workflow starts automatically when someone in the channel adds a certain emoji reaction to a message.

3. New Channel Member &
* Your workflow starts automatically when someone joins the channel.

4. Scheduled Date & Time “ @ 7| Q|&
* Your workflow starts automatically at a set date and time.

t3
5. List update

Lists

* When the selected list is updated, your workflow will start

6. Canvas update >
* When the selected list is updated, your workflow will start.
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Other Triggers

1. Onaschedule® @ 7 |Q|&
* Your workflow starts automatically at a set date and time.

2. When an emoji reactionisused * © ¢ (O J@ A
* Your workflow starts automatically when someone in the channel adds a certain emoji reaction to a message.

3. When a person joins a channel Q
* Your workflow starts automatically when someone joins the channel.

4. When a list item is updated =

Lists

* When the selected list is updated, your workflow will start
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Advanced Triggers

1. Fromawebhook B I < ¢ = :i= = [¢]O
* Workflow starts automatically when a custom webhook sends a web request to Slack from another app or
service.

* Creating workflows with webhooks requires more technical expertise.
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Steps

Steps are a series of actions taken to complete a workflow.

Add a step that launches right after someone starts your workflow.

Once your workflow starts, your steps appear in the order you specify.

Steps can collect or send information in Slack, or between Slack and other services.
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Steps

* Types of steps:
1. Canvas
Channels
Forms
List
Messages
Users
Workflow Control
Custom
Steps from apps installed to your workspace (If applicable)

O 0 N Uk WN
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What Each Step Does

Canvas Channels
* Take actions on new or existing canvas in Slack © Manage channels with workflows.
* Actions include: * Actions include:

o Create a canvas o Add a Bookmark to a channel

Create channel canvas

O Add users to a channel
o Share a canvas

O

O

Archive a channel

Create a channel

Pin a message

Update the channel topic

Share canvas in thread
Update a canvas

O O O O O



It's a snap!
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What Each Step Does

Forms List
* Add forms to organize and collect information.
* Forms can include custom responses, or prompt people to
Ehoosle op(;l]?ns from abllst. i | . . Actions include:
ompleted forms can be sent to a channel or specific person . Add an item to a list

KllatDM# t be edited bmitted vi - Copyalist
ote: rorm responses canno e edited once submittedad via . Deletealist Item

*  Manage new and existing
lists from workflows

Workflows. o - Send notification to

*  Answer t.ypes supported for questions include: activity feed
* Line of text : Drop.down - Share a list with people
* Paragraph © Multiple - Update a list item
* AUser Choice
*  Multiple users *  Checkboxes
> A Channel * Dateand Time
*  Multiple Channels * A Number
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What Each Step Does

Messages Users
*  Send messages to communicate information to the * Create a user group or add or
person who kicked it off, or others in Slack who need to remove users from a user group.

take action from the information.
* Messages can be sent to:
o Specified people (Direct messages)
o Channels
o Threads
= Messages only visible to recipient(s)
* Messages are automatically formatted and can include
hyperlinks.

Workflow Control

* Ability to delay your workflow
by adding a timer in minutes.

* Causes workflow to wait that
selected time.



Customize with
Buttons & Buttons

Workflow won’t proceed until button is clicked.
' Buttons can only be clicked once per workflow.
Variables | ybec P
Don’t add when multiple people use the workflow — e.g., a scheduled date &
time workflow reminder for a team to share daily status updates.

Customize steps with buttons
and variables.

Helps reference information.
Variables
Allow you to insert information from previous steps in your workflow in
subsequent steps, giving more flexibility to personalize workflows and
connect information across various steps.
Available variables depend on:
how the workflow starts
who interacts with steps at various points
information requested (like responses to a form)

Allows pausing at a certain
step while people take an
action.



09 Untitled Workflow | Workflow Builder | CCSQ QualityNet

Ad d a C U StO m “ Never published  Finish Up
lcon =3 Untitled Workflow

A brand new workflow

Add a custom workflow icon

Open your workflow.

Workflow Details X

Click the workflow icon to edit details. Name

o . Y .
Select Choose File to upload a file. ¥ ([ umited Workton ]

. . . Upload Workflow names can't use punctuation marks and certain
C r‘o p you r‘ ICO n If yo u’d | I ke . e special characters, forexample: ! 7@ #% "+ =
. Description

Click Save.

A brand new workflow

26
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Workflow Managers

* Grant others permission to manage a workflow.

* Managers have same permissions as the workflow creator.
o Change a workflow's name and custom icon
o Edit or remove workflow steps
o Unpublish or delete a workflow

o Manage workflow Managers
= Add and remove other Managers, including admins

* Workspace Owners and Admins can add themselves as Managers on any published workflow
in their workspace.

o If they add themselves in private channels they don't belong to, they won't be able to
see the name of the channel

**Tip: Only Managers can view a workflow before it’s published!



Adding Managers
Steps 1-3

Select Tools from the CCSQ Workspace c

menu, then click Workflow Builder.

Published < 1 minute ago Publish

_Or_
Workflow Training - EmoliRa R S

An example workflow showing ~ Share workflow

Select More from your sidebar then
Automations

Click Managed by you on the top left of Settings 9
under Automations, then select a workflow  Start the workflow... Activity log
from the list.

Click the 3 dots at the top then select
Settings.

28



Adding Managers
Steps 4-/

Click Edit next to the Permissions section.

Search for people you’d like to add, then select their names
from the drop-down menu.

Slackbot will notify each person to let them know they’ve been
added as a Manager.

Click Close.

* *Note: You can always remove Managers by clicking the x next to
the name of any Manager.

< . Workflow Training List Update

Never published

Workflow Test for Training

Permissions

Delete

Managers
@Jennifer Bush

Can find this workflow
Everyone in CCSQ QualityNet

Can copy this workflow
Everyone in CCSQ QualityNet

Permanently delete the workflow

Permissions

Workflow managers

[ﬁ Jenn Bush (you) X |

Can edit, publish, and delete this workflow

Who can find this workflow?
Everyone internal in CCSQ QualityNet

[J Also include connected, external organizations to find and run

Who can copy this workflow?

Everyone in CCSQ QualityNet

Finish Up

Edit




9 CEs
5% slack (ems,
BN\ It'sasnap!

Want to check how your

Testing workflow behaves?

Wo rkﬂ OWS » Add it to a test channel.
*Try it out.

BEfO e * Click Edit to make changes.

PUb|ISh|ﬂg * Move the workflow to your

preferred channel.
* Publish the changes.



Publishing
Worktlows

Pick a name for your workflow. (e.g.,
“Welcome to the team!”; “Meeting

time”; “Agenda”) before pub

Once a workflow is published,

ishing.

it will

launch each time it’s triggered.

Your workflow will post a message to
the channel to let all members know

it's been added.



Tracking Workflows



I The Activity Tab

The Activity log tracks each time a workflow is activated.

Published < 1 minute ago Publish see

Workflow Training - Emo Copy workflow link

An example workflow showing ~ Share workflow

Settings
Start the workflow... Activity log e




Tracking a
Workflow in the
View Activity Log

Tracking workflow activity

Open your workflow in
Workflow Builder.

Click Activity tab at the
top of the screen.

Click Details next to each
activity date.

Variables chosen like name
and time will be in the
details for each Status
listing.

Any status

tatus

? Complete

? In progress

? In progress

IIIIIIIII

¢ @ Untitled Workflow
® A brand new workflow

Filter activity by

Any status v & August 11, 2023 v | @ Today

Status Last Activity Date

No results found.

v From v To v All people v

Last activity date ° Complete

Today at 1:18 PM De ®

Today at 1:10 PM De o

Today at 1:08 PM De

Never Publishec Publish

<+———— Details

Started by Wendy Goldband
Today at 1:10 PM

Variables

Message sent to Wendy Goldband
Today at 1:10 PM

Button clicked by Wendy Goldband
Today at 1:13 PM

Message with form sent to Wendy
Goldband

Today at 1:13 PM

Form completed by Wendy Goldband
Today at 1:18 PM

36
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Download Form Responses as a CSV File

Click the top left CCSQ workspace menu.

Select Tools.
Click Workflow Builder.
Find the workflow you’d like to download under the Workflow tab.

Click the three dots icon.

S o A

If your workflow includes multiple forms, you must select only one at a time from the
drop-down menu.

-

Receive a direct message from Slackbot with a link to the file when it’s ready.
8. Select Download form responses.
9. Click Save.



New Channel Member
Trigger
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New Channel Member Trigger

(Ccms

CENTERS FOR MEDICARE & MEDICAID SERYICES
CENTER FOR CLINICAL STANDARDS & QUALITY.

Never published ~ Finish Up

Untitled Workflow

A brand new workflow

Choose an event to start the workflow, and then add the steps that will follow.

Start the workflow...

9 Choose an event

| Then, do these things

Add steps

aes

[ONONS] Untitled Workflow | Workflow Builder | CCSQ QualityNet - Slack

Start the workflow X

These are events that start a sequence of
actions, like messages or tasks.

Slack events

é) From a link in Slack
Starts on a click

C'-) On a schedule

@ When an emoiji reaction is used
Starts after people react to messages

&, When a person joins a channel

When a list item is updated

From a webhook

<>
/ Starts from a third-party event

1. Select your trigger.

Choose how to start the workflow

Channels

-~

Select channels

oy

Cancel

% #

Continue

2. Select your channel
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ew Channel Member Trigger

it - Slack ( ]
\ Q \ Send a message X
‘s0@ Untitled Workflow | Workflow Builder | €SQ QualityNet - Slack 7 Steps X Send this message to:
' Y
Never published ~ FinishUp =+« Steps X Q. Search steps ‘ #* Person who joined channel v
. A
Untitled Workflow ( Q Search steps )
. P ) <Q M Message text
A brand new workflow essages
Steps are actions you can add toa N
workflow. Choose steps that work in Slack, . ¢
Start the workflow... third-party apps, or custom apps. @ Add a reaction to a message

Welcome! We are so happy to have you on our team. Check out
Remove a reaction from a this link for our team meeting schedule -- http:ourteam.com

®

Reply to a message in thread 4+ Insert a variable

Cal
&8,  Starts when a person joins a channel 174 [O nvas
1t Channels

) Forms

>\

>

>
Then, do these things 3 List >

>

>

>

)

©)

message

Q Messages

8 Users

[J Include a button
You can add a button to this message. Clicking it will move people
to the next step of the workflow.

+ Add steps

%% Workflow controls

\ﬁ Custom

@
Q) Send a message to a channel
Q

Send a message to a person
Preview

Send an "only visible to you"
@ @ New channel member example workrFLOW
Q message | e ) -

Send a temporary message to someone in

a channel that only they can see
A ‘ Cancel ‘

1. Select a Step category on the right side. 2. Select your Step. 3. Customize Step 1.
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New Chan

nel Member

rigg

(Ccms

CENTERS FOR MEDICARE & MEDICAID SERYICES
CENTER FOR CLINICAL STANDARDS & QUALITY.

er

‘E\ Send a message X

Send this message to:

‘ I Wendy Goldband (you) ® Wendy Goldband v
Message text
B I & « & i = I &

HI. This is your first Shortcut Workflow. It's a reminder to teach
the Workflow Training Class at 2pm.

®

#* Insert a variable

Include a button
You can add a button to this message. Clicking it will move people
to the next step of the workflow.

Continue ‘

Send a message
15t step selected and customized

‘E‘ Send a message X

Send this message to:

‘ #* Person who joined channel v

Message text

&

Welcome! We are so happy to have you on our team. Check out
this link for our team meeting schedule -- http:ourteam.com

@

#* Insert a variable

[J Include a button
You can add a button
to the next step of th New channel member

Insert a variable

Preview 2+ Channel that was joined

&' Person who joined channel
@ @& New channel me

-~ o 2+ Time when workflow started

Option to insert variables

‘§‘ Send a message X

Send this message to:

‘ #* Person who joined channel v
Message text
B I S « @& 3= i= 1= 1

Welcome! We are so happy to have you on our team. Check out
this link for our team meeting schedule -- http:ourteam.com
Person who joined channel v |

-
®

#* Insert a variable

[J Include a button
You can add a button to this message. Clicking it will move people
to the next step of the workflow.

Preview

One variable chosen
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New Channel Member Trigger

( it - Slack
‘ Q | Send a message X
= Steps X
B I & « & = iz 1=z O
Welcome! We are so happy to have you on our team. Check out L Q Search steps )
this link for our team meeting schedule -- http:ourteam.com
Person who joined channel v\ < Q Messages
®
- - (® Add a reaction to a message
2+ Insert a variable
O Include a button Remove a reaction from a
You can add a button to this message. Clicking it will move people message
( to the next step of the workflow. \
Preview @ Reply to a message in thread

@ @ New channel member example WORKFLOW
® 0 Welcome! We are so happy to have you on our team.
Check out this link for our team meeting schedule --

Q) Send a message to a channel

http:ourteam.com @Variable User Q) Send a message to a person
\ Send an "only visible to you"
Cancel ‘ Q message
e Send a temporary message to someone in
d a channel that only they can see

Choose to add another step from the
Steps menu on the right side if needed.

Preview the step.
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Final Steps

Finish Up
Make sure the workflow details and permission are correct before
publishing
New workflows click the Finish 1. Giveyour -
Up button in the top right. workflow a name, [ Untied Workgow |

. descri pti on’ a n d a i 1 Workflow names can't use punctuation marks and certain
Never pUhIiEhEd Flnlsh Up R Workflow icon - * special characters, for example: | ? @ # %~ * + =

Description

A brand new workflow

2. Select Permissions
if applicable.

Permissions

Who can find this workflow?

Everyone internal in CCSQ QualityNet v

. o
3 ° CI I C k Pu bl I S h [ Also include connected, external organizations to find and run

Show more permissions

|/ Cancel |
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Published Workflow
New Channel Member Trigger

Your workflow is ready to use

New channel member example is published and available to use in

Today
Slack. Test it out by leaving and then re-joining
a < New channel member example WORKFLOW 3:41 pw
#wendyworkflowexamples. WiCHE
@Wendy Goldband added a workflow to this channel: New channel member example.
Open Slack Published workflow message displayed in channel

(Note the custom icon.)

Workflow published



EmMoJl Reaction Trigger
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Emoji Reaction Trigger

[ONONS] Untitled Workflow | Workflow Builder | CCSQ QualityNet - Slack
Choose how to start the workflow
Never published  Finish Up ... Start the workflow X
Untitled Workflow These are events that start a sequence of Emoji reactions
actions, like messages or tasks.
A brand new workflow 8 ‘thankyou22:
Slack
ack events ‘,.’.If; :thanks:
Choose an event to start the workflow, and then add the steps that will follow. & From a link in Slack
Starts on a click T thankyou:
Start the workflow... (® Onaschedule T -blob_thanks:
When an emoji reaction is used | @& Add Emoji |
G Choose an event © Starts after people react to messages ]
Channels

&, When a person joins a channel

[ @ jb-test X

| Then, do these things ‘= When a list item is updated

<> From a webhook

Starts from a third-party event ‘ Cancel |

Add steps

Customize your trigger.
*  Select your channel.
* Add emoji reaction(s).

Select your trigger.
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Mojl Reaction

rigger

(Ccms

(CENTERS FOR MEDICARE & MEDICAID SERVICES
CENTER FOR CLINICAL STANDARDS & QUALITY

r. e Untitled Workflow | Workflow Builder | CCSQ QualityNet - Slack h
Never published ~ Finish Up wee Steps X
Untitled Workflow Q Search steps

. J

A brand new workflow
Steps are actions you can add toa

workflow. Choose steps that work in Slack,
Start the workflow... third-party apps, or custom apps.

>
8,  Starts when a person joins a channel V73 [D Canvas \
1t Channels >
) Forms >
Then, do these things 3 List >
Q) Messages >
+ Add steps
8 Users >
>
’)

%% Workflow controls

ﬁ Custom

it - Slack

-

.

1. Select a Step category on the right side.

Steps X

Q, Search steps

Messages

Add a reaction to a message

Remove a reaction from a
message

Reply to a message in thread

Send a message to a channel

O 0 Mm® ® © p

Send a message to a person

Send an "only visible to you"

message
Send a temporary message to someone in
a channel that only they can see

O

2. Select your Step.

‘§\ Send a message X

Send this message to:

‘ #* Person who joined channel ~

Message text

&

Welcome! We are so happy to have you on our team. Check out
this link for our team meeting schedule -- http:ourteam.com

®

2+ Insert a variable

[J Include a button
You can add a button to this message. Clicking it will move people
to the next step of the workflow.

Preview

@ @ New channel member example workrFLOW

B A s PR ' F—

3. Customize Step 1.
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Emoji Reaction Trigger

Add a replv
Steps X
+ {)Insert avariable
[ Q Search steps ) Variables allow you to insert data from previous steps into
L ) {}Use Your workflow.

Messages ® When an emoji reaction is used

Insert all data

Add a reaction to a message
. Link to the message that was reacted to

@ Remove a reaction from a (] Alsos Linktothe parent message
message The channel where the reacted message is in
U Includ  The reaction used
i You ¢t
@ Reply to a message in thread YU time when workflow started
Cl Send a message to a channel Timestamp of the reacted message
User who reacted to the message
Q Send a message to a person User who sent the message that was reacted to

Send an "only visible to you"

message
Send a temporary message to someone in
a channel that only they can see

O

*Note greater recipient and variable selection for Emoji Reaction step when sending message.
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Emoji Reaction Trigger

(CENTERS FOR MEDICARE & MEDICAID SERVICES
FOR CLINICAL

- —

it - Slack

‘ 0 \ Send a form X
Steps X
) Send this form to people
| Q, Search steps
N Send this form to:
< () Messages #* Channel reaction was used in v
@ Add a reaction to a message Message
Message text Insert a variable

@ Remove a reaction from a
message

Here's the coupor

®

@ Reply to a message in thread

Q) Send a message to a channel

Button text

Q Send a message to a person
Open Form

Send an "only visible to you"
Q message

Send a temporary message to someone in
a channel that only they can see

Emoji reaction

#* Channel reaction was used in

#* Person who reacted

#* Reaction added

#* Link to message reacted on

#* Person who sent original message

#* Time when workflow started

Send a message
#* Time when step started ‘

#* Time when step completed

Choose to add another step from the
Steps menu on the right side or Publish.

Here are some of the variables for sending
a form in the Emoji reaction trigger.
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Final Steps

Finish Up

Make sure the workflow details and permission are correct before

publishing
New workflows click the Finish 1. Giveyour -
Up button in the top right workflow a name [ Untied Workgow |

a n d de scri pti On i 1 Workflow names can't use punctuation marks and certain
Never pUhIiEhEd Finish Up R - * special characters, for example: | ? @ # %~ * + =
. . Description
2. Select Permissions T

if applicable

Permissions

Who can find this workflow?

3. Click Publish

Everyone internal in CCSQ QualityNet v

[ Also include connected, external organizations to find and run

Show more permissions

|/ Cancel |
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Published Emoji Reaction Trigger

ﬂ%ﬂ Emoji workflow example WORKFLOW 4:46 PM Message that Emoji workflow was published is displayed
¥ @Wendy Goldband added a workflow to this channel: Emoji workflow example. in channel (N ote the custom icon )

f@“ Emoji workflow example WORKFLOW 3:42 PM ) ]

Va We are so thrilled with the great work you're doing! As a reward, please enjoy this coupon for a free coffee at Panera. Here is the message trlggered by

Here's the link to the coupon: getcoupon.com an emoji reaction in the channel.

**Note: Emoji must be placed as a reaction to another comment in order for the trigger to work. The emoji cannot be
in a separate message of its own for the workflow to be triggered.
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It's a snap!

On a Schedule Trigger

[ONO NS} Untitled Workflow | Workflow Builder | CCSQ QualityNet - Slack
Neverpublished  FinishUp - Start the workflow % Choose how to start the workflow X
Untitled Workflow These are events that start a sequence of This workflow will start on a set date and time. Also, you can set this
A brand new workflow actions, like messages or tasks. workflow to repeat automatically
Slack events Starts on
Choose an event to start the workflow, and then add the steps that will follow. & From a link in Slack r ) r )
Starts on a click ‘ QOctober 23, 2023 v ‘ at ‘ ©® 8:.00 AM v ‘
Start the workflow... (® Onaschedule
Time zone
When an emoiji reaction is used . \
Choose an event .
v © Starts after people react to messages ‘ (UTC-05:00) Eastern Time (US and Canada) v ‘
&, When a person joins a channel
Frequency
Then, do these things ‘= When a list item is updated ( 1
‘ Once Y ‘
From a webhook ‘ ’
+ Add steps < Starts from a third-party event

‘ Cancel ‘ Continue

1. Select your trigger. 2. Customize your trigger.
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On a Schedule Trigger

Frequency

J Please select an option

Once

Daily

Every weekday (Monday to Friday)
Weekly on Mondays

First Monday of every month
Annually on April 4

v Custom...

3

Select your Frequency.

Choose how to start the workflow

This workflow will start on a set date and time. Also, you can set this

workflow to repeat automatically

Starts on

X

|/ Tomorrow v \| at |r © 8:00 AM
J oL

.

e ‘

Time zone

| (UTC-05:00) Eastern Time (US and Canada)

h ‘

Frequency

P
| Custom
\

Repeat every

|f‘]. \| |f Week

Repeat on

() o) ) (= @ (=)

Ends
O Never
® After a specific date

| & September 27, 2024

O After a set number of occurrences

==
\ /
4

Custom Frequency
Select:
date, time, how often
repeats, & end date or
after a set number of
occurrences.
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On a Schedule Trigger

(Ccms

(CENTERS FOR MEDICARE & MEDICAID SERVICES
CENTER FOR CLINICAL STANDARDS & QUALITY

| XN ] Training - I Builder | CCSQ QualityNet - Slack

~ Workflow Training - Scheduled
‘ Never published ~ Finish Up
An example workflow showing the on a schedule trigger

Start the workflow...

(O  starts tomorrow at 8:00 AM and repeats every week on Thursday V4

Then, do these things

+ Addsteps

1. Select a Step category on the right side.

it - Slack

Steps

-

Q. Search steps

.

Steps X
. . < Q Messages
Q  Search steps
Steps are actions you can add to a @ Add a reaction to a message

workflow. Choose steps that work in Slack,
ird-party apps, or custom apps.

o @ Remove a reaction from a
Canvas >
message

1t Channels >
T3] Forms ’ :

() Reply to a message in thread
@ List >
C) Messages >

Q Send a message to a channel
& Users >
%% Workflow controls >

Q) Send a message to a person

\& oo Y

Send an "only visible to you"
message

O

Send a temporary message to someone in

a channel that only they can see

2. Select your Step.

‘§\ Send a message X

Send this message to:

‘ #* Person who joined channel ~

Message text

&

Welcome! We are so happy to have you on our team. Check out
this link for our team meeting schedule -- http:ourteam.com

®

2+ Insert a variable

[J Include a button
You can add a button to this message. Clicking it will move people
to the next step of the workflow.

Preview

@ @ New channel member example workrFLOW

3. Customize Step 1.

B A s PR ' F—
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Final Steps

Finish Up

Make sure the workflow details and permission are correct before

publishing
New workflows click the Finish 1. Giveyour -
Up button in the top right workflow a name [ Untied Workgow |

a n d de scri pti On i 1 Workflow names can't use punctuation marks and certain
Never pUhIiEhEd Finish Up R - * special characters, for example: | ? @ # %~ * + =
. . Description
2. Select Permissions T

if applicable

Permissions

Who can find this workflow?

3. Click Publish

Everyone internal in CCSQ QualityNet v

[ Also include connected, external organizations to find and run

Show more permissions

|/ Cancel |




Miscellaneous Info &
Examples
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Workflow Templates

You can also create a workflow from available templates.
Open Workflows:
1. Click on workspace name CCSQ QualityNet.
2. Click Tools > Workflow Builder.
-Or-

1. Click More > Automations.

View Templates:
1. Click your Templates on the left.

2. Select a template from the options on the right.



e
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It's a snap!

Workflow Templates

(Ccms

(CENTERS FOR MEDICARE & MEDICAID SERVICES
CENTER FOR CLINICAL STANDARDS & QUALITY

¥ Featured templates

. Weekly updates

Send a weekly message to request updates
from your team

All templates

All connectors ~

Scheduled message

Schedule a recurring message to ask for
status or project updates

New sales deal tracking list

Create a list for tracking sales deals

Weekly meeting agenda

Collect agenda topics in a form, share them
in channel, and log them in a list

a Incident response

Collect incident info, create a response
channel, and track tasks in a list

n New hire onboarding

Let newcomers join team channels from a
simple link

. Welcome new channel members

Welcome newcomers and let them
introduce themselves

Emoji reaction notification

When someone emoji reacts to a message,
send them a link to the message.

@ Weekly canvas status updates

Track weekly updates in a team canvas

u New hire onboarding

Let newcomers join team channels from a
simple link

Scheduled message

Schedule a recurring message to ask for
status or project updates

@ Weekly kudos

Celebrate team wins with this weekly
message

. Weekly updates

Send a weekly message to request updates
from your team

Feedback report

Log feedback from a form in a list, and then
share it in a channel

i PTO request

Track PTO request in a list and manage
approvals with a form
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Learn more

* Learn more about helpful workflow templates:
* https://slack.com/blog/productivity/workflow-builder-templates-remote-teams

* https://slack.com/blog/productivity/automate-tasks-in-slack-with-workflow-builder

e Get Slack certified with workflows:

* Take the Automate business processes with Workflow Builder Slack Certified badge course to
strengthen your Slack workflow skills and earn a badge to share upon completion.

* https://www.slackcertified.com/automate-business-processes-with-workflow-builder

* If you're a developer, visit Slack API for details on building workflow steps for a Slack app.



https://slack.com/blog/productivity/workflow-builder-templates-remote-teams
https://slack.com/blog/productivity/automate-tasks-in-slack-with-workflow-builder
https://www.slackcertified.com/automate-business-processes-with-workflow-builder
https://api.slack.com/workflows

Example of
Standup Form

3  Create a form X

Questions

1) Tasks you are working on today? T v |2

3 Any Blockers? ™ L] |2

Add a question

[ Any additional details to share? 16 ’

Choose a question type

‘ Long answer v ‘

(] Make this ré!cﬁ;uired

Add Question

[ Send submitted responses to a channel or to someone ina DM

63



Q Send a message X

Example of

2+ Channel where workflow started v

IVl Message text
e S S a g e Person who clicked "Standup Notes" v is working from
Response to: "Tasks you are working on today?" v today.
t | t ‘ I
B S > @ = = = D ©
ta I I l | p O r I I I 2+ Insert a variable

) Include a button
You can add a button to this message. Clicking it will move people
to the next step of the workflow.

_ Response to: "Any additional details to share?" v _

Note the variables you can| Ppreview

include for tracking :

@ @ Remote Work Status Update WORKFLOW
® O @Variable User is working from Variable text today.
_Variable text_




Example of

Project Status
Workflow

Project Status

In Progress v

Last milestone completed (optional)

got the document

Next Milestone {optional)

needs review

Assigned PM (Optional) (optional)

‘ o Denise Smith v

Urgency of blocker {Optional) (optional)

| .<1hour v

65



Example of

Project Status
Workflow

! *Project Update:”
*Urgency”: 6 < 1 hour

& "Project Status®
In Progress

) "Submitted by*
@Jennifer Hynes

- "Last project milestone”
got the document

../ "Action Performed & Next Steps:“needs review *

Each response seen in channel

66



Example of
Healthy —

B Good morning! It's 10:30am - time to take a short break.

Now would be a good time to take a few minutes to:

°
I ' l l I = drink SO[TF water &=
e I e r  take a short walk 1

« play with a pet £.8

W kf | Did you do something fun or have  ideas for healthy tips to share with others? Add them in a thread!

This is a message posted daily in channel by the Workflow.
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Workflow Glossary

Trigger

How your workflow will start. You can choose a shortcuts

menu trigger to launch your workflow from the menu in a channel, or
another trigger to start your workflow automatically when a certain
action is taken.

Step

Variable

How people interact with your workflow. You can add steps that send
messages, custom forms, or use steps from Slack apps to link your
workflow to other tools.

Information submitted to your workflow that can be referenced in
steps. More variables will be available to choose from as you add
steps to your workflow.

Workflow Manager

A member of your workspace with permission to manage your
workflow. Any manager can change or remove steps, manage other
manager, and unpublish or delete a workflow.

68


https://slack.com/help/articles/360053571474-Add-steps-to-a-workflow

It's a snap!

5% slack Cms,
()

Training Survey

Thanks for attending!
https://www.surveymonkey.com/r/96FJ7JK
We'd love for you to take a minute and fill it out
SO we can continue to improve.



https://www.surveymonkey.com/r/96FJ7JK

REMINDER!
Do NOT Access QualityNet Resources from Outside the U.S.

Lately, there has been an increase in the number of users accessing QualityNet resources from outside the
United States (U.S.). This is particularly evident for the Slack application. This notice is a reminder that
contractual requirements and security policy prohibit this type of access.

When access from outside the U.S. is detected, the user’s HARP roles will be removed (i.e., access will be
disabled) until the investigation is complete and the user returns to the U.S.

It is recommended that you remove the Slack app from your phone if you are traveling abroad and reinstall it
after you return to the U.S. If this is not feasible, you must log out of CCSQ Slack before you leave the U.S. and
do not log in again until you return. Take these steps to ensure you are logged out from all devices:

1. From your desktop, navigate to your Account settings by following this link:
2. Click Sign out all other sessions and follow the prompts.

Thank you for your attention and cooperation. If you have any questions, please reach out to your CMS
Information System Security Officer (ISSO) or Contracting Officer’s Representative (COR). -


http://my.slack.com/account
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