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This article explains how to add or edit routing scenarios. For an overview of routing scenario functions, seethis

article first.

Topics

e Add routing scenarios
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e Add/edit routing scenarios for all new projects

Add routing scenarios

Typically, users will manage routing scenarios from the Code List (Requirements) screen of a specific project.
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In the Routing Scenario column, click within the grid in the row for the doc code that requires a routing scenario.

Select Add New to create a routing scenario.


https://support.docboss.com/help/12323226177943
http://support.docboss.com/#h_01GX6WECRBV39NX065ESAKSQSY
http://support.docboss.com/#h_01GX6WF1M5VZ91TSWM749HNSN9
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There are several options available to configure. Any number of these can be selected.
1 - Assign reviewers to NULL cards:

Applies to any cards which have status NULL. This can be used to assign cards to the user who is responsible for
adding the initial documents to the applicable cards.

2 - Internal approval:
Only available ifinternal approval is enabled on at least one stage in the selected doc code's stage list.
3 - Assign reviewers when file attached from customer (when stage not complete):

Applies when (1) a document is assigned to a card through theFiles from Customer grid on the Incoming
Documents screen, and (2) the return status selected does NOT have "stage complete" selected.

4 - Assign reviewers when file attached from customer (when stage complete):


https://support.docboss.com/help/360004577954

Applies when (1) a document is assigned to a card through theFiles from Customer grid on the Incoming
Documents screen, and (2) the return status selected does have "stage complete" selected.

5 - Assign reviewers when file attached from sub-supplier:

Applies when (1) a document is assigned to a card through theFiles from Sub-Supplier grid on the Incoming
Documents screen.

6 - Assign reviewers when file attached from internal/3rd party:

Applies when (1) a document is assigned to a card through theFiles from Internal/3rd party grid on the Incoming
Documents screen.

Select the edit icon next to any number of the routing options to configure the reviewers assigned.
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Roles marked as mandatory (with an asterisk) must have specific users chosen if the role is enabled (by selecting its
checkbox).

For roles NOT marked as mandatory, if they are enabled but left empty, DocBoss will prompt users to choose
specific reviewers for those roles each time a document is assigned to a card (for cards with the applicable routing
scenario assigned).

Once complete, select Save to save the routing scenario configuration, and then select Save below the grid to apply
to routing scenario to the doc code.

Edit routing scenarios



Routing scenarios can be edited from the Code List (Requirements) screen or the Card List screen by selecting the
text in the Routing Scenario Details column.
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After editing a routing scenario, users can choose one of three options to apply the changes:

1. Update across entire project

2. Save as new
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3. Just update this code (if selected, the routing scenario will display asManual to show that it has been
modified individually)

Routing scenarios can also be edited under the project's routing scenario settings. In a project, (1) open the project
menu and (2) select Set Up > Routing Scenario.
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On the Routing Scenario Management screen, select the pencil icon under the Tools column to edit any of the
routing scenarios available on the project.
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This screen also allows users to add new routing scenarios or import existing scenarios from the instance list.

Add/edit routing scenarios for all
new projects

Admin users can add or edit routing scenarios under the instance settings to apply to all new projects.

From the settings gear, navigate to Admin > Routing Scenario.
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On the Routing Scenario Management screen, the grid displays the existing routing scenarios which will be
available to use on all new projects.
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To add a new scenario, (1) select Add Routing Scenario and complete the information. This is the same as adding a
routing scenario directly to a project, with an additional field to select the affiliate which the routing scenario will
belong to.

Tofilter routing scenarios by affiliate, (2) choose an affiliate from the dropdown at the top left of the grid.

To set arouting scenario as the default for a specific affiliate, check the Use as default box when creating a new
scenario, or (3) toggle this option on/off for existing scenarios under the Default column.

To edit or disable a routing scenario, (4) select the icons under theTools column.



