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Journey Workspaces Overview
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.10This f eat ure was updat ed in t he 23.10 release

Eff icient  resolut ion and assist ance for  cust omers is an essent ial par t  of  omni- channel 

cust omer acquisit ion. Journey Workspaces, powered by Journey Manager, is an int egral 

module of t he Temenos Journey Manager t hat  enables your organizat ion t o improve 

t he qual it y of  cust omer exper ience wit h onboarding assist ance, rapid resolut ion, and 

communicat ion of progress, regardless of t he channel t hey are applying from.

What is         Workspaces?

Journey Workspaces is a highly conf igurable and feat ure- r ich business port al for  bank-

ing st af f , designed t o support  resolut ion and cust omer service act ivit ies relat ed t o 

account  opening and onboarding direct ly in t he account  opening process. Workspaces 

support s a digit al workf low for  in- bound appl icat ions t hat  enables bank st aff  t o init iat e, 

review and resolve cust omer appl icat ions, and provide great  cust omer service. Bank 

st aff  are offered an eff icient  met hod of receiving, t racking, organizing, and resolving 

pending appl icat ions t hat  improves bot h t heir  product ivit y  and t he accuracy of t he 

appl icat ion review process.

In t he Workspaces port al, you can search and f il t er  t o f ind an appl icat ion t hen view al l  

t he key appl icat ion det ails, enabl ing bank st aff  t o provide a r icher cust omer assist ance 

exper ience and make an informed decision about  an appl icat ion's out come. You can f il -

t er  and assign appl icat ions for  review based on cr it er ia such as workloads, decision 

st at us, r isk, or  incomplet e appl icat ion dat a. Applicat ion assignment  feat ures enable 

managers t o cont rol st af f  workloads, helping t o reduce t he onboarding delays t hat  can 

lead t o cust omer dissat isfact ion. Throughout  t he account  opening process, Work-

spaces capt ures not es and user-  and syst em- init iat ed act ions t hat  document  an easy-

t o- underst and audit  t rail  of  t he appl icat ion l ife cycle. Wit h visibil it y int o al l  t he appl ic-

at ion informat ion at  your f ingert ips, you can quickly resolve pending appl icat ions wit h a 

f inal decision and communicat e back t o t he appl icant  t o increase cust omer acquis-

it ions and improve cust omer service.

Out  of  t he box, Workspaces comes wit h a col lect ion of t hought ful ly designed, pre-

t est ed t emplat es for  several role- based spaces t hat  facil it at e processing, helpdesk, and 
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applicat ion management  act ivit ies as well  as kick- st ar t ing appl icat ions on behalf  of  cus-

t omers and monit or ing t heir  progress. These t emplat es represent  common work scen-

ar ios and t ake advant age of t hird- part y int egrat ions t o add meaningful feat ures. The 

t emplat es accelerat e t he inst al lat ion and conf igurat ion process and can also be used as 

t he basis for  your own cust om Workspaces exper ience.

Who is         Workspaces for?

Workspaces provides feat ures for  several user t ypes or  purposes.

rat e_review

Processing Staff

Review capabil it ies for  pending appl icat ions t hat  need manual act ion.

headset _mic

Helpdesk Staff

Enable support  st af f  t o f ind any appl icat ion and provide assist ance quickly and easily.

accessibil it y_new

Assisted Channel Staff

Assist ed channel st af f  can kick st ar t  t he appl icat ion process and monit or  progress.

supervised_user_circle

Managers /  Supervisors

Task management  capabil it ies for  managers and supervisors.

Separat e apps are available for  ot her user t ypes.

groups_2

Journey Brokers

An applicat ion management  port al where aut hent icat ed non- bank users can creat e 

appl icat ions on behalf  of  appl icant s, handle fol low- up request s, and monit or  appl ic-

at ion progress. To learn more, see Journey Brokers overview.
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person

Journey Applicants

An aut hent icat ed self- service port al for  appl icant s, providing a secure way t o monit or  

t he progress of t heir  own appl icat ions and perform any fol low- up act ions as part  of  t he 

appl icat ion process. To learn more, see Journey Applicant s overview.

Getting Started

Configuration

Workspaces is a highly conf igurable product , so we provide a set  of  default  con-

f igurat ions t o get  you up and running fast er . You can download t he         Workspaces dis-

t r ibut ion, including t he default  conf igurat ions. More informat ion is available in t he         

Workspaces t echnical document at ion t o help you conf igure your         Workspaces port al t o 

meet  your needs.

Browser Support

Journey Workspaces has been designed for  and t est ed against  t he fol lowing web 

browsers.

 l Google Chrome

 l Mozil la Firefox

 l Microsoft  Edge

NOTE

Journey Workspaces support  for  Int ernet  Explorer  is discont inued. For det ails, 

see Updat e on TJM Support  for  IE11.

For t he best  exper ience, we recommend t hat  you use t he lat est  version of Chrome, Fire-

fox, or  Edge, and t hat  you keep your browser updat ed, especial ly t hrough t he appl ic-

at ion of secur it y pat ches.

While you may be able t o access Journey Workspaces using ot her browsers, t here's no 

guarant ee t hat  everyt hing wil l  work, and you may not  enjoy t he great  user exper ience 

available when using a support ed browser. We st rongly recommend t hat  you use a sup-

port ed browser for  t he best  Journey Workspaces exper ience.
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What's new?

Here's some informat ion t o help you discover t he great  new feat ures and improvement s 

in each         Workspaces release.

 l 23.10

 l 23.04

 l 22.10

 l 22.04

 l 21.11

 l 20.05 (EOL)

 l 19.11 (EOL)

 l 19.05 (EOL)

 l 18.11 (EOL)

Key feat ures included in t his release:

Common feat ures

 l A ful l- f ledged in- app conf igurat ion edit or :

 l Edit  t he conf igurat ion in JSON format .

 l St ore and ret r ieve t he conf igurat ion for  organizat ion propert ies.

 l (Exper iment al) A code- free GUI conf igurat ion edit or .

 l Dynamic branding enhancement s:

 l Set  t he t heme from an organizat ion propert y.

 l Apply brand t o forms rendered t hrough Workspaces.

Journey Workspaces

 l SLA enhancement s support ing f ine- grained SLA def init ions.

 l Share a Workspaces det ails screen wit h ot her users.

 l Ext end st andard act ion funct ional it y using a f luent  funct ion cal l  back.

 l List  screen t able support s job source wit h col lapsible t able rows, al lowing dis-

play of appl icat ions and t asks t oget her.

Journey Applicant s

 l SMS-  or  email- based aut hent icat ion (proof- of- concept  only).

 l Int egrat ion wit h Unblu for  onl ine assist ance (proof- of- concept  only).
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 l A mobile f irst  design wit h many UI/ UX enhancement s.

 l Cust om card enhancement s in t he mobile exper ience.

 l Accessibil it y improvement s.

Journey Brokers

 l MVP version for  non- bank aut hent icat ed users (such as brokers).

 l A responsive app, opt imized for  bot h deskt op and mobile exper iences

Key feat ures included in t his release:

 l Improved UI and UX: Journey Workspaces and Journey Applicant s have a fresh 

new user int er face and improved user exper ience.

 l Table row expansion: Expand t able rows on t he List , displaying addit ional inform-

at ion as a cust om card.

 l Dedicated application and task panes: An improved appl icat ion det ails screen 

wit h dedicat ed panes for  appl icat ion-  and t ask- level cont ent .

 l New task switcher: A new t ask swit cher makes swit ching bet ween t asks in an 

appl icat ion seamless.

 l Consolidated notes: A dedicat ed Not es card br ings al l  not es added across an 

appl icat ion t oget her in one locat ion.

 l Reply to notes: A new comment s feat ure let s users reply t o any appl icat ion not e 

and view al l  t he repl ies as a t hreaded conversat ion.

 l Simplif ied application t imeline: A st reamlined appl icat ion t imeline feat ure t hat  

displays just  t he dif ferent  st ages of appl icat ion progression.

 l Custom card enhancements: Including:

 l Support  for  an aler t  icon on cust om card t abs (checkStatus at t r ibut e)

 l Cust omize t he l ink icon for  invoking a f luent  funct ion

 l Toolt ips for  l ink icons in cust om cards         

 l Rest ored t he numer ical informat ion display as a chart          

 l Ext ended t able cards support  t ables as a subsect ion

 l Error framework improvements: The error  report ing framework provides addi-

t ional informat ion about  mapping f ield conf igurat ion errors.

 l Receipt improvements: Improvement s t o t he receipt s dat a source t o ensure Work-

spaces users can view receipt s across t he appl icat ion.

 l Mobile responsive design: A ful ly responsive Journey Applicant s app for  deskt op 

and mobile in bot h landscape and port rait  or ient at ions.

 l Improved modal windows: Modal window improvement s include an opt imized 

viewing area based on it s cont ent  t ype.
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 l Material icons: Conf igurat ion now support s using any Mat er ial icons in Journey 

Workspaces and Journey Applicant s.

 l Data source improvements: Conf igure t he Workspaces List  screen using dat a 

from job propert ies in addit ion t o t he t ransact ion met adat a.

 l On- screen configuration editor: Improvement s t o t he experimental on- screen 

Workspaces conf igurat ion edit or  including a preview of changes.

Key feat ures included in t his release:

 l Improved UI and UX: A fresh new user int er face for  improved user exper ience.

 l Support  for white- label themes: Al lows dynamic branding based on t he logged- in 

user.

 l Space grouping: Group relat ed spaces under t he new hamburger menu which also 

shares reusable conf igurat ions.

 l Custom card grouping: Improved cust om cards t hat  now al low several cust om 

cards t o be grouped wit hin t abs.

 l Fluent functions: Nat ive support  for  invoking Fluent  Funct ions in Workspaces; 

available for  cust om act ions, cust om card l inks, and as a dat a source for  cust om 

cards.

 l Bulk actions: Perform a bulk operat ion of several commonly used act ions: claim, 

release, assign, reassign, wit hdraw, and recover.

 l Reassign tasks: Reassign t asks wit hout  needing t o unassign t hem f irst .

 l Timeline stepper : A new t imeline st epper feat ure t hat  provides a t ramline view of 

appl icat ion progress.

 l Toolt ips: Toolt ips are now support ed t o display addit ional informat ion on t he List  

screen's t able and in t he Det ails screen's key info card.

 l Improved modal window: Enhanced wit h an opt imized cont ent  viewing area, and 

an opt ion t o open forms in a new browser t ab.

 l Rules support: Conf igurat ion now support s rule def init ions t o cont rol t he display 

of cust om act ions, cust om cards, and t he upload at t achment s but t on.

 l Material icons: Use any Mat er ial icons in Workspaces and Journey Applicant s con-

f igurat ions.

 l Addit ional data sources: Conf igure t he Workspaces Det ails screen using dat a 

from t he init ial  t ransact ion’s propert ies, Fluent  Funct ions, and job propert ies in 

addit ion t o t he current  t ransact ion’s met adat a.

 l On- screen configuration editor: A new experimental feat ure t o edit  Workspaces 

conf igurat ions from t he Workspaces UI and preview t he changes.

Here's what 's new and improved in Workspaces 22.04.
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const ruct ionImproved build and deployment process

Improved version cont rol in Product  Ar t ifact ory t hat  al lows easy access t o a specif ic 

Workspaces release.

admin_panel_set t ingsOperations Space

A brand- new Operat ions port al t hat  al lows operat ions st af f  and administ rat ors t o 

search and view TJM t ransact ions when providing operat ional assist ance t o banks and 

t heir  cust omers.

pict ure_in_pict ure_alt Theme support  in Applicant space

Apply a t heme t o t he Applicant  space t o mat ch bank branding and color  schemes.

speaker_not esNotes feature in Applicant space

A new not es feat ure in t he Applicant  space t hat  al lows appl icant s t o communicat e dir -

ect ly wit h bank st aff  for  assist ance dur ing t he appl icat ion process.

searchSearch improvements

Improvement s t o t he Workspaces search feat ure, al lowing t he user t o ret urn t o t he par-

ent  view quickly af t er  complet ing a search.

view_t imelineTimeline improvements

Improvement s t o t he Applicat ion t imeline feat ure t o f il t er  out  t asks or  t ransact ions 

t hat  are not  required.

speaker_not esNotes improvements

Improvement s t o t he Workspaces not es feat ure t o make it  easier  for  bank st aff  t o com-

municat e wit h appl icant s in t he Applicant  space.

build_circleMigration to new automation framework

Migrat ion from t he old web dr iver  f ramework t o t he Night wat ch framework for  API, con-

f ig, and UI aut omat ion.

Here's what 's new and improved in Workspaces 21.11.

playl ist _add_checkImproved build and deployment process

An improved build and deployment  process for  Workspaces is now available from t he 

Product  Ar t ifact ory.

appsApplicant Space template

A ful ly conf igurable workspace for  aut hent icat ed non- bank users t o manage t he appl ic-

at ion journey.
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edit _at t r ibut esSupport  for Job Propert ies

Support  for  conf igur ing t he Key Info card and cust om cards using t he appl icat ion's job 

propert ies.

languageLocalizat ion improvements

Support  for  swit ching t he language wit hin Workspaces, and ot her minor enhancement s 

t o t he local izat ion framework.

searchSearch improvements

Configure search t o include f ields t hat  are not  par t  of  t he it em l ist  dat a.

Here's what 's new and improved in Workspaces 20.05.

Improved build and deployment process

An improved build and deployment  process for  Workspaces t hat  support s seamless 

int egrat ion t o your DevOps pract ices such as CI/ CD.

Task- specif ic actions

Task- specif ic act ions are present ed alongside each t ask in an appl icat ion t o give you 

conf idence you are act ing on t he r ight  t ask.

Focused search

A new focused search opt ion t hat  let s you search on a specif ic appl icat ion dat a it em 

and get  result s fast er .

Improved UI /  UX

A fresh new user int er face for  an improved user exper ience.

Improved custom card configurations

Improved cust om card conf igurat ion including permission cont rol and an opt ion t o hide 

empt y/ nul l  dat a.
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Improved session logout

Aut omat ic session logout  af t er  a def ined per iod of inact ivit y.

Date picker enhancements

Enhancement s t o t he dat e picker t o support  single dat e select ion and cust om dat e 

format s.

Enhanced search/ f ilter behavior

New search/ f il t er  behavior  on t he List  pages: t he lat est  search/ f il t er  is ret ained in each 

space unt il  cleared or  t he session ends.

Enhanced application assignment

The assignee ful l  name is displayed when assigning a t ask t o a user.

Enhanced application list ing

An enhanced view conf igurat ion ext ending cont rol over l ine wrapping in dat a t ables.

Enhanced documents panel

At t achment  name is now included for  each it em in t he Document s panel.

Wat ch t his video t o discover t he great  new feat ures and improvement s in                      Workspaces 

19.11.
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Wat ch t his video t o discover t he great  new feat ures and improvement s in                      Workspaces 

19.05.

Wat ch t his video t o discover t he great  new feat ures and improvement s in                      Workspaces 

18.11.
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Journey Workspaces             features
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.10This f eat ure was updat ed in t he 23.10 release

Journey Workspaces             comes packed wit h a wide range of feat ures empower ing you t o 

improve your cust omers' exper ience wit h onboarding assist ance, rapid appl icat ion res-

olut ion, and communicat ion of progress, regardless of t he channel t hey are applying 

from. Out  of  t he box, Workspaces includes t he feat ures you need t o accomplish your 

business object ives.

Main features

 l Review: Review capabil it ies for  pending appl icat ions t hat  need manual act ion.

 l Document requests: Bank st aff  can ask an appl icant  t o upload required doc-

ument s t hat  support  t heir  appl icat ion.

 l Helpdesk: Support  st af f  can quickly and easily f ind any appl icat ion t o provide 

assist ance.

 l Assist: Assist ed channel st af f  can kick st ar t  t he appl icat ion process and monit or  

progress.

 l Manage: Task management  capabil it ies for  managers and supervisors.

 l Applicants: A self- service port al where aut hent icat ed appl icant s can manage 

appl icat ions.

Supported releases

Each release of             Journey Workspaces             has new feat ures, enhancement s, and bug f ixes t o 

provide you wit h t he best - in- class soft ware and t o accelerat e business agil it y and 

improvement s across t he board. The key feat ures for  each major  Workspaces release 

are l ist ed below.

Journey Workspaces 23.10

To view t he release not es and learn about  al l  t he new feat ures, improvement s, and bug 

f ixes in t his release, see Journey Workspaces 23.10.

The fol lowing key feat ures are included in t his release:
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Common feat ures

 l A ful l- f ledged in- app conf igurat ion edit or :

 l Edit  t he conf igurat ion in JSON format .

 l St ore and ret r ieve t he conf igurat ion for  organizat ion propert ies.

 l (Exper iment al) A code- free GUI conf igurat ion edit or .

 l Dynamic branding enhancement s:

 l Set  t he t heme from an organizat ion propert y.

 l Apply brand t o forms rendered t hrough Workspaces.

Journey Workspaces

 l SLA enhancement s support ing f ine- grained SLA def init ions.

 l Share a Workspaces det ails screen wit h ot her users.

 l Ext end st andard act ion funct ional it y using a f luent  funct ion cal l  back.

 l List  screen t able support s job source wit h col lapsible t able rows, al lowing dis-

play of appl icat ions and t asks t oget her.

Journey Applicant s

 l SMS-  or  email- based aut hent icat ion (proof- of- concept  only).

 l Int egrat ion wit h Unblu for  onl ine assist ance (proof- of- concept  only).

 l A mobile f irst  design wit h many UI/ UX enhancement s.

 l Cust om card enhancement s in t he mobile exper ience.

 l Accessibil it y improvement s.

Journey Brokers

 l MVP version for  non- bank aut hent icat ed users (such as brokers).

 l A responsive app, opt imized for  bot h deskt op and mobile exper iences

Journey Workspaces 23.04

To view t he release not es and learn about  al l  t he new feat ures, improvement s, and bug 

f ixes in t his release, see Journey Workspaces 23.04.

The fol lowing key feat ures are included in t his release:

 l Improved UI and UX: Journey Workspaces and Journey Applicant s have a fresh 

new user int er face and improved user exper ience.
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 l Table row expansion: Expand t able rows on t he List , displaying addit ional inform-

at ion as a cust om card.

 l Dedicated application and task panes: An improved appl icat ion det ails screen 

wit h dedicat ed panes for  appl icat ion-  and t ask- level cont ent .

 l New task switcher: A new t ask swit cher makes swit ching bet ween t asks in an 

appl icat ion seamless.

 l Consolidated notes: A dedicat ed Not es card br ings al l  not es added across an 

appl icat ion t oget her in one locat ion.

 l Reply to notes: A new comment s feat ure let s users reply t o any appl icat ion not e 

and view al l  t he repl ies as a t hreaded conversat ion.

 l Simplif ied application t imeline: A st reamlined appl icat ion t imeline feat ure t hat  

displays just  t he dif ferent  st ages of appl icat ion progression.

 l Custom card enhancements: Including:

 l Support  for  an aler t  icon on cust om card t abs (checkStatus at t r ibut e)

 l Cust omize t he l ink icon for  invoking a f luent  funct ion

 l Toolt ips for  l ink icons in cust om cards         

 l Rest ored t he numer ical informat ion display as a chart          

 l Ext ended t able cards support  t ables as a subsect ion

 l Error framework improvements: The error  report ing framework provides addi-

t ional informat ion about  mapping f ield conf igurat ion errors.

 l Receipt improvements: Improvement s t o t he receipt s dat a source t o ensure Work-

spaces users can view receipt s across t he appl icat ion.

 l Mobile responsive design: A ful ly responsive Journey Applicant s app for  deskt op 

and mobile in bot h landscape and port rait  or ient at ions.

 l Improved modal windows: Modal window improvement s include an opt imized 

viewing area based on it s cont ent  t ype.

 l Material icons: Conf igurat ion now support s using any Mat er ial icons in Journey 

Workspaces and Journey Applicant s.

 l Data source improvements: Conf igure t he Workspaces List  screen using dat a 

from job propert ies in addit ion t o t he t ransact ion met adat a.

 l On- screen configuration editor: Improvement s t o t he experimental on- screen 

Workspaces conf igurat ion edit or  including a preview of changes.

Journey Workspaces 22.10

To view t he release not es and learn about  al l  t he new feat ures, improvement s, and bug 

f ixes in t his release, see Journey Workspaces 22.10.

The fol lowing key feat ures are included in t his release:
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 l Improved UI and UX: A fresh new user int er face for  improved user exper ience.

 l Support  for white- label themes: Al lows dynamic branding based on t he logged- in 

user.

 l Space grouping: Group relat ed spaces under t he new hamburger menu which also 

shares reusable conf igurat ions.

 l Custom card grouping: Improved cust om cards t hat  now al low several cust om 

cards t o be grouped wit hin t abs.

 l Fluent functions: Nat ive support  for  invoking Fluent  Funct ions in Workspaces; 

available for  cust om act ions, cust om card l inks, and as a dat a source for  cust om 

cards.

 l Bulk actions: Perform a bulk operat ion of several commonly used act ions: claim, 

release, assign, reassign, wit hdraw, and recover.

 l Reassign tasks: Reassign t asks wit hout  needing t o unassign t hem f irst .

 l Timeline stepper : A new t imeline st epper feat ure t hat  provides a t ramline view of 

appl icat ion progress.

 l Toolt ips: Toolt ips are now support ed t o display addit ional informat ion on t he List  

screen's t able and in t he Det ails screen's key info card.

 l Improved modal window: Enhanced wit h an opt imized cont ent  viewing area, and 

an opt ion t o open forms in a new browser t ab.

 l Rules support: Conf igurat ion now support s rule def init ions t o cont rol t he display 

of cust om act ions, cust om cards, and t he upload at t achment s but t on.

 l Material icons: Use any Mat er ial icons in Workspaces and Journey Applicant s con-

f igurat ions.

 l Addit ional data sources: Conf igure t he Workspaces Det ails screen using dat a 

from t he init ial  t ransact ion’s propert ies, Fluent  Funct ions, and job propert ies in 

addit ion t o t he current  t ransact ion’s met adat a.

 l On- screen configuration editor: A new experimental feat ure t o edit  Workspaces 

conf igurat ions from t he Workspaces UI and preview t he changes.

Journey Workspaces 22.04

To view t he release not es and learn about  al l  t he new feat ures, improvement s, and bug 

f ixes in t his release, see Journey Workspaces 22.04.

Key Features      Descript ion      

Improved build 

and deploy-

ment  process

Improved version cont rol in Product  Ar t ifact ory t hat  al lows easy 

access t o a specif ic Workspaces release.
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Key Features      Descript ion      

Operat ions 

Space

A brand- new Operat ions port al t hat  al lows operat ions st af f  and admin-

ist rat ors t o search and view TJM t ransact ions when providing oper-

at ional assist ance t o banks and t heir  cust omers.

Theme support  

in Applicant  

space

Apply a t heme t o t he Applicant  space t o mat ch bank branding and 

color  schemes.

Not es feat ure 

in Applicant  

space

A new not es feat ure in t he Applicant  space t hat  al lows appl icant s t o 

communicat e direct ly wit h bank st aff  for  assist ance dur ing t he appl ic-

at ion process.

Search 

improvement s

Improvement s t o t he Workspaces search feat ure, al lowing t he user t o 

ret urn t o t he parent  view quickly af t er  complet ing a search.

Timeline 

improvement s

Improvement s t o t he Applicat ion t imeline feat ure t o f il t er  out  t asks or  

t ransact ions t hat  are not  required.

Not es improve-

ment s

Improvement s t o t he Workspaces not es feat ure t o make it  easier  for  

bank st aff  t o communicat e wit h appl icant s in t he Applicant  space.

Migrat ion t o 

new aut o-

mat ion frame-

work

Migrat ion from t he old web dr iver  f ramework t o t he Night wat ch frame-

work for  API, conf ig, and UI aut omat ion.

Journey Workspaces 21.11

To view t he release not es and learn about  al l  t he new feat ures, improvement s, and bug 

f ixes in t his release, see Journey Workspaces 21.11.

Key Features      Descript ion      

Improved build and 

deployment  process

An improved build and deployment  process for  Workspaces is 

now available from t he Product  Ar t ifact ory.

Applicant  Space t em-

plat e

A ful ly conf igurable workspace for  aut hent icat ed non- bank 

users t o manage t he appl icat ion journey.

Support  for  Job Prop-

er t ies

Support  for  conf igur ing t he Key Info card and cust om cards 

using t he appl icat ion's job propert ies.

Local izat ion improve-

ment s

Support  for  swit ching t he UI language wit hin Workspaces, and 

ot her minor enhancement s t o t he local izat ion framework.
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Key Features      Descript ion      

Search improve-

ment s

Conf igure t he search feat ure t o include f ields t hat  are not  par t  

of  t he it em l ist  dat a.

End- of- life releases

Journey Workspaces 20.05

To view t he release not es and learn about  al l  t he new feat ures, improvement s, and bug 

f ixes in t his release, see Journey Workspaces 20.05.

Key Features                 Descript ion                 

Improved build and 

deployment  pro-

cess

An improved build and deployment  process for  Workspaces t hat  

support s seamless int egrat ion t o your dev- ops pract ices such as 

CI/ CD.

Task- specif ic 

act ions

Task- specif ic act ions are present ed alongside each t ask in an 

appl icat ion t o give you conf idence you're act ing on t he r ight  t ask.

Focused search
A new focused search opt ion t hat  let s you search on a specif ic 

appl icat ion dat a it em and get  result s fast er .

Improved UI /  UX A fresh new user int er face for  an improved user exper ience.

Improved cust om 

card conf igurat ions

Improved cust om card conf igurat ion including permission cont rol 

and an opt ion t o hide empt y or  nul l  dat a.

Improved session 

logout
Aut omat ic session logout  af t er  a def ined per iod of inact ivit y.

Dat e picker 

enhancement s

Enhancement s t o t he dat e picker t o support  single dat e select ion 

and cust om dat e format s.

Enhanced search/ -

f il t er  behavior

New search and f il t er  behaviour on t he List  pages, wit h t he lat est  

search/ f il t er  ret ained in each space unt il  cleared or  t he session 

ends.

Enhanced appl ic-

at ion assignment
The assignee ful l  name is displayed when assigning a t ask t o a user.

Enhanced appl ic-

at ion l ist ing

An enhanced view conf igurat ion, ext ending cont rol over l ine wrap-

ping in dat a t ables.

Enhanced doc-

ument s panel

At t achment  name is now included for  each it em in t he Document s 

panel.
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Journey Workspaces 19.11

To view t he release not es and learn about  al l  t he new feat ures, improvement s, and bug 

f ixes in t his release, see Journey Workspaces 19.11.

Key Features                 Descript ion                 

Mult i- appl icant  /  

mult i- product  

int er face

An improved int er face for  viewing appl icat ions wit h mult iple appl ic-

ant s and product s.

Workspaces 

act ions

Enhancement s t o t he support ed act ions, now offer ing cust om 

act ions and permission cont rol.

Wit hdraw an 

appl icat ion
The abil it y t o wit hdraw a saved appl icat ion from Workspaces.

Recover an appl ic-

at ion
The abil it y t o recover an abandoned appl icat ion from Workspaces.

Console error  

report ing

Det ailed console report ing of conf igurat ion errors t hat  eases t he 

effor t  required by solut ion builders when debugging conf igurat ion 

issues.

Applicat ion SLA
The abil it y t o add a visual indicat or  in t he appl icat ion l ist ing screen 

t o keep t rack of crucial service indicat ors l ike appl icat ion SLA.

Document s card

An enhanced document s card int er face and conf igurat ion t hat  sup-

port s opt ions t o include or  exclude cer t ain document s using pat -

t ern mat ching.

Templat es
Improved out - of- t he- box t emplat es for  processing st af f , helpdesk 

st af f , assist ed channel st af f , and manager personas.

 

Journey Workspaces 19.05

To view t he release not es and learn about  al l  t he new feat ures, improvement s, and bug 

f ixes in t his release, see Journey Workspaces 19.05.

Key 

Features                 
Descript ion                 

Role based 

spaces

An improved int er face for  viewing appl icat ions wit h mult iple appl icant s 

and product s.

Task man- Enhancement s t o t he support ed act ions t hat  now offers cust om act ions 
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Key 

Features                 
Descript ion                 

agement and permission cont rol.

Kickst ar t  

appl icat ions
The abil it y t o wit hdraw a saved appl icat ion from Workspaces.

Key Info card The abil it y t o recover an abandoned appl icat ion from Workspaces.

Mult i appl ic-

ant  support

Det ailed console report ing of conf igurat ion errors t hat  eases t he effor t  

required by solut ion builders t o debug conf igurat ion issues.

Applicat ion 

Timeline

The abil it y t o add a visual indicat or  in t he appl icat ion l ist ing screen t o 

keep t rack of crucial service indicat ors l ike appl icat ion SLA.

Document s 

card

An enhanced document s card int er face and conf igurat ion t hat  support s 

opt ions t o include or  exclude cer t ain document s using pat t ern mat ching.

Templat es
Improved out - of- t he- box t emplat es for  processing st af f , helpdesk st af f , 

assist ed channel st af f  and manager personas.

 

Journey Workspaces 18.11

To view t he release not es and learn about  al l  t he new feat ures, improvement s, and bug 

f ixes in t his release, see Journey Workspaces 18.11.

Key 

Features                 
Descript ion                 

Views

A view is a pre- creat ed f il t er  t hat  al lows agent s t o get  t o t he t asks t hat  

t hey must  work on quickly.

Views offer  t he fol lowing benef it s:

 l An eff icient  way t o keep t rack of pending appl icat ions t hat  need t o 

be processed.

 l High visibil it y on t he appl icat ions t hat  ent er  and exit  t ask queues.

 l Reduce overal l  t ime t o f ind t he t asks t hat  need t o be processed.

Fil t ers

Views can be fur t her  ref ined t o support  t he needs of processing agent s by 

f il t er ing and/ or  sor t ing on specif ic t ask l ist  columns.

Fil t ers of fer  t he fol lowing benef it s:

 l Augment  a view's pre- conf igured cr it er ia.
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Key 

Features                 
Descript ion                 

 l Allows fur t her  narrowing down on search cr it er ia.

 l Specify mult iple f il t er  condit ions t o hone in on specif ic appl icat ions.

Applicant  

Info

Applicant  info summarizes t he key informat ion about  t he appl icant s.

Applicant  Info offer  t he fol lowing benef it s:

 l A simple summary about  t he appl icant s in an appl icat ion.

 l See key appl icant  det ails l ike name and phone number at  a glance.

 l Easily dif ferent iat e bet ween appl icat ions wit h a single appl icant  or  

joint  appl icant s.

Background 

Checks

Validat ion result s f rom t hird- part y services can be seamlessly int egrat ed 

and viewed in Transact  Workspaces.

Background Checks offer  t he fol lowing benef it s:

 l Summarise t he result s f rom int egrat ed t hird- part y services.

 l Visual indicat ors t hat  aid in ident ifying t he act ions required on 

pending appl icat ions.

Applicat ion 

Timeline

A simple appl icat ion t imeline wit h t he abil it y t o add and review not es.

The Applicat ion Timeline offers t he fol lowing benef it s:

 l A st reamlined way t o t rack t he st ages t hat  an appl icat ion has com-

plet ed.

 l A space for  processing agent s t o add and review not es about  t he 

appl icat ion.

At t ached 

Document s

Add and review t he at t ached document s capt ured at  var ious appl icat ion 

st ages.

At t ached Document s offer  t he fol lowing benef it s:

 l A cent ral ized place for  reviewing document s at t ached t o t he appl ic-

at ion at  var ious st ages.

 l At t ach addit ional support ing document s while reviewing t he appl ic-

at ion.
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Workspaces core concepts
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.10This f eat ure was updat ed in t he 23.10 release

Journey Workspaces is underpinned by a set  of  core concept s. Learning about  t hese 

concept s wil l  help you t o underst and how Workspaces works, al lowing you t o get  t he 

most  out  of  your Workspaces exper ience.

 l Roles and Spaces

 l Applicat ions and Tasks

 l Service Level Agreement  (SLA) 19.11This f eat ure was int roduced in t he 19.11 release 
23.10This f eat ure was updat ed in t he 23.10 release

 l Queues

 l Views

 l Access cont rol

Roles and spaces

Roles and spaces are used t oget her in Workspaces t o def ine workf low solut ions for  var i-

ous purposes.

 l A Role represent s a responsibil it y you might  have or  a job you need t o do,  al igned 

wit h a specif ic user t ype. Roles cont rol user access t o var ious Workspaces fea-

t ures (including spaces). 

 l A Space is a conf igurat ion of Workspaces feat ures, such as queues, views and f il -

t ers.

 l Several spaces can be grouped t oget her under a Space Group which imposes com-

mon access permissions t o al l  spaces under it .

Workspaces has been designed wit h several default  spaces, each of which is associat ed 

wit h a role and conf igured wit h feat ures t o facil it at e t he act ions required t o fulf il l  t he 

space's int ended purpose. 

Space Used by (Role) Descript ion

Review1 Processing 

st af f

Offers review capabil it ies for  pending appl icat ions t hat  need 

manual act ion.

Document  Processing Offers review capabil it ies for  t asks assigned t o cust omers 

Workspaces core concept s - 36 -



Space Used by (Role) Descript ion

Request s1 st aff and which require t heir  act ion.

Helpdesk Helpdesk st af f
Find appl icat ions quickly and easily t o provide prompt  and 

accurat e cust omer assist ance.

Assist ed 

Channel

Relat ionship 

managers

Kick st ar t  t he appl icat ion process on behalf  of  cust omers, 

and monit or  appl icat ion progress.

Manage
Managers and 

supervisors
Provides t ask management  capabil it ies.

Brokers
Aut hent icat ed 

non- bank st aff

Al lows appl icant  represent at ives (such as brokers) t o st ar t , 

monit or , and manage appl icat ions t hrough t o complet ion.

 1. By default , t he Review and Document  Request s spaces are grouped t oget her 

under t he Process space group.

The default  Workspaces conf igurat ion cat ers for  bank st aff  in var ious roles, and 

includes al l  of  t hese spaces except  t he Brokers space. Journey Brokers and Journey 

Applicant s are separat e Workspaces port als for  use by aut hent icat ed non- bank st aff  

and appl icant s, respect ively, conf igured wit h just  one space. Regardless of how Work-

spaces is conf igured, only aut hent icat ed users can access it , and you'l l  only see t hose 

spaces t hat  are accessible t o you.

Applications and tasks

It 's import ant  t o underst and t he dif ference bet ween an appl icat ion and a t ask.

 l An application, somet imes referred t o as an appl icat ion form, refers t o bot h t he 

form t hat  you ent er  dat a int o when applying for  a product  and t he dat a it self . The 

l ife cycle of an appl icat ion progresses t hrough var ious st ages, f rom t he init ial  sub-

mission t o a f inal decision or  even abandonment .

 l A task represent s an appl icat ion at  a part icular  st age of it s l ife cycle, or  st ep in t he 

processing of an appl icat ion. As a t ask moves t hrough it s l ife cycle, it  becomes 

available on dif ferent  queues making t he t ask available for  at t ent ion by t he st af f  

t hat  have access t o each queue.

Abandoned applications

Somet imes, an appl icat ion is st ar t ed but  not  saved or  submit t ed. This could be a del ib-

erat e choice by t he appl icant , but  it  may also be due t o circumst ances beyond t he 
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applicant 's cont rol; for  example, if  t heir  browser crashes or  t he form session t imes out . 

Regardless of how or  why it  happens, an appl icat ion t hat  hasn't  been saved or  sub-

mit t ed event ual ly becomes abandoned (assuming t he appl icat ion form has been con-

f igured wit h t he background save feat ure enabled).

INFO

An abandoned appl icat ion does not  have an assignee. An appl icat ion must  be sub-

mit t ed before it  can be assigned or  claimed.

Aft er  an appl icat ion has become abandoned, t he appl icant  may decide t hat  t hey want  

t o cont inue t heir  appl icat ion. Workspaces al lows you t o recover an abandoned appl ic-

at ion, wit hin a conf igured t ime frame, so t hat  t he appl icant  can cont inue t he appl ic-

at ion t hey st ar t ed wit hout  having t o re- ent er  any saved informat ion.

NOTE

Any Personally Ident if iable Informat ion (PII) in a recovered appl icat ion is not  

available if  t he dat a ret ent ion per iod has expired.

Service- level agreement

A service- level agreement  (SLA) is a cont ract  bet ween part ies st at ing how cert ain 

aspect s of business bet ween t hem is t o be conduct ed. Oft en, an SLA def ines t ime-

based escalat ion point s wit h respect  t o a f ixed point  in t ime and against  which t he pro-

gress of work is monit ored. Workspaces support s t his aspect  of  SLAs, using an 

approach compr ised of mult iple t hreshold dat es measured from a reference dat e being 

eit her  t he appl icat ion's creat ion dat e or  anot her dat e in t he fut ure.

The fol lowing diagram il lust rat es what  a Workspaces SLA might  look l ike. This example 

SLA has a 14- day processing per iod, wit h a 3- day cool ing- off  per iod aft er  submit t ing an 

appl icat ion, and escalat ion point s 4 days before and 1 day before appl icat ion processing 

is due t o be complet e. There's also an addit ional escalat ion point  1 day aft er  t he due 

dat e t o highl ight  t hat  appl icat ion processing is overdue. The colors are used in t he Work-

spaces user int er face t o ref lect  SLA progress; for  example, as t he color  of  t he SLA indic-

at or  on a List  screen.
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You can easily monit or  t he progress of appl icat ions against  an SLA using t he SLA Expiry 

f ield in t he Key Info card on t he Det ails screen. Also, in t he Review space and Manage 

spaces, t here's a graphical SLA indicat or  in t he it em l ist  t hat  provides an overview of 

appl icat ion processing progress at  a glance.

Basic SLA

In addit ion t o t he comprehensive SLA descr ibed above, Workspaces also offers an 

alt ernat ive basic SLA t hat  fol lows a t hree- st age approach using t wo pre- conf igured 

t ime per iods:

 l  SLA Period: The maximum amount  of  t ime al lowed t o complet e processing of t he 

appl icat ion under t he t erms of t he SLA.

 l SLA Warning Period: An amount  of  t ime, short er  t han t he SLA Per iod, dur ing 

which t he appl icat ion wil l  be f lagged as approaching t he end of t he SLA Per iod.

As ment ioned above, t he t erms of an SLA usually st ipulat e t he SLA processing per iod 

and when t he SLA st ar t s. It 's common for  t he SLA Per iod t o st ar t  when t he appl icat ion 

is submit t ed but  it  may be any t ime aft er  t his. While t he SLA Per iod is measured forward 

in t ime from when t he SLA commences, t he SLA Warning Per iod st ar t s at  a point  in t ime 

measured backwards from t he end of t he SLA Per iod. The fol lowing diagram il lust rat es 

t he relat ionship bet ween t he t wo per iods and t he key SLA milest ones.

Workspaces core concept s - 39 -



Queues

The default  conf igurat ion of t he Review space and Manage spaces in t he Journey Work-

spaces port al includes a default  queue select ion. A queue act s as t he source of         t asks 

for  populat ing t he         it em l ist . The default  set t ing is select ed aut omat ical ly when t he List  

screen is displayed causing var ious screen element s t o be updat ed, and ref lect ing t he 

t asks t hat  are now available for  t he select ed queue; for  example, t he number of t asks 

available in t he queue and t he it ems in t he it em l ist .

You may have access t o more t han one queue. If  you do, you can select  a queue t o see a 

dif ferent  set  of  t asks. When you select  a queue, t he it em l ist  on t he List  screen is 

updat ed t o show t asks t hat  are available in t he select ed queue, and t he it em count  is 

updat ed accordingly.

 l 20.05 and lat er

 l Prior  t o 20.05
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Views

The default  conf igurat ion of each Journey Workspaces space includes a default  view 

select ion. A view  is a predef ined conf igurat ion of it em l ist  f ields, view f il t ers and sor t  

opt ions.  These default  set t ings are select ed aut omat ical ly when a List  screen is dis-

played causing var ious screen element s t o be updat ed, and ref lect ing t he t asks t hat  are 

now available for  t he select ed view.

You may have several views t o choose from. When you select  a view, t he it em l ist  on t he 

List  is updat ed t o show it ems t hat  meet  t he f il t er  and sor t  cr it er ia def ined for  t he selec-

t ed view, and t he it em count  is updat ed accordingly.

 l 20.05 and lat er

 l Prior  t o 20.05
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Access control

Your Journey Workspaces port al imposes var ious rest r ict ions t hat  const rain your 

access t o Workspaces feat ures and element s such as spaces, queues, t asks and appl ic-

at ions, and t he port al it self . Your access t o Workspaces feat ures is enabled t hrough and 
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det ermined by conf igurat ion. If  t here are  feat ures t hat  you need t o use but  you don't  

have access t o t hem, cont act  your Workspaces administ rat or .

Workspaces is accessible t o aut hent icat ed users only. To access your Workspaces 

port al, login using your Workspaces username and password which your Workspaces 

administ rat or  can provide t o you. Once you have logged in, you can int eract  wit h t he  fea-

t ures and element s t hat  you have been given access t o, such as select ing a space t o 

work in or  select ing a queue from a l ist  of  queues.

The spaces you can access also cont rol which feat ures are available t o you. For 

example, if  you have access t o t he Review space or  Manage spaces, you can select  a 

queue which gives you access t o t he specif ic t asks on t hat  queue. Then, t he t asks or  

appl icat ions you can access and t heir  current  st at e det ermine what  act ions you can 

t ake. For more informat ion about  when var ious act ions are available, see Workspaces 

Act ions.
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Workspaces UI tour
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.10This f eat ure was updat ed in t he 23.10 release

Wit h a consist ent  layout  and common user int er face element s, Journey Workspaces  is 

designed t o give you a great  user exper ience r ight  f rom t he st ar t . Let 's t ake a look at  

some of t he common element s t hat  make up t he    Journey Workspaces    user int er face 

(UI). 

Each screen is based on a common layout  t hat  can be modif ied as required t hrough con-

f igurat ion. Al l  screens have a header at  t he t op and a foot er  at  t he bot t om t hat  provide 

common funct ional it y. The remainder of  each screen cont ains cont ent  and feat ures 

t hat  are specif ic t o t he select ed space and t he screen t ype (List , Search or  Det ails).

 l List  screen

 l Det ails screen
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 1. Screen header

 2. Spaces navigat ion icon

 3. Screen name

 4. Cont ent  pane

 5. Screen foot er

 1. Screen header

 2. Spaces navigat ion icon

 3. Applicat ion pane

 4. Task pane

 5. Screen foot er

The screen header includes t he Spaces navigat ion icon and t hree but t ons on t he 

r ight : aut orenewRefresh, languageLanguage, and exit _t o_appLogout . Beneat h t he 

screen header on a List  or  Search screen is t he screen name which corresponds t o t he 

name of t he select ed space. The screen foot er  has no int eract ive component s, simply 

showing t he appl icat ion name and version which can be useful when seeking product  

support .
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The major it y of  t he screen is occupied by one or  more panes cont aining t he cont ent  and 

feat ures t hat  are specif ic t o t he select ed space and screen t ype. To learn more, see 

Screen cont ent .

Branding

Workspaces has been designed t o give you a great  user exper ience, wit h much con-

siderat ion given t o many visual design decisions result ing in a modern user int er face (UI) 

t hat  is beaut iful , consist ent , and easy t o use.

A core element  of  t he UI is color . Workspaces uses a palet t e of  compliment ary t ones, 

based on a pr imary color  f rom which l ight er  and darker shades are der ived. The t ones 

from t his palet t e cont r ibut e t o a t heme which is used in several ways.

 l The t heme is appl ied t o var ious component s in t he Workspaces UI. 

 l Forms can be branded wit h t he t heme. 23.10This f eat ure was int roduced in t he 23.10 

release

 l A t heme can be associat ed wit h an organizat ion. This support s whit e- label ing, say, 

for  sub- brands or  product s. 23.10This f eat ure was int roduced in t he 23.10 release

Workspaces comes wit h a default  t heme based on Temenos branding. However, you can 

der ive a cust om t heme based on a color  f rom your brand, usual ly your brand's pr imary 

color  or  somet hing similar . This provides a simple way t o make t he appearance of your 

Workspaces port al al ign wit h ot her soft ware in your business. If  you want  t o learn 

about  t heme color  select ion, see API > Workspaces > Guides > Theme color .

INFO

The images in t his document at ion ref lect  t he default  t heme based on Temenos 

branding.

Select a space

The Spaces navigat ion icon ident if ies al l  t he spaces available t o you, and provides a way 

for  you t o move bet ween t hem. Several relat ed spaces may be grouped t oget her under 

a space group. Select  a space it em  t o swit ch t o t hat  space.

One or  more of t he fol lowing spaces are available t o you depending on how your Work-

spaces port al is conf igured and which permissions you have been given.

Workspaces UI t our - 46 -

https://journey.temenos.com/api/workspaces/guide-theme-color


Space Used by (Role) Descript ion

Review1 Processing 

st af f

Offers review capabil it ies for  pending appl icat ions t hat  need 

manual act ion.

Document  

Request s1

Processing 

st af f

Offers review capabil it ies for  t asks assigned t o cust omers 

and which require t heir  act ion.

Helpdesk Helpdesk st af f
Find appl icat ions quickly and easily t o provide prompt  and 

accurat e cust omer assist ance.

Assist ed 

Channel

Relat ionship 

managers

Kick st ar t  t he appl icat ion process on behalf  of  cust omers, 

and monit or  appl icat ion progress.

Manage
Managers and 

supervisors
Provides t ask management  capabil it ies.

Brokers
Aut hent icat ed 

non- bank st aff

Al lows appl icant  represent at ives (such as brokers) t o st ar t , 

monit or , and manage appl icat ions t hrough t o complet ion.

 1. By default , t he Review and Document  Request s spaces are grouped t oget her 

under t he Process space group.

For more informat ion about  spaces, see Roles and Spaces.

Screen header

The    screen header is common t o al l        Workspaces screens, displaying gener ic informat ion 

and providing access t o common feat ures and menus.

 1. Spaces navigat ion icon

 2. Screen refresh

 3. Language

 4. Logout

On t he   screen header, you can f ind t he fol lowing feat ures.

 l Spaces navigation icon: Cl ick t his icon t o display a menu present ing t he available 

spaces t hat  you can select  f rom t o work in. 23.04This f eat ure was int roduced in t he 

23.04 release
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 l Screen refresh: When t he informat ion displayed on t he screen was last  refreshed, 

and an opt ion t o refresh it .

 l Language: Select  t he language used for  st at ic t ext  in t he Workspaces UI. 21.11This 

f eat ure was int roduced in t he 21.11 release

 l Logout: End your current  Workspaces session securely.

INFO

Workspaces 21.11 int roduced an aut omat ic session logout  af t er  a def ined per iod 

of inact ivit y. To learn more about  conf igur ing t he session t imeout  per iod, see Ses-

sion Timeout .

When you navigat e t o a    Workspaces screen, t he informat ion displayed is up- t o- dat e but  

it  can become st ale over t ime. The elapsed t ime since t he screen was last  updat ed is 

shown in t he    screen header beside t he aut orenewRefresh but t on. If  t he screen has not  

been updat ed recent ly or  you just  want  t o make sure you're looking at  t he lat est  inform-

at ion, cl ick   aut orenewRefresh t o refresh t he screen.

Screen content

The main part  of  each screen is occupied by component s t hat  eit her  display appl ic-

at ion-  and t ask- relat ed informat ion, or  al low you t o int eract  wit h a select ed appl icat ion 

or  t ask. The cont ent  and feat ures available are specif ic t o t he select ed space and 

screen t ype.

 l A List  or  Search screen cont ains an it em l ist  and ot her component s t hat  det erm-

ine which it ems are displayed and al lows you t o int eract  wit h t hem. To learn more 

about          List  screens, see Underst anding t he Workspaces List  Screen. 

 l A Det ails screen cont ains an appl icat ion Applicat ion pane on t he lef t  and a Task 

pane on t he r ight . The Applicat ion pane present s appl icat ion det ails and a t ask 

swit cher, while t he Task pane cont ains t ask- relat ed cont ent  for  a select ed t ask 

including act ion but t ons and ot her int eract ive component s. To learn more about  

t he appl icat ion and t ask panes, see Applicat ion and Task panes.

Field Data Types

Fields display informat ion of var ious dat a t ypes including t ext  (name, email  address, 

some IDs), numbers (phone, SSN), and dat es. A dat e may represent  eit her  a specif ic 

point  in t ime (dat e of bir t h) or  a durat ion (appl icat ion age).
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Numbers and dat es can be conf igured t o use a var iet y of  format s. For example:

 l Phone numbers can be format t ed for  t he current  local it y or  t o accommodat e 

int ernat ional izat ion.

 l 9- digit  Social Secur it y Numbers  are commonly displayed using t he format  "AAA-

GG- SSSS".

 l Dat es represent ing a point  in t ime can use eit her  absolut e ("1 Jan 2022", "t oday") or  

relat ive ("last  Wednesday", "6 days ago") format s. 

 l Dat es represent ing a durat ion can use eit her  specif ic ("7 days, 3 hours, 26 

minut es") or  approximat e ("about  7 days", "last  week") format s. 

Somet imes a value might  be t oo long t o f it  in t he space available for  it ; in t his case, t he 

value is of t en t runcat ed and an el l ipsis ('…')   is appended t o indicat e t hat  you're not  look-

ing at  t he ful l  value. To see t he ful l  value, point  your cursor at  t he t runcat ed value and a 

t ool t ip is displayed showing t he ful l  value.

By default , values in t able columns wrap when t hey are wider t han t he column. 

However, somet imes t his behavior  is undesirable, and it  can be overr idden for  specif ic 

columns via conf igurat ion.

Custom content

Much of t he Workspaces user int er face present s var ious t ypes of cont ent  (informat ion 

and feat ures) in component s or  layout s specif ical ly designed for  each cont ent  t ype. In 

addit ion t o t he st andard cont ent  t ypes, your Journey Workspaces port al may also be 

conf igured wit h addit ional cust om cont ent  specif ic t o your organizat ion.  While cust om 

cont ent  is more commonly available on t he Det ails screen in separat e t abs 22.10This f ea-

t ure was int roduced in t he 22.10 release, you may also f ind it  used on t he List  screen in 

expansion rows. 

Workspaces support s t wo format  opt ions for  cust om cont ent , designed for  t wo dif-

ferent  kinds of dat a:

 l Mult i- value data: Cont ent  is displayed in a t able, wit h a header row at  t he t op fol-

lowed by one or  more dat a rows. Each column represent s a dif ferent  kind of con-

t ent , ident if ied by t he column header, while each row relat es t o a single ent it y 

such as an appl icant , a background check, or  a document . Each individual dat a 

it em is eit her  a simple t ext / number display or  an icon but t on t hat  l inks t o addi-

t ional det ails or  funct ional it y. Al l  dat a it ems in t he same column are of t he same 
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t ype.

 l Single- value data: Each dat a it em in a cont ainer (such as a t ab, card or  sect ion) is 

displayed separat ely, wit h a label and value, and an opt ional icon but t on t hat  l inks 

t o addit ional det ails or  funct ional it y.

 1. Mult i- value dat a

 2. Single- value dat a

INFO

Cust om cont ent  present s a read- only view of a predet ermined dat a set . It  is con-

f igured by a    Workspaces developer who def ines bot h t he dat a t hat  is displayed 

and how it  appears. A  Workspaces user has no cont rol over t he way t he dat a 

appears, nor  can t hey modify t he displayed informat ion.

Several icon t ypes are support ed for  icon but t ons in cust om cont ent :

 l linkDet ail  Link: Indicat es addit ional det ails are available t o view. Cl ick t he icon but -

t on t o display t he addit ional det ails in a pop- up window.

 l vert ical_align_bottomDownload: Indicat es t he addit ional det ails are available t o 

download. Cl ick t he icon but t on t o download t he f ile cont aining t he addit ional 

det ails. 21.11This f eat ure was int roduced in t he 21.11 release

 l Any ot her icon provides access t o addit ional funct ional it y. Cl ick t he icon but t on t o 

perform t he associat ed act ion. 22.10This f eat ure was int roduced in t he 22.10 release

An icon but t on is usual ly accompanied by a t oolt ip as part  of  t he accessible user 
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int er face available t o al l  users. This helps t o explain an icon but t on's purpose, in case 

t he icon is not  recognized immediat ely.

 1. Icon but t on

 2. Accessible t oolt ip

Modal Windows

Workspaces has been purposeful ly designed t o make key feat ures and import ant  inform-

at ion available at  your f ingert ips. However, somet imes more screen space is needed, or  

an act ion needs more cont rol over how it 's used, and in t hese kinds of circumst ances         

Workspaces uses a modal window.

Examples of how         Workspaces uses modal windows include t he fol lowing.

 l View any receipt  for  any t ask associat ed wit h a select ed appl icat ion.

 l Manage t he document s at t ached t o an appl icat ion.

 l St art , f il l  in, and save or  submit  a new form in t he Assist ed Channel space.

By default , a modal window opens in t he same browser t ab where you are using Work-

spaces, and in a way      t hat  prevent s you from int eract ing wit h t he main    Workspaces 

screen behind it . Fur t her , a modal window t hat  cont ains a form opens in ful l  screen by 

default . If  you need t o int eract  wit h t he Workspaces screen behind a modal window, t he 

modal can be popped out  int o a separat e browser t ab, al lowing you t o close t he modal 

and int eract  wit h Workspaces while st il l  being able t o view t he receipt . 22.10This f eat ure 

was int roduced in t he 22.10 release
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You can int eract  wit h t he element s on t he modal window which may involve dat a ent ry, 

or  t he window may simply         display informat ion in a format  t hat  wouldn't  be possible or  

might  not  present  well  on t he main         Workspaces pages.

Use t he         ful lscreenFull  Screen and         ful lscreen_exit Exit  Ful l  Screen icons t o cont rol t he 

size of a modal window, or  t he open_in_newPop Out  icon t o pop out  t he modal cont ent  

int o a separat e browser t ab. When you're f inished wit h a modal, cl ick t he         closeClose 

icon t o close t he modal window and ret urn t o t he         Workspaces screen where t he modal 

window was opened. The screen is reloaded t o ref lect  any changes made while t he 

modal window was displayed.

 l Modal Window

 l Modal Window -  Ful l  Screen
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Time Zones in         Workspaces

When you're using         Workspaces, f rom t ime t o t ime you'l l  encount er  dat es and t imes 

associat ed wit h it ems such as appl icat ions and t asks; for  example, t he dat e and t ime 

when an appl icat ion was submit t ed or  a not e was added.         Workspaces capt ures and 

st ores dat es and t imes using t he t ime zone on t he local comput er  where t he act ion is 

t aking place. Similar ly, al l  dat es and t imes displayed in         Workspaces are wit h respect  t o 

t he t ime zone of t he user ’s local comput er . This means t hat  you never need t o do t ime 

zone conversions;         Workspaces always t akes care of t his for  you.

Error screen

Workspaces is designed t o handle a var iet y of  predict able sit uat ions graceful ly. Never-

t heless, f rom t ime t o t ime somet hing could happen t hat  Workspaces doesn't  know how 

t o deal wit h. In t hese sit uat ions, Workspaces has a handy screen t hat  helps you t o 

underst and what  went  wrong and get  t he help you need.
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 1. Error  screen

 2. Error  t ext

The error  screen displays informat ion about  how t o resolve t he error  you encount ered. 

Usually, t his involves cont act ing your support  t eam and providing some det ails t o aid in 

t roubleshoot ing your problem. When seeking assist ance, include t he error  t ext  dis-

played on t he error  screen in t he det ails you provide t o your support  t eam. 
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Workspaces UI tour (22.10 and earlier)
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release22.10This f eat ure was updat ed in t he 22.10 release

Wit h a consist ent  layout  and common user int er face element s, Journey Workspaces  is 

designed t o give you a great  user exper ience r ight  f rom t he st ar t . Let 's t ake a look at  

some of t he common element s t hat  make up t he    Journey Workspaces    user int er face 

(UI). 

Each screen is based on a common layout  t hat  can be modif ied as required t hrough con-

f igurat ion. Al l  screens have a header and screen t it le at  t he t op, a navigat ion bar on t he 

lef t , and a foot er  at  t he bot t om t hat  provide common funct ional it y. The remainder of  

each screen cont ains cont ent  and feat ures t hat  are specif ic t o t he select ed space and 

t he screen t ype (List , Search or  Det ails).

 l List  screen

 l Det ails screen
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 1. Spaces navigation bar (navbar):                 The Spaces navbar let s you select  a space t o 

work in. For example, select  t he Helpdesk navbar it em t o swit ch t o t he Helpdesk 

space.    

 2. Screen header:     The screen header displays when t he cont ent  pane was last  

refreshed and includes an opt ion t o refresh it . The name of t he logged in user is 

also displayed, and t here's an opt ion t o logout .             

 3. Screen name:      The screen name changes depending upon t he screen current ly dis-

played. For a List  screen, t he screen name is t he same as t he name of t he select ed 

space. For a Det ails screen, t he screen name corresponds t o an it em select ed on a 

List  screen.             

 4. Content pane:      The major it y of  each screen displays cont ent  specif ic t o t he screen 

t ype (List  or  Det ails).    

 5. Screen footer:      At  t he bot t om of t he screen is t he screen foot er  which displays t he 

appl icat ion name and version.             

Select a space

The Spaces navigat ion bar ident if ies al l  t he spaces available t o you, and provides a way 

for  you t o move bet ween t hem. Several relat ed spaces may be grouped t oget her under 

a space group. Select  a space it em  t o swit ch t o t hat  space.
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One or  more of t he fol lowing spaces are available t o you depending on how your Work-

spaces port al is conf igured and which permissions you have been given.

Space Used by (Role) Descript ion

Process Processing st af f
Offers review capabil it ies for  pending appl icat ions t hat  

need manual act ion.

Helpdesk Helpdesk st af f
Find appl icat ions quickly and easily t o provide prompt  and 

accurat e cust omer assist ance.

Assist ed 

Channel

Relat ionship 

managers

Kick st ar t  t he appl icat ion process on behalf  of  cust omers, 

and monit or  appl icat ion progress.

Manage
Managers and 

supervisors
Provides t ask management  capabil it ies.

 1. By default , t he Review and Document  Request s spaces are grouped t oget her 

under t he Process space group.

For more informat ion about  spaces, see Roles and Spaces.

Screen header

The    screen header is common t o al l        Workspaces screens, displaying gener ic informat ion 

and providing access t o common feat ures and menus.

 l 21.11 t o 22.10

 l 20.05

 l Prior  t o 20.05
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On t he   screen header, you can f ind t he fol lowing feat ures.

 l Page refresh: When t he informat ion displayed on t he screen was last  refreshed, 

and an opt ion t o refresh it .

 l User Profile: A menu but t on providing access t o    User Prof ile opt ions. 22.10This f ea-

t ure was removed in t he 22.10 release

 l Language: Select  t he language used for  st at ic t ext  in t he Workspaces UI. 21.11This 

f eat ure was int roduced in t he 21.11 release

 l Logout: End your current  Workspaces session securely.

Workspaces UI t our (22.10 and ear l ier) - 58 -



INFO

Workspaces 21.11 int roduced an aut omat ic session logout  af t er  a def ined per iod 

of inact ivit y. To learn more about  conf igur ing t he session t imeout  per iod, see Ses-

sion Timeout .

Workspaces releases pr ior  t o 20.05 display t he release version number in t he header, 

while t his has moved t o t he page foot er  in subsequent  releases.

When you navigat e t o a    Workspaces screen, t he informat ion displayed is up- t o- dat e but  

it  can become st ale over t ime. The elapsed t ime since t he screen was last  updat ed is 

shown in t he    screen header beside t he aut orenewRefresh but t on. If  t he screen has not  

been updat ed recent ly or  you just  want  t o make sure you're looking at  t he lat est  inform-

at ion, cl ick   aut orenewRefresh t o refresh t he screen.

User Profile

To access t he    User Prof ile set t ings, cl ick t he User Prof ile but t on (1) and select  Set t ings 

(2). Updat e your prof ile set t ings as required (3) and cl ick Save (4), t hen   close t he prof ile 

window (5). A message conf irming your prof ile updat e was successful is displayed in t he 

bot t om lef t  corner of  t he main window (6). You can close t he message (7) or  wait  for  it  

t o go away aft er  a few seconds.

Content pane

The main part  of  each screen is occupied by component s t hat  eit her  display appl ic-

at ion-  and t ask- relat ed informat ion, or  al low you t o int eract  wit h a select ed appl icat ion 

or  t ask. The cont ent  and feat ures available are specif ic t o t he select ed space and 

screen t ype.
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 l A List  or  Search screen cont ains an it em l ist  and ot her component s t hat  det erm-

ine which it ems are displayed and al lows you t o int eract  wit h t hem. To learn more 

about          List  screens, see Underst anding t he Workspaces List  Screen. 

 l A Det ails screen cont ains component s t hat  display appl icat ion and t ask   inform-

at ion and provide feat ures for  you t o complet e t he t asks. To learn more about  t he 

Det ails screen, see The Applicat ion Det ails Screen (22.10 and ear l ier).

Field Data Types

Fields display informat ion of var ious dat a t ypes including t ext  (name, email  address, 

some IDs), numbers (phone, SSN), and dat es. A dat e may represent  eit her  a specif ic 

point  in t ime (dat e of bir t h) or  a durat ion (appl icat ion age).

Numbers and dat es can be conf igured t o use a var iet y of  format s. For example:

 l Phone numbers can be format t ed for  t he current  local it y or  t o accommodat e 

int ernat ional izat ion.

 l 9- digit  Social Secur it y Numbers  are commonly displayed using t he format  "AAA-

GG- SSSS".

 l Dat es represent ing a point  in t ime can use eit her  absolut e ("1 Jan 2022", "t oday") or  

relat ive ("last  Wednesday", "6 days ago") format s. 

 l Dat es represent ing a durat ion can use eit her  specif ic ("7 days, 3 hours, 26 

minut es") or  approximat e ("about  7 days", "last  week") format s. 

Somet imes a value might  be t oo long t o f it  in t he space available for  it ; in t his case, t he 

value is of t en t runcat ed and an el l ipsis ('…')   is appended t o indicat e t hat  you're not  look-

ing at  t he ful l  value. To see t he ful l  value, point  your cursor at  t he t runcat ed value and a 

t ool t ip is displayed showing t he ful l  value.

By default , values in t able columns wrap when t hey are wider t han t he column. 

However, somet imes t his behavior  is undesirable, and it  can be overr idden for  specif ic 

columns via conf igurat ion.

Custom content

Much of t he Workspaces user int er face present s var ious t ypes of cont ent  (informat ion 

and feat ures) in component s or  layout s specif ical ly designed for  each cont ent  t ype. In 

addit ion t o t he st andard cont ent  t ypes, your Journey Workspaces port al may also be 

conf igured wit h addit ional cust om cont ent  specif ic t o your organizat ion.  While cust om 
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cont ent  is more commonly available on t he Det ails screen in separat e t abs 22.10This f ea-

t ure was int roduced in t he 22.10 release, you may also f ind it  used on t he List  screen in 

expansion rows. 

Workspaces support s t wo format  opt ions for  cust om cont ent , designed for  t wo dif-

ferent  kinds of dat a:

 l Mult i- value data: Cont ent  is displayed in a t able, wit h a header row at  t he t op fol-

lowed by one or  more dat a rows. Each column represent s a dif ferent  kind of con-

t ent , ident if ied by t he column header, while each row relat es t o a single ent it y 

such as an appl icant , a background check, or  a document . Each individual dat a 

it em is eit her  a simple t ext / number display or  an icon but t on t hat  l inks t o addi-

t ional det ails or  funct ional it y. Al l  dat a it ems in t he same column are of t he same 

t ype.

 l Single- value data: Each dat a it em in a cont ainer (such as a t ab, card or  sect ion) is 

displayed separat ely, wit h a label and value, and an opt ional icon but t on t hat  l inks 

t o addit ional det ails or  funct ional it y.

 l 22.10

 l Prior  t o 22.10
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 1. Mult i- value dat a

 2. Single- value dat a

INFO

Cust om cont ent  present s a read- only view of a predet ermined dat a set . It  is con-

f igured by a    Workspaces developer who def ines bot h t he dat a t hat  is displayed 

and how it  appears. A  Workspaces user has no cont rol over t he way t he dat a 

appears, nor  can t hey modify t he displayed informat ion.

Several icon t ypes are support ed for  icon but t ons in cust om cont ent :

 l linkDet ail  Link: Indicat es addit ional det ails are available t o view. Cl ick t he icon but -

t on t o display t he addit ional det ails in a pop- up window.

 l vert ical_align_bottomDownload: Indicat es t he addit ional det ails are available t o 

download. Cl ick t he icon but t on t o download t he f ile cont aining t he addit ional 

det ails. 21.11This f eat ure was int roduced in t he 21.11 release

 l Any ot her icon provides access t o addit ional funct ional it y. Cl ick t he icon but t on t o 

perform t he associat ed act ion. 22.10This f eat ure was int roduced in t he 22.10 release
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Modal Windows

Workspaces has been purposeful ly designed t o make key feat ures and import ant  inform-

at ion available at  your f ingert ips. However, somet imes more screen space is needed, or  

an act ion needs more cont rol over how it 's used, and in t hese kinds of circumst ances         

Workspaces uses a modal window.

Examples of how         Workspaces uses modal windows include t he fol lowing.

 l View any receipt  for  any t ask associat ed wit h a select ed appl icat ion.

 l Manage t he document s at t ached t o an appl icat ion.

 l St art , f il l  in, and save or  submit  a new form in t he Assist ed Channel space.

By default , a modal window opens in t he same browser t ab where you are using Work-

spaces, and in a way      t hat  prevent s you from int eract ing wit h t he main    Workspaces 

screen behind it . However, a modal window can be popped out  int o a separat e browser 

t ab, al lowing you t o close t he modal and int eract  wit h Workspaces while st il l  being able 

t o view t he receipt . 22.10This f eat ure was int roduced in t he 22.10 release

You can int eract  wit h t he element s on t he modal window which may involve dat a ent ry, 

or  t he window may simply         display informat ion in a format  t hat  wouldn't  be possible or  

might  not  present  well  on t he main         Workspaces pages.

Use t he         ful lscreenFull  Screen and         ful lscreen_exit Exit  Ful l  Screen icons t o cont rol t he 

size of a modal window, or  t he open_in_newPop Out  icon t o pop out  t he modal cont ent  

int o a separat e browser t ab. When you're f inished wit h a modal, cl ick t he         closeClose 

icon t o close t he modal window and ret urn t o t he         Workspaces screen where t he modal 

window was opened. The screen is reloaded t o ref lect  any changes made while t he 

modal window was displayed.
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Time Zones in         Workspaces

When you're using         Workspaces, f rom t ime t o t ime you'l l  encount er  dat es and t imes 

associat ed wit h it ems such as appl icat ions and t asks; for  example, t he dat e and t ime 

when an appl icat ion was submit t ed or  a not e was added.         Workspaces capt ures and 

st ores dat es and t imes using t he t ime zone on t he local comput er  where t he act ion is 

t aking place. Similar ly, al l  dat es and t imes displayed in         Workspaces are wit h respect  t o 

t he t ime zone of t he user ’s local comput er . This means t hat  you never need t o do t ime 

zone conversions;         Workspaces always t akes care of t his for  you.
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Understanding the         Workspaces List  

screen
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.10This f eat ure was updat ed in t he 23.10 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

Overview

Each space in a         Workspaces port al is conf igured wit h a         List  screen t hat  displays a l ist  of  

act ive appl icat ion or          t ask it ems, and a set  of  act ions t hat  you can use t o work wit h a 

select ed it em. Each         List  screen is conf igured wit h a set  of  common feat ures t hat  al low 

you t o cont rol which it ems are displayed in t he l ist , including t he fol lowing.

 l An it em l ist  cont aining a l ist  of  t asks or  appl icat ions.

 l Support  for  opt ional it em l ist  expansion rows present ing addit ional cont ent . 
23.04This f eat ure was int roduced in t he 23.04 release

 l A graphical SLA indicat or  t hat  let s you monit or  appl icat ion progress against  an 

SLA at  a glance. 19.11This f eat ure was int roduced in t he 19.11 release

 l A global view select or , used t o apply a pre- def ined set  of  f ields, f il t ers and sor t  

opt ions t o t he it em l ist .

 l A global f il t er  for  t he select ion of a queue (Review  and Manage spaces) or  a form /  

product  t ype (Document  Request s, Helpdesk and Assist ed Channel spaces).

 l A Creat ed Dat e global f il t er  t hat  rest r ict s t he it ems in t he it em l ist  based on t he 

dat e t hey were creat ed.

 l Flexible search, f il t er  and sor t  opt ions t hat  you can use t o ref ine t he set  of  t asks 

or  appl icat ions in t he it em l ist .
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 l A Bulk Act ion mode swit ch t o change bet ween act ing on a single t ask or  mult iple 

t asks. 22.10This f eat ure was int roduced in t he 22.10 release

 l Paging t ools t hat  al low you t o browse al l  of  t he it ems mat ching your select ed cr i-

t er ia over mult iple it em l ist  pages.

The fol lowing image il lust rat es where you can f ind t he common feat ures on t he      List  

screen using t he     Review space as an example.

 l 23.04

 l 22.10

 l 20.05 t o 22.04

 l Prior  t o 20.05

 1. View Select or

 2. Pr imary select or

 3. Secondary select or

 4. Search

 5. View Fil t er
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 6. Bulk Act ion mode swit ch

 7. Col lapsed it em l ist  row

 8. Expanded it em l ist row

 9. Sort

 10. Act ion but t ons

 11. Toolt ip

 12. Paging t ools

 1. View Select or

 2. Pr imary Select or

 3. Secondary Select or

 4. Search

 5. View Fil t er

 6. Bulk Act ion swit ch

 7. It em List

 8. Sort

 9. Task/ Applicat ion It em

 10. Toolt ip

 11. Act ion But t ons

 12. Paging Tools
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The         List  screens for  t he         Review and         Manage spaces are conf igured wit h similar  func-

t ional it y, while t hose for  t he         Helpdesk and         Assist ed Channel spaces have some dif ferent  

behavior . The most  signif icant  dif ference is how t he         it em l ist  is populat ed for  each 
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space, but  t here are ot her dif ferences such as t he SLA column on t he         Review and         Man-

age spaces.

The main element  on t he         List  screen is t he         it em l ist  which displays summary inform-

at ion for  a l ist  of          t asks or  appl icat ions in rows and, opt ional ly, addit ional informat ion 

for  each row when expanded. The select ors at  t he t op of t he screen, for  t he         global f il -

t ers and         view, are t he main way you cont rol and ident ify which         t asks are displayed in t he

         it em l ist . Up t o t hree         global f il t ers may be conf igured but  t he default  conf igurat ion has 

just  t wo.

 l The f irst              global f il t er  shows t he name of t he act ive             queue (Review and Manage 

spaces) or              form /  product  t ype (Helpdesk and Assist ed Channel spaces), and let s 

you select  anot her             queue or              form /  product  t ype so t hat  you can work wit h ot her             

t asks or  appl icat ions.

 l The Creat ed Dat e global f il t er  let s you hone in on it ems creat ed in a specif ic 

per iod, and displays t he dat e or  dat e range t hat  is current ly select ed.

 l The View select or  shows t he name of t he current              view, and let s you select  anot her

             view, t hereby quickly and easily changing how t he             it em l ist  appears (including dif -

ferent  f ields or  sor t  order) and which it ems are displayed.

If  you've select ed         global f il t ers and a         view, and you can't  see t he it em you’re looking for , 

you can fur t her  ref ine t he l ist  of  it ems using t he f il t er  and sor t  opt ions. Fil t er ing 

rest r ict s which it ems are displayed in t he         it em l ist , and sor t ing det ermines t he order 

it ems appear in t he l ist . To learn more about  t hese opt ions, see Fil t er  t he it em l ist  and 

Sort  t he it em l ist .

Somet imes, you just  need t o f ind a specif ic         t ask or  appl icat ion quickly, or  you can’t  see 

it  in t he         it em l ist  using t he t echniques descr ibed above. In t hese kinds of sit uat ions, you 

can search for  t he it em t o f ind it  st raight  away (or  not  at  al l). To learn how t o search, 

see Search for  Tasks.

Ot her t imes, you might  not  be sure which         t ask or  appl icat ion you need unt il  you see it , 

so aft er  using t he select ors and f il t ers you want  t o browse t hrough t he         it em l ist  unt il  

you f ind what  you need.         Workspacesincludes a set  of          paging t ools t hat  al low you t o 

browse t he         it em l ist  and which also al low you t o choose how many it ems are displayed 

on a page.

 l 20.05 and lat er

 l Prior  t o 20.05
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The number of it ems t hat  sat isfy al l  cr it er ia for  select ion is shown as t he         It em Count  

next  t o t he         view name. The         global f il t ers, current          view, search and f il t ers al l  cont r ibut e 

t o t he calculat ion of t he         It em Count .
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Once you’ve found t he         t ask or  appl icat ion t hat  you’re looking for , t here are several ways 

you can int eract  wit h it  on t he         List  screen.

 l Point  your cursor at  an it em t o reveal one or  more act ion but t ons on t he r ight . 

Cl ick an act ion but t on t o perform t he corresponding act ion.

 l Expand an it em t o see addit ional informat ion about  it  in t he it em l ist . 23.04This f ea-

t ure was int roduced in t he 23.04 release

 l Click an it em t o open it  in t he            Det ails screen where you can see more informat ion 

about  t he appl icat ion and int eract  wit h it  fur t her , including t o perform act ions. To 

learn more about  working wit h             t asks and appl icat ions on t he             Det ails screen, see             

The Applicat ion Det ails Screen.

 l Swit ch t o t he Bulk Act ion mode t o perform an act ion on mult iple t asks at  once. To 

learn about  bulk act ions, see Bulk act ions in Workspaces.

 1. Expand row

 2. Collapse row

 3. Addit ional informat ion

 4. Bulk Act ion mode swit ch

 5. Act ion but t ons

The available act ions for  a         t ask or  appl icat ion it em depend on t he current ly select ed 

space and t he it em’s current  st at e. The         Receipt  act ion is always available for  a 
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submit t ed appl icat ion and similar ly t he         View Form for  saved appl icat ions, al lowing you 

t o see t he informat ion ent ered by t he appl icant . To learn about  act ions including         

Receipt  and         View Form, see         Workspaces Act ions.

TIP

Some act ions are only available from t he         Det ails screen. If  an act ion you're look-

ing for  isn't  available in t he         it em l ist , t ry select ing t he it em t o see if  t he act ion is 

available on t he         Det ails screen.

Item list

The main element  on t he         List  screen is t he         it em l ist  which displays appl icat ion and          t ask 

relat ed informat ion in rows and columns. Each row corresponds t o a single          t ask or  

appl icat ion, while each column shows a dif ferent  kind of informat ion t o help you 

ident ify what  you're looking for .

Each it em l ist  column shows a single value but  t his can be l imit ing for  some kinds of 

informat ion. To improve t his sit uat ion, addit ional informat ion can be displayed in a t ool-

t ip. When available, a t oolt ip is indicat ed by a infoToolt ip icon. To view t he t oolt ip, point  

your mouse at  t he infoToolt ip icon. 22.10This f eat ure was int roduced in t he 22.10 release

As an example, say you have an appl icat ion t ype cover ing mult iple opt ional product s 

and you have a Product  column in t he it em l ist . If  an appl icat ion includes mult iple 

product s, only t he f irst  product  is displayed in t he Product  column. In t his scenar io, a 

t oolt ip could be conf igured t o show al l  product s included in t he appl icat ion. 

In some spaces, an it em l ist  row can be expanded t o display even more informat ion 

about  t he appl icat ion or  t ask it  represent s. Expansion rows are useful because t hey can 

present  cust om cont ent  t hat  may include more and dif ferent  kinds of informat ion t han 

what  is shown in t he it em l ist  columns. Expansion rows are indicat ed by t he expand_

moreExpand row and expand_lessCollapse row icons at  t he st ar t  of  a row. Cl ick a row's 

expand_moreExpand row icon t o expand it . To close an expanded row, cl ick t he row's 

expand_lessCollapse row icon. Only one row can be expanded at  any t ime, so if  a row is 

already expanded when you cl ick a row's expand_moreExpand row icon, t he previously 

expanded row is col lapsed.
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INFO

The informat ion displayed in each column and expansion row is conf igurable, so 

what  you see in your         Workspaces port al may dif fer  f rom t he default  con-

f igurat ion.

The it ems displayed in t he         it em l ist  sat isfy a set  of  user- select ed cr it er ia st ar t ing wit h 

select ions from t he         global f il t ers and views, t hen ref ined by searching and f il t er ing. 

It ems appear in t he         it em l ist  if  t hey sat isfy al l  of  t he fol lowing condit ions:

 l Tasks are sourced from t he act ive             queue, or  appl icat ions correspond t o t he value 

of t he             form /  product  t ypeglobal f il t er .

 l It ems were creat ed wit hin t he range of dat es covered by t he Creat ed Dat e global 

f il t er .

 l It ems mat ch t he f il t er  cr it er ia imposed by t he current              view.

 l It ems mat ch any opt ional search or  f il t er  cr it er ia select ed by t he user.

Not e t hat  t he last  t hree cr it er ia (Creat ed Dat e,         view, and opt ional f il t er / search) are t he 

same for  al l  spaces in t he default  conf igurat ion. This means we can simplify t he descr ip-

t ion of which it ems appear in t he         it em l ist  by focusing on how t he         it em l ist  is populat ed 

init ial ly for  each space in t he default  conf igurat ion before applying t he common cr i-

t er ia. This leads t o t he fol lowing:

 l Review and Manage spaces: The             it em l ist  is populat ed wit h             t asks for  submit t ed 

appl icat ions sourced from t he act ive             queue, and t hat  sat isfy t he common cr it er ia.

 l Helpdesk space: The             it em l ist  is empt y init ial ly; search for  an appl icat ion ID t o pop-

ulat e t he             it em l ist  wit h saved or  submit t ed appl icat ions t hat  mat ch t he select ed             

form /  product  t ype, and t hat  sat isfy t he common cr it er ia.

 l Assisted Channel space: The             it em l ist  is populat ed wit h saved or  submit t ed appl ic-

at ions mat ching t he select ed             form /  product  t ype t hat  were creat ed by or  are 

assigned t o t he logged- in user, and t hat  sat isfy t he common cr it er ia.
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SLA Indicator

NOTE

While t he SLA Indicat or  is available in t he default  conf igurat ion of Workspaces, it  

may not  be available in your Workspaces port al or  it  may appear dif ferent ly 

depending upon how your Workspaces port al has been conf igured.

In t he Review and Manage spaces, Workspaces enables you t o monit or  t he progress of 

each submit t ed appl icat ion against  a crucial service indicat or , such as an    SLA, via a 

graphical SLA indicat or  in t he it em l ist . A t ext  version of t he SLA indicat or  may also be 

available, showing how applicat ion processing is progressing relat ive t o t he SLA.

 1. SLA indicat ors

The SLA indicat or  changes color  over t ime as t he appl icat ion is being processed. The 

colors used and what  t hey mean are specif ic t o your Workspaces port al.

If  your SLA requirement s are simple, your Workspaces port al may be conf igured wit h a 

basic t wo- color  SLA.

Basic SLA

The basic SLA is based on pre- def ined values for  t he amount  of  t ime available t o pro-

cess each appl icat ion, and when t o provide a warning t hat  t he SLA is in danger of  being 
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breached. To learn more about  t he basic SLA, see Basic SLA.

The SLA indicat or  changes color  over t ime as t he appl icat ion is being processed. The 

colors used by t he basic SLA and what  t hey mean are as fol lows:

 l No indicator: The appl icat ion is being processed in a t imely fashion wit hin t he 

t erms of t he SLA.

 l  (SLA Warning): An SLA breach is imminent .

 l  (SLA Alert): The SLA has been breached.

Queue Selector

In t he         Review and         Manage spaces, t he         List  screen al lows you t o int eract  wit h         t asks from 

any         queue t hat  you can access. The Queues select or  ident if ies which         queue is current ly 

used as t he source for  populat ing t he         it em l ist . You can select  anot her         queue from t he 

Queues select or  if  more t han one         queue is available t o you.

NOTE

The default              Workspaces conf igurat ion makes t he Queues select or  available in 

t he             Review and             Manage spaces only.

 l 20.05 and lat er

 l Prior  t o 20.05
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In t he         Review and         Manage spaces, when t he         List  screen is f irst  displayed, a default          

queue is select ed for  you and         t asks from t hat          queue are displayed in t he         it em l ist . If  no         

queue is select ed, t he         it em l ist  is empt y and you need t o choose a         queue. Thereaft er ,         

Workspaces remembers t he last          queue you chose, and select s it  aut omat ical ly when 

you open t he         List  screen.

The available         queues are l ist ed in t he Queues select or ’s dropdown l ist  as well  as an Al l  

it em. You can choose any         queue from t he dropdown l ist  t o be t he source of         t asks for  

populat ing t he         it em l ist . If  you choose Al l , t he         it em l ist  is populat ed wit h         t asks from al l  

of  t he         queues available t o you.

NOTE

Select ing t he Al l  queues it em populat es t he             it em l ist  wit h             t asks from al l  of  t he             

queues t hat  you can access. There may be             t asks on ot her             queues t hat  you can-

not  access; t hese             t asks are not  displayed in t he             it em l ist  when t he Al lqueues 

it em is select ed.

Form /  Product Type Selector

As ment ioned above, t he f irst          global f il t er  appl ied t o t he         List  screen in t he         Helpdesk and

         Assist ed Channel spaces is for  a         form /  product  t ype. The Form /  Product  Type select or  
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ident if ies t he current ly select ed         form /  product  t ype, and al lows you t o select  anot her         

form /  product  t ype t o apply as a         global f il t er  on t he         it em l ist .

NOTE

The default              Workspaces conf igurat ion makes t he Form /  Product  Type select or  

available in t he             Helpdesk and             Assist ed Channel spaces only.

 l 20.05 and lat er

 l Prior  t o 20.05
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The Form /  Product  Type select or  behaves dif ferent ly t o t he Queues select or . Rat her 

t han         select ing t he source of         t asks t o be displayed in t he         it em l ist , t he Form /  Product  

Type select or  rest r ict s t he appl icat ions displayed by including only t hose t hat  mat ch 

t he select ed         form /  product  t ype. This has a dif ferent  af fect  in each space due t o t he 

way t he         it em l ist  is populat ed in each space.

 l In t he             Helpdesk space, t he             form /  product  t ypeglobal f il t er  is used in conjunct ion 

wit h a search for  an appl icat ion ID t o populat e t he             it em l ist  wit h appl icat ions t hat  

mat ch t he select ed             form /  product  t ype.

 l In t he             Assist ed Channel space, t he             form /  product  t ypeglobal f il t er  rest r ict s t he 

appl icat ions displayed in t he             it em l ist  t o just  t hose t hat  were creat ed by or  are 

assigned t o t he logged- in user and which mat ch t he select ed             form /  product  t ype.

When t he         List  screen is f irst  displayed, a default          form /  product  t ype is select ed for  you. 

Thereaft er ,         Workspaces remembers t he last          form /  product  t ype you chose and select s 

it  aut omat ical ly when you open t he         List  screen again.

The available         form /  product  t ype values are l ist ed in t he Form /  Product  Type 

select or 's dropdown l ist  as well  as an Al l  it em. You can choose any         form /  product  t ype 

from t he dropdown l ist  t o be appl ied t o t he         it em l ist . If  you choose Al l , t he         it em l ist  is 

populat ed wit h appl icat ions for  al l          form /  product  t ypes t hat  you can access.
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A form /  product  t ype it em may represent  a form group. When a form group is select ed, 

t he specif ic form associat ed wit h each t ask is displayed in t he it em l ist 's Product  

column. 22.10This f eat ure was int roduced in t he 22.10 release

Created Date Selector     

Anot her feat ure on t he         List  screen t hat  helps t o reduce t he number of it ems present ed 

t o you is t he creat ion dat e         global f il t er . You can access t his         global f il t er  via t he Creat ed 

Dat e select or  which displays t he current  creat ion dat e f il t er  and let s you apply a dif -

ferent  creat ion dat e f il t er .

 l 20.05 and lat er

 l Prior  t o 20.05
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The default  creat ion dat e f il t er  rest r ict s t he         t asks or  appl icat ions displayed in t he         it em 

l ist  t o just  t hose t hat  were creat ed in t he last  30 days, including t he current  dat e, and 

t his f il t er  is appl ied t he f irst  t ime you access t he         List  screen. You can select  a dif ferent  

creat ion dat e f il t er  using t he Creat ed Dat e select or . When you cl ick t he Creat ed Dat e        

select or , a dat e picker is displayed al lowing you t o choose a dat e or  range of dat es so 

t hat  you only see         t asks or  appl icat ions creat ed on t he select ed dat es. To learn more 

about  how t o use t he dat e picker, see         "Finding t asks and appl icat ions" on page 84.

View  Selector

The View select or  provides a convenient  way t o cont rol which it ems are displayed in t he

         it em l ist . You can rest r ict  t he it ems you see by select ing one of t he         views in t he View 

select or .

 l 20.05 and lat er

 l Prior  t o 20.05
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A         view is a predef ined         it em l ist  conf igurat ion including f ields, f il t ers, and sor t  opt ions. 

When a         view is select ed, it 's conf igurat ion is appl ied t o t he         it em l ist  t o rest r ict  t he it ems 

displayed. You can t hink of a         view as a short cut  for  applying a set  of  f il t er  and sor t  

opt ions on t op of a def ined set  of  f ields.

Each it em in t he View select or  represent s a         view. Cl ick an it em in t he View select or  t o 

make it  t he current          view and apply it s conf igurat ion t o t he         it em l ist . Color  highl ight ing 

and an         it em count  provide a visual indicat ion of which         view is select ed.

If  t here's not  enough screen space t o display al l  t he conf igured         views, lef t / r ight  scrol l  

but t ons wil l  appear t o al low you t o access al l  t he         views. The Scrol l  Left  but t on appears 

if  t he f irst          view it em is not  ent irely visible. Similar ly, t he Scrol l  Right  icon appears if  t he 

last          view it em is not  ent irely visible.
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Views are conf igured by a         Workspaces developer or  administ rat or . As a         Workspaces 

user, you can’t  change t he way a         view is def ined but  you can use f il t er  and sor t  opt ions 

t o ref ine t he it ems displayed in t he         it em l ist .

Search, Filter and Sort

As ment ioned above, t he         it em l ist  shows         t ask or  appl icat ion it ems t hat  sat isfy t he cr i-

t er ia def ined by t he         global f il t ers and t he current          view. This may result  in a large num-

ber of  it ems which you might  want  t o fur t her  ref ine.         Workspaces includes search, f il t er  

and sor t  opt ions t hat  can help you t o focus on t he         t asks or  appl icat ions t hat  are import -

ant  t o you r ight  now.

INFO

Informat ion in a List  screen expansion row cannot  by found by searching or  f il -

t er ing.

Search and f il t er  are similar  in t hat  bot h reduce t he number of it ems by mat ching val-

ues and f ields. However, t here are some key dif ferences bet ween t hese t wo feat ures:

 l Search looks at  every f ield (column) in t he             it em l ist  (except  dat e f ields), whereas f il -

t er  is t arget ed at  specif ic f ields.

 l Search compares t he same t ext  t o every f ield, whereas f il t er  al lows you t o look for  

a dif ferent  value in each f ield.

 l Search is support ed for  t ext  f ields only, while f il t er  is support ed on al l  dat a t ypes 

including t ext  and dat es.

To learn more about  t he         Workspaces opt ions for  search, f il t er  and sor t , see         "Finding 

t asks and appl icat ions" on page 84.

Paging Tools

Somet imes, t here are t oo many it ems t o display al l  at  once on t he screen. Paging al lows 

you t o see some of t he it ems now t hen browse t he it em l ist  one page at  a t ime t o see 

more. Paging t ools let  you choose t he number of it ems t o display on an it em l ist          page, 

and navigat e (forward or  backward) t hrough t he available       pages of it ems.
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 1. Rows per page

 2. It ems in l ist  /  Tot al mat ching it ems

 3. Previous Page

 4. Next  Page

The navigat e_beforePrevious Page and navigat e_next Next  Page paging t ools let  you 

browse t hrough it em l ist     pages t o f ind t he    it ems you need. Cl ick t hese t ools t o display 

t he previous or  next     page of it ems in t he    it em l ist . The    navigat e_beforePrevious Page 

t ool is disabled when t he f irst     it em l ist  page is displayed; similar ly, t he    navigat e_

next Next  Page t ool is disabled when t he last    it em l ist  page is displayed.

Rows per page shows t he maximum number of it ems displayed on an    it em l ist  page. You 

can select  a dif ferent     page size from t he    Rows per page dropdown. Select ing a dif ferent

    page size, reset s t he    it em l ist  t o show t he f irst    page again.
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Finding tasks and applications
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.04This f eat ure was updat ed in t he 23.04 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

The Workspaces it em l ist  shows t asks from t he act ive t ask queue (Review and Manage 

spaces) or  appl icat ions for  a select ed form /  product  t ype (Helpdesk or  Assist ed Chan-

nel spaces) t hat  also sat isfy t he cr it er ia def ined for  t he current  view. This may st il l  res-

ult  in a large number of t asks which you might  want  t o ref ine fur t her . Searching, 

f il t er ing and sort ing can help you t o focus on t he t asks or  appl icat ions t hat  are import -

ant  t o you r ight  now.   

 l 23.04 and lat er

 l 20.05 t o 22.10

 l Prior  t o 20.05
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 1. Sort

 2. Search

 3. Fil t er

INFO

Informat ion in a List  screen expansion row cannot  by found by searching or  f il -

t er ing.

Searching and f il t er ing are similar  in t hat  bot h reduce t he number of it ems in t he it em 

l ist  by mat ching desired f ield (column) values. However, searching dif fers from f il t er ing 

in a number of ways: 

 l Searching can t arget  one f ield or  al l  f ields, whereas each f il t er  is t arget ed at  a 

single specif ic f ield.

 l When searching on one f ield, t he user can choose which f ield t o t arget , whereas 

each f il t er  is t arget ed at  a f ixed predet ermined f ield.

 l When searching on al l  f ields, t he same search t ext  is compared against  al l  search-

able f ields. In cont rast , f il t er ing al lows you t o mat ch a dif ferent  value against  each 

f il t er  f ield.

Finding t asks and applicat ions - 85 -



 l Searching is support ed for  t ext  f ields only, whereas f il t er ing is support ed for  dif -

ferent  dat a t ypes including t ext  and dat es.

Search for a Task or Application

If  you know which t ask or  appl icat ion you're looking for  and you can't  see it  in t he it em 

l ist , you can t ry t o search for  it . Searching al lows you t o ref ine t he l ist  of  it ems displayed 

t o show just  t hose relevant  t o what  you are looking for .

 l 20.05 and lat er

 l Prior  t o 20.05

To search for  a t ask or  appl icat ion:
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 l Workspaces 20.05 and later: Select  a search scope, t ype your search t ext , and 

press Enter or  cl ick searchSearch. Workspaces compares t he search t ext  against  

t he f ield or  f ields in t he search scope, and displays mat ching it ems in t he it em l ist . 

If  t he search scope is Al l , t he search t ext  is compared against  al l  searchable f ields.

 l Workspaces 19.11: Type your search t ext  in t he searchSearch f ield, and press 

Enter. Workspaces compares t he search t ext  against  al l  t he searchable f ields in 

t he it em l ist , and rest r ict s t he it ems displayed t o only t hose t hat  have one or  more 

f ields mat ching t he search t ext .

 l Workspaces 19.05 and earlier: Cl ick in t he searchSearch f ield and st ar t  t yping. As 

you t ype, Workspaces compares t he t ext  you ent er  against  al l  t he searchable 

f ields in t he it em l ist , and rest r ict s t he it ems displayed t o only t hose t hat  have one 

or  more f ields mat ching t he t ext  ent ered. If  you pause while t yping t he search t ext , 

Workspaces wil l  at t empt  t o f ind it ems t hat  mat ch t he t ext  you have ent ered. Keep 

t yping unt il  you have ent ered t he ful l  t ext  t hat  you want  t o search for .

Searching is case- insensit ive, t reat ing uppercase and lowercase charact ers as t he same, 

and only f inds it ems t hat  mat ch t he search t ext  exact ly (ignor ing let t er  case). Part ial  

mat ch is not  current ly support ed.

When a search is act ive, t he it ems displayed in t he it em l ist  sat isfy t he current  view and 

f il t er  select ions as well  as t he search cr it er ia. A search remains act ive unt il  you clear  it . 

Not e t hat  simply delet ing al l  of  t he search t ext  in t he searchSearch box does not  clear  

an act ive search. To clear  a search, fol low t he inst ruct ions for  your Workspaces version:

 l Workspaces 22.04 and later: Cl ick t he closeClear Search but t on.

 l Workspaces 20.05 and 21.11: Delet e t he search t ext , and cl ick searchSearch or  

press Enter.

 l Workspaces 19.11 and earlier: Cl ick closeClear Search, or  select  any space which 

re- loads t he List  screen. 

If  you select  an it em in t he it em l ist  while a search is act ive, when you subsequent ly 

ret urn from t he Det ails screen t o t he List  screen, t he search wil l  st il l  be act ive. You can 

t el l  t hat  t he search is st il l  act ive by t he t ext  and t he closeClear Search icon in t he 

Search f ield.

Filter the Item List

If  you're looking for  somet hing specif ic and t here are t oo many it ems t o scrol l  t hrough, 

f il t ers might  help you t o f ind what  you're aft er . A f il t er  rest r ict s what  appears in t he  
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it em l ist  so t hat  it ems more relevant  t o what  you are looking for  r ight  now are shown. 

Fil t ers are appl ied t o t he it em l ist  using t he Fil t ers select or , however, a View can also 

include f il t ers.

A f il t er  is a requirement  t hat  must  be sat isf ied for  an it em t o appear in t he it em l ist . A f il -

t er  requirement  specif ies one or  more values t o compare against  a column in t he it em 

l ist , and al l  mat ching it ems sat isfy t he f il t er  requirement . Mult iple f il t ers can be def ined 

at  t he same t ime. Only it ems t hat  sat isfy al l  t he act ive f il t ers wil l  appear in t he it em l ist .

INFO  |   21.11    THIS FEATURE WAS INTRODUCED IN 21.11.

If  you select  an it em in t he it em l ist  while a f il t er  is act ive, when you subsequent ly 

ret urn from t he Det ails screen t o t he List  screen, t he f il t er  is st il l  act ive. This is 

indicat ed on t he Fil t er  but t on by a number in parent heses ident ifying how many 

f il t ers are act ive.

To view t he current  f il t ers, cl ick t he f il t er_l ist Fil t er  but t on. The Fil t ers select or  is dis-

played showing al l  t he f il t ers t hat  are current ly appl ied t o t he it em l ist . Each f il t er  

al lows you t o select  a value or  set  of  values t o compare against  t he column.

Workspaces support s several t ypes of f il t er .

 l Single- select: A single value select ed from a predef ined l ist  of  values.

 l Mult i- select: Mult iple values select ed from a predef ined l ist  of  values.

 l Date: A single dat e or  a dat e range.

 l Text: Similar  t o searching but  appl ied t o a single column.

When you cl ick a single- select  or  mult i- select  f il t er  f ield, a drop- down l ist  appears pop-

ulat ed wit h a predef ined l ist  of  values. For a single- select  f il t er , select  a value from t he 

dropdown l ist  t o f il t er  on. For a mult i- select  f il t er , you can select  one or  more values 

from t he dropdown l ist .
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 l 20.05 and lat er

 l Prior  t o 20.05

To apply a f il t er  t o t he it em l ist , cl ick f il t er_l ist Fil t er  (1) t o display t he Fil t ers select or  

t hen select  t he f il t er  values you want  t o apply from t he var ious f il t er  it ems (2,3) and 

cl ick Apply (4). Cl ick out side t he Fil t ers select or  t o close it . The number of act ive f il t er  

it ems is displayed on t he Fil t er  but t on (5).

INFO

Prior  t o Workspaces 19.11, f il t ers are appl ied t o t he it em l ist  immediat ely af t er  val-

ues are select ed.

 l 21.11

 l 20.05

 l Prior  t o 20.05
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Date Filters

Dat e f ields in Workspaces can be conf igured t o accept  eit her  a single dat e or  a dat e 

range. So, when you cl ick a dat e f il t er  f ield, eit her  a dat e picker or  a dat e range picker is 

displayed depending upon how t he f ield has been conf igured.

You can f il t er  on a single dat e regardless of conf igurat ion. To f il t er  on a single dat e:

 l Date picker: Simply cl ick t he dat e you want  t o f il t er  on.

 l Date range picker: Cl ick t he same dat e t wice t o select  a one- day dat e range.

To f il t er  on a dat e range, cl ick t he f irst  dat e (4) t hen cl ick a second dat e (5) t o def ine 

t he desired dat e range.  You can cl ick t he dat es in any order; you don't  have t o cl ick t he 

ear l ier  dat e f irst .
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When select ing a dat e, use navigat e_beforePrevious Mont h or  navigat e_next Next  

Mont h t o browse t o and select  dat es in ot her mont hs. Once you've select ed t he dat e or  

dat es for  t he f il t er , cl ick OK (6) t o apply t he dat e f il t er .

 l 21.11

 l 20.05

 l Prior  t o  20.05
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Text Filters

To f il t er  on a t ext  f ield, cl ick t he f ield in t he Fil t ers select or  and ent er  t he f il t er  value. In 

Workspaces 19.11 and lat er  releases, cl ick Apply t o make t he f il t er  act ive.
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NOTE

Like searching, t ext  f il t ers f ind only t hose it ems t hat  exact ly mat ch t he f il t er  cr i-

t er ia; par t ial  mat ch is not  current ly support ed. And l ike searching, t ext  f il t ers are 

case- insensit ive; t hat  is, t hey t reat  uppercase and lowercase charact ers as t he 

same.

 l 20.05 and lat er

 l Prior  t o 20.05

Clearing Filters

To clear  a f il t er  on a f il t er  f ield:

 l Single- select , Mult i- select : Select  Al l  f rom t he f il t er  f ield’s dropdown l ist .

 l Dat e: In Workspaces 21.11, cl ick Clear on t he dat e picker or  dat e range picker. In 

ear l ier  Workspaces releases, delet e t he dat e f il t er  t ext .

 l Text : Delet e t he f il t er  t ext .
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In Workspaces 19.11 and lat er  releases, you need t o cl ick Apply af t er  clear ing any f il t er  

f ield values.

To clear  al l  f il t ers t hat  you have appl ied, cl ick Reset .

NOTE

When you clear  al l  f il t ers, t he current  view remains select ed and any f il t ers 

def ined for  t hat  view are st il l  appl ied or  re- appl ied if  you had changed t hem.

Sort the Item List

It ems in t he it em l ist  are displayed in an order det ermined by t he current  sor t  select ion. 

This is indicat ed by an icon on t he r ight - hand side of a column name. The expand_

moreSort  Ascending icon indicat es t he it em l ist  is sor t ed by t he column values in 

ascending order, while expand_lessSort  Descending indicat es it ems are sor t ed by t he 

column values in descending order.

 l Sort  –  Ascending order

 l Sort  –  Descending order
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You can det ermine whet her a column is available t o use for  sor t ing by point ing your 

cursor at  a column heading. If  your cursor changes t o t he hand point er    and a "Sort " t ool-

t ip is displayed, you can sor t  by t he column. To change t he sor t  order, cl ick t he column 

name. If  you cl ick t he column name for  t he current  sor t  select ion, sor t ing wil l  al t ernat e 

bet ween ascending and descending order.
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The Application Details Screen
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.10This f eat ure was updat ed in t he 23.10 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

Overview

The Applicat ion Det ails screen displays informat ion about  an individual appl icat ion and 

it s associat ed t asks, and provides feat ures for  you t o complet e t he t asks, t hereby pro-

gress t he appl icat ion t hrough it s processing l ife cycle.

The Det ails screen is displayed when you cl ick an appl icat ion or  t ask it em on a List  

screen, and is refreshed for  some act ions or  when you select  a t ask. This screen is 

divided int o t wo panes, wit h t he lef t  pane showing appl icat ion informat ion and t he r ight  

pane showing informat ion for  a specif ic t ask, being eit her  t he f irst  t ask for  a saved 

appl icat ion or  any select ed t ask for  a submit t ed appl icat ion. Addit ional informat ion 

may also come from anot her t ask or  t he appl icat ion dat a.

Each space in t he default  conf igurat ion of t he Workspaces port al includes it s own 

Det ails screen, and al l  of  t hem  share a common layout  and a lot  of  common func-

t ional it y. However, each Det ails screen has some dif ferences, and t hese are ident if ied 

when discussing each of t he spaces separat ely.
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 1. Appl icat ion pane

 2. Progress st epper

 3. Applicat ion key info card

 4. Document s

 5. Task swit cher

 6. Not es

 7. Applicat ion t imeline

 8. Task pane

 9. Act ions group

 10. Task key info card

 11. Task det ails t abs

The Applicat ion Det ails Screen - 98 -



Features

The Det ails screen includes t he fol lowing feat ures, each of which is cont ained in a sep-

arat e t ab, card, or  sect ion.

 l Separat e panes for  appl icat ion and t ask cont ent . 

 l Separat e key informat ion cards for  t he appl icat ion and t he select ed t ask. 

 l The abil it y t o t rack appl icat ion progress against  an SLA. 

 l An opt ional progress st epper showing a high- level indicat ion of t he appl icat ion's 

progress. By default , t his is available for  t he Helpdesk and Assist ed Channel spaces 

only.  

 l A t ask swit cher showing al l  t he appl icat ion's t asks, f rom which you can select  one 

t o display in t he Task pane. 

 l A Not es card, br inging al l  not es and comment s for  a select ed appl icat ion t oget her 

in a single component . Each not e and it s comment s form a t hreaded conversat ion 

bet ween t he appl icant  and bank st aff . 

 l A col lect ion of document s relat ing t o t he appl icat ion.

 l An applicat ion t imeline showing t he st eps (t asks) t hat  t he appl icat ion has pro-

gressed t hrough. 

 l A dynamic set  of  act ions t hat  are appl icable t o t he appl icat ion or  select ed t ask 

and which are current ly available for  you t o perform at  t he current  st age of t he 

appl icat ion's l ife cycle.

 l An Applicant s t ab, providing access t o appl icant  dat a including:     

 l An applicant  l ist  showing how each appl icant  relat es t o each product  in t he 

appl icat ion. Select  an appl icant  t o view more det ails about  t hem.

 l Personal informat ion for  t he select ed appl icant , including ident it y and con-

t act  det ails. 

 l The out comes of preconf igured background checks which provide an assess-

ment  of  a select ed appl icant 's suit abil it y. 

 l Ot her t abs for  cust om informat ion relevant  t o t he select ed space t hat 's not  

included in t he st andard cards, or  t hat 's present ed dif ferent ly.
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NOTE

Prior  t o t he 23.04 release, t he appl icat ion t imeline is an int eract ive component  

where t he user can select  a t ask, add or  view not es, and perform t ask act ions. In 

t he 23.04 release, t hese int eract ive feat ures have been removed from t he appl ic-

at ion t imeline and, inst ead, are available in separat e component s. For det ails, see 

Task swit cher, Not es, and Act ions.

Data items

General ly, each informat ion it em or dat a f ield on t he         Det ails screen has a label and a 

value. The label ident if ies t he specif ic ent it y t hat  t he f ield relat es t o, and t he value is t he 

appl icat ion dat a corresponding t o t he label. Somet imes, t here may be mult iple values 

for  one label; for  example, when         dat a is present ed in a t able.

 1. Icon

 2. Label

 3. Value
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 4. Table labels

 5. Table values

Fields display informat ion of var ious dat a t ypes including t ext  (name, email  address, 

some IDs), numbers (phone, SSN), and dat es. A dat e may represent  eit her  a specif ic 

point  in t ime (dat e of bir t h) or  a durat ion (appl icat ion age).

Numbers and dat es can be conf igured t o use a var iet y of  format s. For example:

 l Phone numbers can be format t ed for  t he current  local it y or  t o accommodat e 

int ernat ional izat ion.

 l 9- digit  Social Secur it y Numbers  are commonly displayed using t he format  "AAA-

GG- SSSS".

 l Dat es represent ing a point  in t ime can use eit her  absolut e ("1 Jan 2022", "t oday") or  

relat ive ("last  Wednesday", "6 days ago") format s. 

 l Dat es represent ing a durat ion can use eit her  specif ic ("7 days, 3 hours, 26 

minut es") or  approximat e ("about  7 days", "last  week") format s. 

Somet imes a value might  be t oo long t o f it  in t he space available for  it ; in t his case, t he 

value is of t en t runcat ed and an el l ipsis ('…')   is appended t o indicat e t hat  you're not  look-

ing at  t he ful l  value. To see t he ful l  value, point  your cursor at  t he t runcat ed value and a 

t ool t ip is displayed showing t he ful l  value.

By default , values in t able columns wrap when t hey are wider t han t he column. 

However, somet imes t his behavior  is undesirable, and it  can be overr idden for  specif ic 

columns via conf igurat ion.

To ret urn t o t he         List  screen, cl ick t he Back t o ... l ink at  t he t op of t he screen, or  cl ick an 

it em in t he         Spaces navbar.

Application and Task panes

The Det ails screen is divided int o t wo panes: an Applicat ion pane on t he lef t , and a Task 

pane occupying t he remainder of  t he screen.

The Applicat ion pane cont ains t he fol lowing component s:

 l Progress stepper: a non- int eract ive high- level display of appl icat ion progress

 l Application key info card: a read- only view of key appl icat ion- relat ed informat ion

 l Task switcher: select  which t ask is displayed in t he Task pane

 l Notes: consol idat es al l  not es and t heir  associat ed comment s in a single card
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 l Document s: manage t he document s at t ached t o an appl icat ion

 l Application t imeline: a  read- only display of t he appl icat ion's progress, showing 

det ails of  t he st eps t hat  are current ly open and al l  t he complet ed st eps

The Task pane cont ains t he fol lowing component s:

 l Task key info card: a read- only view of key t ask- relat ed informat ion

 l Action group: a group of act ion but t ons, relevant  t o t he select ed t ask and depend-

ent  on t he appl icat ion's progress

 l A set  of  t ask det ails t abs which are dependent  on t he current  space but  may 

include:      

 l Applicants: appl icant  informat ion including personal informat ion and back-

ground checks

 l Communications: emails sent  by Workspaces or  Workspaces st aff

 l Validations: view t he det ails of  background checks in var ious format s such as 

HTML or JSON

 l Documents Checklist: a l ist  of  required document s and whet her t hey have 

been supplied

 l Action Required: a l ist  of  pending and complet ed act ions

Key Information

Key informat ion cards display import ant  appl icat ion and t ask informat ion t hat 's handy 

for  Workspaces users t o have at  t heir  f ingert ips.
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 1. Appl icat ion key info card

 2. Task key info card

 3. Icon

 4. Label

 5. Value

 6. Addit ional info t oolt ip

Key informat ion relat ing t o an appl icat ion and a select ed t ask are displayed in separat e 

key info cards. Each key info it em has a label and a value as well  as an icon t hat  provides 

a visual represent at ion of t he t ype of ent it y t hat  t he informat ion is relat ed t o, such as a 

unique ident if ier , person, or  durat ion. The number of key info it ems shown depends on 

t he widt h of your browser window wit h up t o t hree it ems displayed in t he Applicat ion 

Applicat ion key info card and up t o f ive it ems in t he Task key info card.

Each key info it em shows a single value but  t his can be l imit ing for  some kinds of inform-

at ion. To improve t his sit uat ion, addit ional informat ion can be displayed in a t oolt ip. 

When available, a t oolt ip is indicat ed by a infoToolt ip icon. To view t he t oolt ip, point  

your mouse at  t he infoToolt ip icon. 22.10This f eat ure was int roduced in t he 22.10 release

As an example, say you have an appl icat ion t ype cover ing mult iple opt ional product s 

and you have a Product  key info it em. If  an appl icat ion includes mult iple product s, only 
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t he f irst  product  is displayed in t he Product  key info it em. In t his scenar io, a t oolt ip 

could be conf igured t o show al l  product s included in t he appl icat ion. 

INFO

If  t he value displayed in t he Product  key info it em corresponds t o a form group, 

t he specif ic form associat ed wit h t he t ask is displayed as t he Product .

SLA Expiry

Workspaces enables you t o monit or  t he progress of each submit t ed appl icat ion against  

a crucial service indicat or , such as an    SLA. On t he Det ails screen, SLA Expiry in t he key 

info card shows eit her  how much t ime remains t o complet e processing of t he appl ic-

at ion or  t he elapsed t ime since t he SLA was breached.

 1. Appl icat ion Age

 2. SLA Expiry

Unlike t he graphical SLA indicat or  on t he List  screen, t he SLA Expiry f ield does not  indic-

at e expl icit ly when an appl icat ion is in t he SLA Warning Per iod.

NOTE

While t he SLA Expiry f ield is available in t he default  conf igurat ion of Workspaces, 

it  may not  be available in your Workspaces port al or  it  may appear dif ferent ly 

depending upon how your Workspaces port al has been conf igured.
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Progress stepper

The             progress st epper is an opt ional component  t hat  present s a high- level overview of 

appl icat ion progress against  signif icant  milest ones in t he appl icat ion l ife cycle.  By 

default , t he progress st epper is available for  t he Helpdesk and Assist ed Channel spaces 

only.  The progress st epper is hidden for  saved appl icat ions, becoming visible once an 

appl icat ion has been submit t ed.

INFO

If  you need t o see more appl icat ion processing det ails, t he appl icat ion t imeline 

shows t he exact  st eps performed.

 1. Complet ed st eps

 2. Current  st ep

 3. Pending st eps

Current , complet ed and pending st eps are dif ferent iat ed visual ly, al lowing t he user t o 

see t he progress of submit t ed appl icat ions at  a glance. St eps t o t he lef t  of  t he current  

st ep are shown as complet ed even if  t hey were skipped, while st eps t o t he r ight  of  t he 

current  st ep are shown as pending even if  t hey have been complet ed. For example, t he 

fol lowing screenshot  shows an appl icat ion t hat  is being reviewed for  t he second t ime 

aft er  request ed informat ion has been provided. The progress st epper shows t he Inform-

at ion Request ed st ep as pending even t hough it  has been complet ed because it  is t o t he 

r ight  of  t he current  st ep, while t he appl icat ion t imeline shows al l  st eps t he appl icat ion 

has been t hrough; in par t icular , t he t wo Manual Review st eps.
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Task sw itcher

As an appl icat ion progresses t hrough t he appl icat ion l ife cycle, t asks are creat ed rep-

resent ing var ious st eps t hat  need t o be complet ed. The t ask swit cher displays t he t asks 

associat ed wit h an appl icat ion, and provides a way for  you t o select  a t ask t o focus on.

By default , a maximum of t hree t asks are displayed. If  an appl icat ion has more t han 

t hree t asks, a Show All  but t on is displayed. Cl ick Show All  t o expand t he t ask swit cher 

so t hat  al l  of  t he appl icat ion's t asks are available. When expanded, t he Show All  but t on 

is replaced wit h a Show Less but t on. If  required, you can cl ick Show Less t o  reduce t he 

height  of  t he t ask swit cher so t hat  only t hree t asks are displayed.
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 1. Show All

 2. Show Less

Each t ask swit cher it em shows t ask dat a and met adat a such as t he t ask ID, t he asso-

ciat ed t imeline st ep, and t he t ask st at us. When you select  a t ask swit cher it em,  t he 

select ed  it em  is highl ight ed in a way t hat  connect s it  t o t he Task pane, and t he Task 

pane is refreshed t o show det ails relat ing t o t he select ed t ask.

Notes

As an appl icat ion progresses t hrough it s l ife cycle, it  may pass from one user t o anot her 

t o perform var ious assessment s or  ot her act ivit ies. Each user t hat  t ouches t he appl ic-

at ion can add informat ion such as how t he appl icat ion is processed, det ails of  user 

inquir ies, or  changes in pr ior it izat ion. An appl icat ion can pass t hrough many dif ferent  

set s of  hands, so it 's import ant  t o capt ure t his informat ion in case it 's needed by 

someone else lat er  in t he appl icat ion l ife cycle, or  t o assist  in responding t o inquir ies. 

Informat ion capt ured t his way is st ored as not es against  t he relevant  t asks. Not es can 

be added t o any t ask at  any t ime, even if  t he t ask is complet ed.

INFO

In Workspaces 22.04 and ear l ier  releases, not es can be added t o any t ask t hat  is 

in progress, but  not  t o complet ed t asks.
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 1. Not es card

 2. Not e det ails

 3. Not e t ext

 4. Comment s but t on

 5. Show All  but t on

 6. Toolt ip

 7. Add Not es but t on

Not es are displayed in t he reverse order in which t hey were made, wit h t he lat est  not e 

at  t he t op. Each not e ident if ies t he user t hat  added t he not e (email  address) and when 

it  was added (dat e and t ime) above t he not e's t ext .  The relat ed job st ep and t ask id can 

also be viewed in a t oolt ip.

By default , a maximum of t wo not es are shown. If  t here are more t han t wo not es across 

al l  of  t he appl icat ion's t asks, aShow All  but t on appears. Select  Show All  t o expand t he 

Not es card and reveal al l  not es made against  t he appl icat ion. When t he Not es card is 

expanded, t he Show All  but t on is replaced by a Show Less but t on. Select  Show Less t o 

col lapse t he card back t o it s or iginal size, showing just  t wo not es.

You can comment  on a not e, t hereby forming a t hread st ar t ing wit h t he not e and fol-

lowed by any comment s made against  it . The number of comment s on a not e is shown 

on t he not e's Comment s but t on. These comment s can be viewed and new comment s 
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added in t he Thread modal window. Comment s are displayed in t he Thread modal in t he 

reverse order in which t hey were made wit h t he newest  comment s at  t he t op. To view 

t he Thread modal, cl ick Comment s.

TIP

To learn more about  adding/ viewing not es and comment s, see Task not es and  

comment s.

Documents

The processing of appl icat ions oft en requires t hat  t he informat ion ent ered by appl ic-

ant s is ver if ied against  t hird- part y evidence such as a dr ivers l icense or  an energy bil l . 

Managing t he col lect ion of t his kind of document ary evidence is handled in Workspaces 

by t he Document s card.

The     Document s card provides a read- only view of t he document s at t ached t o an appl ic-

at ion as well  as some syst em- level informat ion relat ing t o each document . Document s 

are usual ly uploaded by t he appl icant  while f il l ing out  t he form and at t ached t o t he 

appl icat ion,     but  t hey may be provided by ot her means. For example, an appl icat ion may 

be at  a point  where t he appl icant  can no longer access it  but  needs t o provide sup-

port ing document at ion. In t his case, t he appl icant  may have t he opt ion t o send t he doc-

ument     t o t he person processing t he appl icat ion who t hen uploads and at t aches it  t o 

t he appl icat ion.

INFO

Workspaces al lows dupl icat e f iles t o be at t ached t o an appl icat ion. Two f iles are 

considered t o be dupl icat es if  t hey have t he same document  t it le (descr ipt ion), 

t he same f ile name, or  if  t hey are copies of t he same f ile wit h dif ferent  f ile names.

Each it em in t he     Document s card cont ains t he fol lowing element s.

 l Document t it le: The document  t it le is ent ered by t he user when uploading a doc-

ument  in Workspaces, or  it  may be assigned aut omat ical ly if  t he document  was 

uploaded by t he appl icant  when f il l ing in and submit t ing t he appl icat ion. The doc-

ument  t it le should ident ify t he kind of informat ion in t he document  f ile.

 l Uploaded t imestamp: A t imest amp t hat  shows when t he document  f ile was 

uploaded and at t ached t o t he appl icat ion.
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 l File details: The specif ic f ile- level det ails displayed, and where t hey appear, 

depend on your Workspaces version, but  may include f ile name, t ype or  size. The 

images below show which f ile det ails are available for  your Workspaces version.

 l linkView det ail: Available for  support ed document  t ypes only. On t he r ight - hand 

side of each document  it em is an     icon t hat  you can cl ick t o view t he document  in a 

modal window. Support ed document  t ypes are: JSON, XML, HTML, PDF, and some 

image format s (JPEG/ JPG, PNG, GIF). 23.10This f eat ure was int roduced in t he 23.10 

release

 l vert ical_align_bottomDownload: Available only if  l inkView det ail  is not  available. 

On t he r ight - hand side of each document  it em is an       icon t hat  you can cl ick t o 

download t he document  f ile.

 1. Document  t it le

 2. Uploaded t imest amp

 3. File det ails

 4. Upload but t on

 5. View det ail  icon

 6. Download icon

INFO

As a     Workspaces user, you cannot  change t he way document s appear on t he    

Document s card. However, you can upload and manage t he document s at t ached 

t o an appl icat ion.

Upload a document

The Upload opt ion let s you at t ach document s t o an appl icat ion. Here are some 

guidel ines about  when you can and can't  upload document s:
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 l You can upload a document  in any space.

 l You can upload document s from a Det ails screen, but  not  f rom a List  screen.

 l You can't  upload document s for  complet ed t asks, only for  t asks t hat  are st il l  in 

progress.

 l You can only upload document s for  t asks t hat  are assigned t o you. However, t his 

const raint  may be relaxed in your Workspaces conf igurat ion, al lowing anyone t o 

upload a document  t o any t ask, regardless of who it  is assigned t o.

In addit ion t o t he guidel ines above, Workspaces can be conf igured wit h condit ional 

rules, based on t ask or  appl icat ion dat a values, t hat  cont rol whet her t he document  

upload opt ion is available at  al l .

To upload a document  on t he Det ails screen:

 1. In t he Document s card, cl ick ver t ical_al ign_t opUpload. The Add /  Remove Docu-

ment s modal window is displayed.

 2. Ent er  a document  descr ipt ion. The Upload File but t on becomes enabled.

 3. Cl ick Upload File and browse for  t he document  f ile you want  t o upload, t hen 

select  it  and close t he f ile browser dialog. A progress bar is displayed while t he f ile 

is uploaded.

INFO

The appearance of t he f ile browser dialog and t he way it  behaves is depend-

ent  on your under lying operat ing syst em.

 4. If  you're f inished uploading document s, t hen go t o t he next  st ep. However, If  you 

want  t o upload more document s, cl ick Add anot her document  and repeat  f rom 

st ep 2 above.

 5. Cl ick Done or  closeClose when you're f inished uploading document s. The 

uploaded document  is added t o t he Document s card.

Manage uploaded documents

Workspaces provides several opt ions t hat  al low you t o manage t he document s 

at t ached t o an appl icat ion. These opt ions are available on t he Add /  Remove Docu-

ment s modal window which you can display by cl icking ver t ical_al ign_t opUpload on t he 

Det ails screen.
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 l Upload mult iple documents: Fol low t he st eps above descr ibing how t o upload a 

document , and at  st ep 4 fol low t he inst ruct ions t o upload more document s.

 l Upload a dif ferent f ile for an exist ing document: Wit h t he Add /  Remove Docu-

ment s modal window open, locat e t he document  you want  t o modify. Cl ick  do_

not _dist urb_onRemove File for  t he f ile t hat  is t o be replaced, t hereby removing 

t he at t ached f ile. Now, fol low t he inst ruct ions in Upload a Document  above from 

st ep 3 t o upload a dif ferent  f ile and at t ach it  t o t his document .

 l Remove a document: Wit h t he Add /  Remove Document s modal window open, loc-

at e t he document  you want  t o remove and cl ick delet eRemove Document  for  t his 

document .

INFO

You can't  remove or  change document s t hat  were uploaded t o t he appl icat ion at  

t he t ime it  was submit t ed.

The fol lowing image shows where you can f ind t he var ious document  management  fea-

t ures.

 1. Add anot her document  but t on

 2. Remove Document  but t on

 3. Remove File but t on
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Example: Upload a document

This example shows how someone who is processing appl icat ions can upload an iden-

t it y document , in t his case a dr iver  l icense, t o an appl icat ion for  an assigned t ask. It  is 

assumed t hat  you know how t o f ind a t ask t hat  is assigned t o you, or  how t o f ind an 

unassigned t ask and claim it . This is import ant  because, by default , you can only upload 

document s for  t asks t hat  are assigned t o you.

 1. Login t o Workspaces and select  t he Review space.

 2. Locat e a t ask assigned t o you, or  f ind and claim an unassigned t ask, t hen select  

t he t ask t o display t he t ask's det ails.

 3. On t he Det ails screen, go t o t he Document s card, t hen cl ick ver t ical_al ign_

t opUpload (A) t o open t he Add /  Remove Document s modal window (B).

 4. Ent er  a descr ipt ion (C) for  t he document  t hat  you want  t o upload. Not e t hat  t he 

uploadUpload File but t on on t he r ight  is disabled unt il  you ent er  a value in t he 

descr ipt ion f ield.

 5. Cl ick uploadUpload File (D), t hen browse t o and select  t he document  f ile you want  

t o upload (E). A progress bar is displayed while t he f ile is uploaded (F).

 6. Cl ick Done (G). The Add /  Remove Document s modal window closes, ret urning t o 

t he Det ails screen, and t he uploaded document  appears in t he Document s card. 

(H)
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Application timeline

NOTE

Prior  t o t he 23.04 release, t he appl icat ion t imeline is an int eract ive component  

where t he user can select  a t ask, add or  view not es, and perform t ask act ions. In 

t he 23.04 release, t hese int eract ive feat ures have been removed from t he appl ic-

at ion t imeline and, inst ead, are available in separat e component s. For det ails, see 

Task swit cher, Not es, and Act ions.

The appl icat ion t imeline present s a simplif ied read- only display of appl icat ion progress. 

St eps are shown in reverse chronological order, wit h t he current  st ep at  t he t op and 

complet ed st eps shown below it . The appl icat ion t imeline shows t he exact  st eps per-

formed dur ing appl icat ion processing unl ike t he progress st epper which provides only a 

high- level abst ract  overview of appl icat ion progress.

 1. St ep

 2. St ep queue

 3. Last  updat ed t imest amp

 4. St ep result

 5. Tasks in st ep

Each st ep in t he appl icat ion t imeline is represent ed by a separat e t imeline it em which is 

general ly associat ed wit h one or  more t asks, alt hough a st ep t hat  is processed aut o-

mat ical ly by t he syst em may not  have any t asks. Each t imeline it em shows summary 

informat ion relat ing t o t he st ep including t he fol lowing det ails:
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 l The name of t he queue t hat  t he st ep sources t asks from.

 l The dat e/ t ime t hat  t he t ask was most  recent ly updat ed.

 l The st ep's result , or  NO RESULT if  it  is not  yet  det ermined.

 l The number of t asks in t he st ep.

INFO

The t ask associat ed wit h t he current  st ep may not  be displayed in t he Task pane. 

This is because t he t ask swit cher cont rols which t ask is displayed, not  t he appl ic-

at ion t imeline.

Actions

Workspaces provides a set  of  st andard act ions for  working wit h appl icat ions and t asks. 

Al l  of  t he st andard act ions are available in t he default  conf igurat ion. In addit ion t o t he 

st andard act ions, Workspaces also support s t he conf igurat ion of cust om act ions t hat  

al low your Workspaces port al t o be ext ended wit h funct ional it y t hat  is not  available in 

t he default  conf igurat ion.        

 1. Select ed t ask

 2. St andard act ion but t ons

 3.  but t on

 4. More menu (cust om act ions)
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NOTE

The but t on labels and t oolt ips for  t he st andard act ion t ypes are conf igurable, so 

t hey may be dif ferent  in your Journey Workspaces port al t o what  is shown in t his 

document at ion.

Standard actions

St andard act ions can be performed from any Det ails screen. Act ions are accessed via 

t he but t ons in t he act ions group locat ed in t he t op- r ight  of  t he Task pane.

INFO

In Workspaces 23.04, t ask act ions are consol idat ed wit h appl icat ion act ions in 

t he act ions group. In ear l ier  releases, t ask act ions were accessed via icon but -

t ons on each t ask in t he appl icat ion t imeline.

 l List  screen

 l Det ails screen

 1. Bulk act ion

 2. St andard act ion but t ons
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 1. St andard act ion but t ons

 2. Cust om act ion but t on

Dif ferent  act ions may be available for  each t ask. This is because t he act ions t hat  can be 

performed on a t ask at  any t ime depend on several fact ors including t he t ask's current  

st at e. For example, t he Assign act ion wil l  be available only for  t asks t hat  aren't  assigned 

t o a user. If  no act ions are available, t his is indicat ed by displaying t he infoNone icon 

inst ead of t he act ion but t ons.

In t he default  conf igurat ion, t he fol lowing st andard act ions are available for  al l  releases 

and in al l  spaces except  as not ed.

 l Receipt

 l Add Not es (23.04 only, al l  spaces except  t he Document  Request s space)

 l View Not es (22.10 and ear l ier  releases only)

Also, t he Not es card > Comment s core funct ion (23.04 only) is always available even 

when t he Add Not es act ion is not .

To perform a st andard act ion, cl ick t he act ion but t on corresponding t o t he desired 

act ion. Most  st andard act ions wil l  display a br ief  message in t he bot t om- lef t  corner of  

t he screen conf irming t hat  t he act ion was successful or  not ifying you t hat  somet hing 

went  wrong.

Custom Actions

Cust om act ions use t hird- part y web services or  f luent  funct ions t o ext end t he func-

t ional it y of  your Workspaces port al wit h feat ures t hat  are not  available in t he default  

conf igurat ion. Cust om act ions can be performed from a Det ails screen only.
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INFO

There are no cust om act ions in t he default  Workspaces conf igurat ion. Any avail-

able cust om act ions, and what  t hey do, are specif ic t o your Workspaces port al 

and are not  covered by t his document at ion.

To perform a cust om act ion, cl ick  t hen select  t he desired act ion from t he More menu. 

Workspaces t r iggers t he cust om funct ional it y in Journey Manager or  anot her back- end 

syst em. What  happens next  depends on t he conf igurat ion of t he cust om act ion, and 

user int eract ion may be required. Once t he cust om behavior  is complet e, Workspaces 

refreshes t he screen.

Applicant Information

When an appl icant  f il ls out  an appl icat ion, t hey are usual ly required t o provide personal 

informat ion t hat  serves t o ident ify each appl icant  uniquely. This personally ident if iable 

informat ion (PII1) is of t en used t o perform background checks which are cr it ical in suc-

cessful ly processing t he appl icat ion.

Applicant  informat ion is displayed in t he Applicant s t ab. At  t he t op is an Applicant s sec-

t ion from which you can select  an appl icant  t o see t heir  specif ic informat ion displayed 

below in t he Personal Info sect ion and t he var ious background check sect ions.

INFO

Applicant  informat ion may be displayed dif ferent ly in ear l ier  releases (pr ior  t o 

23.04). For more informat ion, see The Applicat ion Det ails Screen (22.10 and 

ear l ier).

Appl icant  informat ion is grouped t oget her under t he Applicant s t ab. In t he default  con-

f igurat ion, appl icant  informat ion is displayed using t he same t hree- sect ion layout  in al l  

spaces:

1Personally Ident if iable Informat ion (PII) is informat ion about  an individual t hat  can be 

used t o dist inguish or  t race an individual ‘s ident it y, such as name, social secur it y num-

ber, dat e and place of bir t h, mot her ‘s maiden name, or  biomet r ic records; and any ot her 

informat ion t hat  is l inked t o an individual.
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 l Applicants: The l ist  of  appl icant s, wit h some key appl icant - relat ed informat ion. 

This is where you select  an appl icant  t o show more informat ion about  t hem. (Pr ior  

t o Workspaces 22.10, t his sect ion is cal led Select ed Applicant .)

 l Personal Info: A read- only view of t he select ed appl icant 's personal informat ion, 

also known as PII1 .

 l Background checks: The out comes for  var ious checks or  ver if icat ions relat ing t o 

t he select ed appl icant .

INFO

Background checks are highly conf igurable. The specif ic background checks in 

your Workspaces port al are conf igured for  you by a Journey plat form developer 

and cannot  be changed by a Workspaces user.

1Personally Ident if iable Informat ion (PII) is informat ion about  an individual t hat  can be 

used t o dist inguish or  t race an individual ‘s ident it y, such as name, social secur it y num-

ber, dat e and place of bir t h, mot her ‘s maiden name, or  biomet r ic records; and any ot her 

informat ion t hat  is l inked t o an individual.
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 1. Appl icant s t ab

 2. Applicant s sect ion

 3. Personal Info sect ion

 4. Background checks sect ions

Applicants section

As ment ioned above, t he Applicant s sect ion serves t wo purposes. In addit ion t o dis-

playing key appl icant - relat ed informat ion, you can select  an appl icant  f rom t his sect ion 

t o display t heir  informat ion in t he Personal Info sect ion and t he var ious background 

check sect ions. (Pr ior  t o Workspaces 22.10 al l  of  t he background checks were grouped 

in a sect ion cal led Background Checks.)
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In t he default  conf igurat ion, t he key appl icant - relat ed informat ion shown for  each 

appl icant  includes:

 l A Select ed indicat or  (radio but t on) showing which appl icant  is current ly select ed.

 l A St at us indicat or  (red disc) showing whet her any of t he background checks 

require at t ent ion when processing t he appl icat ion.

 l Applicant  ident it y informat ion (Name, Email).

 l A column for  each product  appl ied for , showing t he relat ionship of each appl icant  

t o each product .

 1. Select ed appl icant

 2. Ot her appl icant  (not  select ed)

 3. Act ion required

 4. Applicant  ident it y informat ion

 5. Product s

 6. Applicant - Product  relat ionship

 7. Legend

The product  columns correspond t o t he product s in t he appl icat ion t hat  were select ed 

by t he appl icant , and t he values in t hese columns indicat e how each appl icant  relat es 

t o each product  in t he appl icat ion; for  example, whet her an appl icant  is t he pr imary 

appl icant , a joint  appl icant , or  even a guarant or .

The f irst  four  columns are f ixed (in t he default  conf igurat ion), wit h only Name and 

Email   being appl icant  informat ion. St at us is a syst em- generat ed value based on t he res-

ult s of  t he appl icant 's background checks, and Select ed ref lect s a choice made by t he 

Workspaces user. In cont rast , t he number and names of t he product  columns may vary 

from one appl icat ion t o t he next  as t hey are det ermined by select ions made by t he 

appl icant s when complet ing t heir  appl icat ion. Similar ly, t he values displayed in t he 
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product  columns are also appl icat ion specif ic, as t hey correspond t o select ions made 

by t he appl icant s when complet ing t he appl icat ion.

Personal Info section

Immediat ely beneat h t he Applicant  (Select ed Applicant ) sect ion is t he Personal Info sec-

t ion. As t he name suggest s, t his sect ion displays personal informat ion (PII1) relat ing t o 

t he current ly select ed appl icant . In Workspaces 19.11 and lat er  releases, personal inform-

at ion is displayed in a gr id layout  for  just  one select ed appl icant , improving t he user 

exper ience when deal ing wit h appl icat ions t hat  include mult iple appl icant s and/ or  mul-

t iple product s. Pr ior  t o Workspaces 19.11, t he personal informat ion for  al l  appl icant s 

was displayed simult aneously in a t abular  view.

Background Checks section

The background checks present  a read- only view of t he out comes of var ious checks or  

ver if icat ions relat ing t o t he appl icant sselect ed appl icant . Examples of checks and ver i-

f icat ions t hat  might  appear here include ident it y ver if icat ion and r isk rat ing. Back-

ground checks are displayed in groups, showing t he name of each background check 

and t he corresponding result . Any background check for  which a result  is not  available 

is shown wit h no dat a.

1Personally Ident if iable Informat ion (PII) is informat ion about  an individual t hat  can be 

used t o dist inguish or  t race an individual ‘s ident it y, such as name, social secur it y num-

ber, dat e and place of bir t h, mot her ‘s maiden name, or  biomet r ic records; and any ot her 

informat ion t hat  is l inked t o an individual.
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 1. Legend

 2. Select ed appl icant

 3. Background check group

 4. Background check name

 5. Background check result

 6. Neut ral out come

 7. Negat ive out come

 8. Det ail  Link

 9. Posit ive out come

The result  of  each background check is reinforced t hrough t he use of color . Work-

spaces support s a set  of  st andard colors t hat  can be associat ed wit h var ious result s or  

st at es. A legend at  t he t op of t he Applicant s sect ion (22.10) or  Background Checks sec-

t ion (pr ior  t o 22.10) ident if ies t he pr inciple background check colors and what  each 

color  indicat es.
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The st andard colors are l ist ed below, along wit h suggest ions for  what  t hey might  indic-

at e.

 l Green, Light Green: Indicat e posit ive result s.

 l Red, Black: Indicat e negat ive result s.

 l Blue: Used for  neut ral st at es.

 l Orange: Represent s int ermediat e or  ot her st at es.

Some background checks have addit ional informat ion associat ed wit h t hem which can 

be useful t o underst and how t he result  was det ermined. The availabil it y of  addit ional 

informat ion is indicat ed by a l inkDet ail  Link icon t o t he r ight  of  t he result ; cl ick t he l ink 

t o view t he addit ional informat ion in a modal window.

Custom content

Much of t he Workspaces user int er face present s var ious t ypes of cont ent  (informat ion 

and feat ures) in component s or  layout s specif ical ly designed for  each cont ent  t ype. In 

addit ion t o t he st andard cont ent  t ypes descr ibed above, your Journey Workspaces 

port al may also be conf igured wit h addit ional cust om cont ent  specif ic t o your organ-

izat ion.  While cust om cont ent  is more commonly available on t he Det ails screen in sep-

arat e t abs 22.10This f eat ure was int roduced in t he 22.10 release, you may also f ind it  used on 

t he List  screen in expansion rows. 

Workspaces support s t wo format  opt ions for  cust om cont ent , designed for  t wo dif-

ferent  kinds of dat a:

 l Mult i- value data: Cont ent  is displayed in a t able, wit h a header row at  t he t op fol-

lowed by one or  more dat a rows. Each column represent s a dif ferent  kind of con-

t ent , ident if ied by t he column header, while each row relat es t o a single ent it y 

such as an appl icant , a background check, or  a document . Each individual dat a 

it em is eit her  a simple t ext / number display or  an icon but t on t hat  l inks t o addi-

t ional det ails or  funct ional it y. Al l  dat a it ems in t he same column are of t he same 

t ype.

 l Single- value data: Each dat a it em in a cont ainer (such as a t ab, card or  sect ion) is 

displayed separat ely, wit h a label and value, and an opt ional icon but t on t hat  l inks 

t o addit ional det ails or  funct ional it y.
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 1. Mult i- value dat a

 2. Single- value dat a

INFO

Cust om cont ent  present s a read- only view of a predet ermined dat a set . It  is con-

f igured by a    Workspaces developer who def ines bot h t he dat a t hat  is displayed 

and how it  appears. A  Workspaces user has no cont rol over t he way t he dat a 

appears, nor  can t hey modify t he displayed informat ion.

Several icon t ypes are support ed for  icon but t ons in cust om cont ent :

 l linkDet ail  Link: Indicat es addit ional det ails are available t o view. Cl ick t he icon but -

t on t o display t he addit ional det ails in a pop- up window.

 l vert ical_align_bottomDownload: Indicat es t he addit ional det ails are available t o 

download. Cl ick t he icon but t on t o download t he f ile cont aining t he addit ional 

det ails. 21.11This f eat ure was int roduced in t he 21.11 release

 l Any ot her icon provides access t o addit ional funct ional it y. Cl ick t he icon but t on t o 

perform t he associat ed act ion. 22.10This f eat ure was int roduced in t he 22.10 release

An icon but t on is usual ly accompanied by a t oolt ip as part  of  t he accessible user int er-

face available t o al l  users. This helps t o explain an icon but t on's purpose, in case t he 

icon is not  recognized immediat ely.
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 1. Icon but t on

 2. Accessible t oolt ip

As ment ioned above, cust om informat ion is displayed in separat e t abs. This al lows 

grouping of cont ent  represent ing relat ed informat ion t hat  can be act ed on as required. 

A t ab cont aining cont ent  t hat  requires at t ent ion is indicat ed by an  act ion badge. To 

clear  an act ion badge, select  t he t ab t hat  t he badge appears on and perform t he act ion 

indicat ed or  implied. For example, t he fol lowing image shows an act ion badge on t he 

Document s Checkl ist  t ab. Select ing t his t ab reveals t hat  several of  t he it ems (doc-

ument s) in t he Required Document s sect ion are required but  not  yet  available. The 

implicat ion here is t hat  t he unavailable document s need t o be uploaded (by t he appl ic-

ant ) in order t o clear  t he act ion badge from t his t ab.
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 1. Act ion badge

 2. Cont ent  requir ing at t ent ion

No Data scenario

Somet imes, dat a may not  be available in Workspaces for  one or  more dat a it ems. This 

could be because t he expect ed dat a does not  exist  (for  example, has not  been col-

lect ed) or  because a t echnical issue prevent s Workspaces from being able t o obt ain t he 

dat a. Workspaces indicat es t hat  expect ed dat a is not  available by displaying a dash '- ' 

inst ead of t he dat a value. The lack of dat a is reinforced by t he use of gray color  for  UI 

element s relat ing t o t hese dat a it ems.

 l 19.11 and lat er

 l Prior  t o 19.11
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Workspaces can also be conf igured t o hide it ems wit h no dat a, so you may not  even see 

f ields or  records wit h no dat a.
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The Application Details Screen (22.10 and 

earlier)
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release22.10This f eat ure was updat ed in t he 22.10 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

Overview

The Applicat ion Det ails Screen, as t he name suggest s, displays informat ion about  an 

individual appl icat ion and it s associat ed t asks, and provides feat ures for  you t o com-

plet e t he t asks, t hereby progress t he appl icat ion t hrough it s processing l ife cycle.

The Det ails screen is displayed when a user cl icks an appl icat ion or  t ask in an it em l ist  

on a List  screen, and t he informat ion displayed is reloaded when t he use cl icks a t ask in 

t he appl icat ion t imeline. Applicat ion informat ion is displayed in t he cont ext  of  a specif ic 

t ask, being eit her  t he f irst  t ask for  a saved appl icat ion or  any select ed t ask for  a sub-

mit t ed appl icat ion. Addit ional informat ion may also come from anot her t ask or  t he 

appl icat ion dat a.

Each space in t he default  conf igurat ion of t he Workspaces port al includes it s own 

Det ails screen, and al l  of  t hem  share a common layout  and a lot  of  common func-

t ional it y. However, each Det ails screen has some dif ferences, and t hese are ident if ied 

when discussing each of t he spaces separat ely.

 l 22.10

 l 20.05 -  22.04

 l Prior  t o 20.05
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 1. Progress st epper

 2. Key Informat ion

 3. Det ail  t abs

 4. Applicant s

 5. Personal Informat ion

 6. Background checks

 7. Applicat ion act ions

 8. Applicat ion t imeline

 9. Document s
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Features

The Det ails screen includes t he fol lowing feat ures, each of which is cont ained in a sep-

arat e t ab, card, or  card sect ion.

 l An opt ional progress st epper showing a high- level indicat ion of t he select ed appl ic-

at ion's progress. By default , t his is available for  t he Helpdesk and Assist ed Channel 
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spaces only. 22.10This f eat ure was int roduced in t he 22.10 release

 l Key informat ion about  t he select ed appl icat ion and it s t asks.

 l A set  of  st andard act ions t hat  you can perform at  t he current  st age of t he appl ic-

at ion's l ife cycle. 

 l A set  of  t abs providing access t o appl icant  dat a and ot her cust om informat ion. 
22.10This f eat ure was int roduced in t he 22.10 release

The appl icant  dat a, shown on t he Applicant s t ab, includes:     

 l A l ist  of  appl icant s and product s from which you can select  an appl icant  t o 

view more det ails. 19.11This f eat ure was int roduced in t he 19.11 release

 l Personal informat ion for  t he select ed appl icant , including ident it y and con-

t act  det ails. 19.11This f eat ure was int roduced in t he 19.11 release

 l The out comes of preconf igured background checks which provide an assess-

ment  of  a select ed appl icant 's suit abil it y. 19.11This f eat ure was int roduced in t he 

19.11 release

The ot her cust om informat ion, shown on addit ional t abs, includes:

 l Any ot her cust om informat ion t hat  is not  included in t he st andard cards, or  

t hat  is present ed dif ferent ly.

 l A feat ure- r ich appl icat ion t imeline showing al l  t he st eps (t asks) t hat  t he appl ic-

at ion has progressed t hrough, key det ails, and accompanying not es. Select  a st ep 

t o reload t he Det ails screen in t he cont ext  of  t hat  t ask. 20.05This f eat ure was int ro-

duced in t he 20.05 release

 l A dynamic set  of  act ions t hat  are appl icable t o t he select ed t ask and current ly 

available for  you t o perform, t hereby giving you conf idence t hat  you're act ing on 

t he r ight  t ask. 20.05This f eat ure was int roduced in t he 20.05 release

 l At t ached document s relat ing t o t he appl icat ion. 19.11This f eat ure was int roduced in 

t he 19.11 release | 22.10This f eat ure was updat ed in t he 22.10 release

Data items

General ly, each informat ion it em or dat a f ield on t he         Det ails screen has a label and a 

value. The label ident if ies t he specif ic ent it y t hat  t he f ield relat es t o, and t he value is t he 

appl icat ion dat a corresponding t o t he label. Somet imes, t here may be mult iple values 

for  one label; for  example, when         dat a is present ed in a t able.

 l 22.10

 l Prior  t o 22.10
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 1. Icon

 2. Label

 3. Value

 4. Table labels

 5. Table values

 6. Back t o List  screen

Fields display informat ion of var ious dat a t ypes including t ext  (name, email  address, 

some IDs), numbers (phone, SSN), and dat es. A dat e may represent  eit her  a specif ic 

point  in t ime (dat e of bir t h) or  a durat ion (appl icat ion age).

Numbers and dat es can be conf igured t o use a var iet y of  format s. For example:
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 l Phone numbers can be format t ed for  t he current  local it y or  t o accommodat e 

int ernat ional izat ion.

 l 9- digit  Social Secur it y Numbers  are commonly displayed using t he format  "AAA-

GG- SSSS".

 l Dat es represent ing a point  in t ime can use eit her  absolut e ("1 Jan 2022", "t oday") or  

relat ive ("last  Wednesday", "6 days ago") format s. 

 l Dat es represent ing a durat ion can use eit her  specif ic ("7 days, 3 hours, 26 

minut es") or  approximat e ("about  7 days", "last  week") format s. 

Somet imes a value might  be t oo long t o f it  in t he space available for  it ; in t his case, t he 

value is of t en t runcat ed and an el l ipsis ('…')   is appended t o indicat e t hat  you're not  look-

ing at  t he ful l  value. To see t he ful l  value, point  your cursor at  t he t runcat ed value and a 

t ool t ip is displayed showing t he ful l  value.

By default , values in t able columns wrap when t hey are wider t han t he column. 

However, somet imes t his behavior  is undesirable, and it  can be overr idden for  specif ic 

columns via conf igurat ion.

To ret urn t o t he         List  screen, cl ick t he Back t o ... l ink at  t he t op of t he screen, or  cl ick an 

it em in t he         Spaces navbar.

Progress stepper

The             progress st epper is an opt ional component  t hat  present s a high- level overview of 

appl icat ion progress against  signif icant  milest ones in t he appl icat ion l ife cycle.  By 

default , t he progress st epper is available for  t he Helpdesk and Assist ed Channel spaces 

only.  The progress st epper is hidden for  saved appl icat ions, becoming visible once an 

appl icat ion has been submit t ed.

INFO

If  you need t o see more appl icat ion processing det ails, t he appl icat ion t imeline 

shows t he exact  st eps performed.
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 1. Complet ed st eps

 2. Current  st ep

 3. Pending st eps

Current , complet ed and pending st eps are dif ferent iat ed visual ly, al lowing t he user t o 

see t he progress of submit t ed appl icat ions at  a glance. St eps t o t he lef t  of  t he current  

st ep are shown as complet ed even if  t hey were skipped, while st eps t o t he r ight  of  t he 

current  st ep are shown as pending even if  t hey have been complet ed. For example, t he 

fol lowing screenshot  shows an appl icat ion t hat  is being reviewed for  t he second t ime 

aft er  request ed informat ion has been provided. The progress st epper shows t he Inform-

at ion Request ed st ep as pending even t hough it  has been complet ed because it  is t o t he 

r ight  of  t he current  st ep, while t he appl icat ion t imeline shows al l  st eps t he appl icat ion 

has been t hrough; in par t icular , t he t wo Manual Review st eps.
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Key Information

The Key Informat ion card displays import ant  appl icat ion informat ion t hat 's handy for  

Workspaces st aff  t o have at  t heir  f ingert ips.

 l 22.10

 l 20.05 t o 22.04

 l Prior  t o 20.05
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 1. Key Info card

 2. Icon

 3. Label

 4. Value

 5. Toolt ip
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It ems on t he Key Info card have a label and a value as well  as an icon t hat  provides a 

visual represent at ion of t he t ype of ent it y t hat  t he informat ion is relat ed t o; for  

example, a unique ident if ier  (ID), a person or  a durat ion. The Key Info card includes 

bet ween four  and six  it ems depending on t he widt h of your browser window. The ful l  

widt h layout  accommodat es six key info it ems but  as t he widt h of your browser 

becomes smaller , it ems are removed progressively unt il  only four  it ems are displayed.

Each key info it em shows a single value but  t his can be l imit ing for  some kinds of inform-

at ion. To improve t his sit uat ion, addit ional informat ion can be displayed in a t oolt ip. 

When available, a t oolt ip is indicat ed by a infoToolt ip icon. To view t he t oolt ip, point  

your mouse at  t he infoToolt ip icon. 22.10This f eat ure was int roduced in t he 22.10 release

As an example, say you have an appl icat ion t ype cover ing mult iple opt ional product s 

and you have a Product  key info it em. If  an appl icat ion includes mult iple product s, only 

t he f irst  product  is displayed in t he Product  key info it em. In t his scenar io, a t oolt ip 

could be conf igured t o show al l  product s included in t he appl icat ion. 

The value displayed in t he Product  key info it em may correspond t o a form group. If  t his 

is t he case, t he specif ic form associat ed wit h t he t ask is displayed as t he Product .  |   22.10

    This f eat ure was int roduced in 22.10.

The Applicat ion Det ails Screen (22.10 and ear l ier) - 140 -



SLA Expiry

Workspaces enables you t o monit or  t he progress of each submit t ed appl icat ion against  

a crucial service indicat or , such as an    SLA. On t he Det ails screen, SLA Expiry in t he key 

info card shows eit her  how much t ime remains t o complet e processing of t he appl ic-

at ion or  t he elapsed t ime since t he SLA was breached.

 1. Appl icat ion Age

 2. SLA Expiry

Unlike t he graphical SLA indicat or  on t he List  screen, t he SLA Expiry f ield does not  indic-

at e expl icit ly when an appl icat ion is in t he SLA Warning Per iod.

NOTE

While t he SLA Expiry f ield is available in t he default  conf igurat ion of Workspaces, 

it  may not  be available in your Workspaces port al or  it  may appear dif ferent ly 

depending upon how your Workspaces port al has been conf igured.

Actions

Workspaces provides a set  of  st andard act ions for  working wit h appl icat ions and t asks. 

Al l  of  t he st andard act ions are available in t he default  conf igurat ion. In addit ion t o t he 

st andard act ions, Workspaces also support s t he conf igurat ion of cust om act ions t hat  

al low your Workspaces port al t o be ext ended wit h funct ional it y t hat  is not  available in 

t he default  conf igurat ion.        
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NOTE

The but t on labels and t oolt ips for  t he st andard act ion t ypes are conf igurable, so 

t hey may be dif ferent  in your Journey Workspaces port al t o what  is shown in t his 

document at ion.

Standard Actions (20.05 to 22.10)

St andard act ions can be performed from any Det ails screen. The way st andard act ions 

are made available depends on whet her t he act ion relat es t o an appl icat ion or  a t ask.

 l Application actions are accessed via but t ons in t he Act ion panel t o t he r ight  of  

t he Key Info card.

 l Task actions are accessed via icon but t ons on each t ask in t he appl icat ion 

t imeline.
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TIP | 22.10THIS FEATURE WAS INTRODUCED IN THE 22.10 RELEASE

You can use t he Bulk Act ion feat ure t o perform mult iple act ions at  once. Bulk 

act ions are available on t he Journey Workspaces List  screen only. Neit her  Jour-

ney Brokers nor Journey Applicant s support  bulk act ions, nor  can t hey be per-

formed from any Det ails screen.

INFO

Bulk act ions are available on t he Journey Workspaces List  screen only. Neit her  

Journey Brokers nor Journey Applicant s support  bulk act ions, nor  can t hey be 

performed from any Det ails screen.

Dif ferent  act ions may be available for  each t ask. This is because t he act ions t hat  can be 

performed on a t ask at  any t ime depend on several fact ors including t he t ask's current  

st at e. For example, t he Assign act ion wil l  be available only for  t asks t hat  aren't  assigned 

t o a user. If  no act ions are available for  a t ask, Workspaces indicat es t his by displaying 

t he error  (No Act ions Available) icon, inst ead of t he act ion but t ons, wit h t he icon's gray 

color  reinforcing t he lack of available act ions.

INFO

The Receipt  and Add Not es act ions are always available in t he default  con-

f igurat ion, and if  conf igured for  your Journey Workspacesport al.
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To perform a st andard act ion, cl ick t he act ion but t on corresponding t o t he desired 

act ion. Most  st andard act ions wil l  display a br ief  message in t he bot t om- lef t  corner of  

t he screen conf irming t hat  your desired act ion was successful or  not ifying you t hat  

somet hing went  wrong.

Standard Actions (19.11 and earlier)

St andard act ions can be performed from any Det ails screen using t he but t ons in t he 

Act ion panel t o t he r ight  of  t he Key Info card.

Dif ferent  act ions may be available for  each t ask. This is because t he act ions t hat  can be 

performed on a t ask at  any t ime depend on several fact ors including t he t ask's current  

st at e. For example, t he Assign act ion wil l  be available only for  t asks t hat  aren't  assigned 

t o a user. 

INFO

The Receipt  and Add Not es act ions are always available in t he default  con-

f igurat ion, and if  conf igured for  your Journey Workspacesport al.

To perform a st andard act ion, cl ick t he act ion but t on corresponding t o t he desired 

act ion. Most  st andard act ions wil l  display a br ief  message in t he bot t om- lef t  corner of  

t he screen conf irming t hat  your desired act ion was successful or  not ifying you t hat  

somet hing went  wrong.
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Custom Actions

Cust om act ions use t hird- part y web services or  f luent  funct ions t o ext end t he func-

t ional it y of  your Workspaces port al wit h feat ures t hat  are not  available in t he default  

conf igurat ion. Cust om act ions can be performed from a Det ails screen only.

INFO

There are no cust om act ions in t he default  Workspaces conf igurat ion. Any avail-

able cust om act ions, and what  t hey do, are specif ic t o your Workspaces port al 

and are not  covered by t his document at ion.

To perform a cust om act ion, cl ick  t hen select  t he desired act ion from t he More menu. 

Workspaces t r iggers t he cust om funct ional it y in Journey Manager or  anot her back- end 

syst em. What  happens next  depends on t he conf igurat ion of t he cust om act ion, and 

user int eract ion may be required. Once t he cust om behavior  is complet e, Workspaces 

refreshes t he screen.

 l 20.05 t o 22.10

 l Prior  t o 20.05
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Applicant Information

When an appl icant  f il ls out  an appl icat ion, t hey are usual ly required t o provide personal 

informat ion t hat  serves t o ident ify each appl icant  uniquely. This personally ident if iable 

informat ion (PII1) is of t en used t o perform background checks which are cr it ical in suc-

cessful ly processing t he appl icat ion.

The way appl icant  informat ion is present ed var ies for  dif ferent  releases.

 l 22.10: Appl icant  informat ion is displayed in t he Applicant s t ab. At  t he t op is an 

Applicant s sect ion from which you can select  an appl icant  t o see t heir  specif ic 

1Personally Ident if iable Informat ion (PII) is informat ion about  an individual t hat  can be 

used t o dist inguish or  t race an individual ‘s ident it y, such as name, social secur it y num-

ber, dat e and place of bir t h, mot her ‘s maiden name, or  biomet r ic records; and any ot her 

informat ion t hat  is l inked t o an individual.
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informat ion displayed below in t he Personal Info sect ion and t he var ious back-

ground check sect ions. 

 l 19.11 to 22.04: Appl icant  informat ion and background checks are displayed for  

one appl icant  at  a t ime, and in t wo separat e sect ions of t he Applicant s card: Per-

sonal Info and Background Checks. These t wo sect ions are preceded by a Select ed 

Applicant  sect ion cont aining t he l ist  of  appl icant s, f rom which one appl icant  can 

be select ed t o see t heir  informat ion.

 l Prior to 19.11: Appl icant  informat ion and background checks are displayed in t wo 

separat e cards, Applicant s and Background Checks, and al l  informat ion for  al l  

appl icant s is displayed simult aneously.

Applicant Information (19.11 to 22.10)

Applicant  informat ion is grouped t oget her under t he Applicant s t ab (22.10This f eat ure 

was int roduced in t he 22.10 release) or  card (pr ior  t o  22.10). In t he default  conf igurat ion, 

appl icant  informat ion is displayed using t he same t hree- sect ion layout  in al l  spaces:

 l Applicants: The l ist  of  appl icant s, wit h some key appl icant - relat ed informat ion. 

This is where you select  an appl icant  t o show more informat ion about  t hem. (Pr ior  

t o Workspaces 22.10, t his sect ion is cal led Select ed Applicant .)

 l Personal Info: A read- only view of t he select ed appl icant 's personal informat ion, 

also known as PII1 .

 l Background checks: The out comes for  var ious checks or  ver if icat ions relat ing t o 

t he select ed appl icant .

INFO

Background checks are highly conf igurable. The specif ic background checks in 

your Workspaces port al are conf igured for  you by a Journey plat form developer 

and cannot  be changed by a Workspaces user.

 l 22.10

1Personally Ident if iable Informat ion (PII) is informat ion about  an individual t hat  can be 

used t o dist inguish or  t race an individual ‘s ident it y, such as name, social secur it y num-

ber, dat e and place of bir t h, mot her ‘s maiden name, or  biomet r ic records; and any ot her 

informat ion t hat  is l inked t o an individual.
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 l Prior  t o 22.10

 1. Applicant s t ab

 2. Applicant s sect ion

 3. Personal Info sect ion

 4. Background checks sect ions
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Applicants section

As ment ioned above, t he Applicant s sect ion serves t wo purposes. In addit ion t o dis-

playing key appl icant - relat ed informat ion, you can select  an appl icant  f rom t his sect ion 

t o display t heir  informat ion in t he Personal Info sect ion and t he var ious background 
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check sect ions. (Pr ior  t o Workspaces 22.10 al l  of  t he background checks were grouped 

in a sect ion cal led Background Checks.)

In t he default  conf igurat ion, t he key appl icant - relat ed informat ion shown for  each 

appl icant  includes:

 l A Select ed indicat or  (radio but t on) showing which appl icant  is current ly select ed.

 l A St at us indicat or  (red disc) showing whet her any of t he background checks 

require at t ent ion when processing t he appl icat ion.

 l Applicant  ident it y informat ion (Name, Email).

 l A column for  each product  appl ied for , showing t he relat ionship of each appl icant  

t o each product .

 l 22.10

 l Prior  t o 22.10

 1. Select ed appl icant

 2. Ot her appl icant  (not  select ed)

 3. Act ion required

 4. Applicant  ident it y informat ion

 5. Product s

 6. Applicant - Product  relat ionship

 7. Legend
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The product  columns correspond t o t he product s in t he appl icat ion t hat  were select ed 

by t he appl icant , and t he values in t hese columns indicat e how each appl icant  relat es 

t o each product  in t he appl icat ion; for  example, whet her an appl icant  is t he pr imary 

appl icant , a joint  appl icant , or  even a guarant or .

The f irst  four  columns are f ixed (in t he default  conf igurat ion), wit h only Name and 

Email   being appl icant  informat ion. St at us is a syst em- generat ed value based on t he res-

ult s of  t he appl icant 's background checks, and Select ed ref lect s a choice made by t he 

Workspaces user. In cont rast , t he number and names of t he product  columns may vary 

from one appl icat ion t o t he next  as t hey are det ermined by select ions made by t he 

appl icant s when complet ing t heir  appl icat ion. Similar ly, t he values displayed in t he 

product  columns are also appl icat ion specif ic, as t hey correspond t o select ions made 

by t he appl icant s when complet ing t he appl icat ion.

The Applicat ion Det ails Screen (22.10 and ear l ier) - 152 -



Personal Info section

Immediat ely beneat h t he Applicant  (Select ed Applicant ) sect ion is t he Personal Info sec-

t ion. As t he name suggest s, t his sect ion displays personal informat ion (PII1) relat ing t o 

t he current ly select ed appl icant . In Workspaces 19.11 t o 22.10, personal informat ion is 

displayed in a gr id layout  for  just  one select ed appl icant , improving t he user exper ience 

when deal ing wit h appl icat ions t hat  include mult iple appl icant s and/ or  mult iple 

product s. Pr ior  t o Workspaces 19.11, t he personal informat ion for  al l  appl icant s was dis-

played simult aneously in a t abular  view.

Background checks

The background checks present  a read- only view of t he out comes of var ious checks or  

ver if icat ions relat ing t o t he appl icant sselect ed appl icant . Examples of checks and ver i-

f icat ions t hat  might  appear here include ident it y ver if icat ion and r isk rat ing. Back-

ground checks are displayed in groups, showing t he name of each background check 

and t he corresponding result . Any background check for  which a result  is not  available 

is shown wit h no dat a.

 l 22.10

 l Prior  t o 22.10

1Personally Ident if iable Informat ion (PII) is informat ion about  an individual t hat  can be 

used t o dist inguish or  t race an individual ‘s ident it y, such as name, social secur it y num-

ber, dat e and place of bir t h, mot her ‘s maiden name, or  biomet r ic records; and any ot her 

informat ion t hat  is l inked t o an individual.
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 1. Legend

 2. Select ed appl icant

 3. Background check group

 4. Background check name

 5. Background check result

 6. Neut ral out come

 7. Negat ive out come

 8. Det ail  Link

 9. Posit ive out come
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The result  of  each background check is reinforced t hrough t he use of color . Work-

spaces support s a set  of  st andard colors t hat  can be associat ed wit h var ious result s or  

st at es. A legend at  t he t op of t he Applicant s sect ion (22.10) or  Background Checks sec-

t ion (pr ior  t o 22.10) ident if ies t he pr inciple background check colors and what  each 

color  indicat es.

The st andard colors are l ist ed below, along wit h suggest ions for  what  t hey might  indic-

at e.

 l Green, Light Green: Indicat e posit ive result s.

 l Red, Black: Indicat e negat ive result s.

 l Blue: Used for  neut ral st at es.

 l Orange: Represent s int ermediat e or  ot her st at es.

Some background checks have addit ional informat ion associat ed wit h t hem which can 

be useful t o underst and how t he result  was det ermined. The availabil it y of  addit ional 

informat ion is indicat ed by a l inkDet ail  Link icon t o t he r ight  of  t he result ; cl ick t he l ink 

t o view t he addit ional informat ion in a modal window.
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Applicant Information (19.05 and earlier)

Applicant Details

The Applicant s card displays a br ief  read- only view of personal informat ion t hat  helps 

you t o ident ify each appl icant .

Personal informat ion, which could include Personally Ident if iable Informat ion (PII) such 

as ful l  name or  email  address, is displayed for  pr imary and secondary appl icant s, wit h 

each appl icant 's det ails shown separat ely. A minimum of t hree appl icant s are shown; if  

t here are less t han t hree appl icant s, t hose t hat  are not  appl icable are shown wit h no 

dat a. Each appl icant  is ident if ied uniquely by an Applicant  Number icon which is used 

elsewhere on t his screen t o connect  informat ion t o a specif ic appl icant .

NOTE

The number of appl icant s displayed is conf igurable. While t he default  con-

f igurat ion has t hree appl icant s, your Workspaces port al may have more (or  less).

The specif ic informat ion it ems displayed and t heir  arrangement  in t his card are con-

f igured by a Workspaces developer and cannot  be changed by a Workspaces user.
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Background Checks

The background checks present  a read- only view of t he out comes of var ious checks or  

ver if icat ions relat ing t o t he appl icant sselect ed appl icant . Examples of checks and ver i-

f icat ions t hat  might  appear here include ident it y ver if icat ion and r isk rat ing.
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The background checks are displayed in groups, showing t he name of each background 

check and t he corresponding result s. Separat e result s are shown for  each appl icant . A 

minimum of t hree appl icant s are shown; if  t here are less t han t hree appl icant s, t hose 
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t hat  are not  appl icable are shown wit h no dat a. Applicant  Number icons are used t o 

ident ify t he appl icant  t hat  each background check relat es t o.

NOTE

The number of appl icant s displayed is conf igurable. While t he default  con-

f igurat ion has t hree appl icant s, your Workspaces port al may have more (or  less).

The result  of  each background check is reinforced t hrough t he use of color . Work-

spaces support s a set  of  st andard colors t hat  can be associat ed wit h var ious result s or  

st at es. 

The st andard colors are l ist ed below, along wit h suggest ions for  what  t hey might  indic-

at e.

 l Green, Light Green: Indicat e posit ive result s.

 l Red, Black: Indicat e negat ive result s.

 l Blue: Used for  neut ral st at es.

 l Orange: Represent s int ermediat e or  ot her st at es.

Some background checks have addit ional informat ion associat ed wit h t hem which can 

be useful t o underst and how t he result  was det ermined. The availabil it y of  addit ional 

informat ion is indicat ed by a l inkDet ail  Link icon t o t he r ight  of  t he result ; cl ick t he l ink 

t o view t he addit ional informat ion in a modal window.

Application timeline

The appl icat ion t imeline displays import ant  informat ion and accompanying not es relat -

ing t o st eps and t asks in t he appl icat ion's hist ory.

 l 20.05 t o 22.10

 l Prior  t o 20.05
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The st ep t hat  is current ly in progress is shown at  t he t op of t he appl icat ion t imeline fol-

lowed by t he complet ed st eps l ist ed in order of  creat ion wit h t he oldest  st ep at  t he bot -

t om.
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Application timeline (20.05 to 22.10)

Each st ep in t he appl icat ion t imeline is represent ed by a separat e t imeline it em which is 

general ly associat ed wit h one or  more t asks, alt hough a st ep t hat  is processed aut o-

mat ical ly by t he syst em may not  have any t asks. By default , t imeline it ems appear in a 

col lapsed st at e, showing summary informat ion relat ing t o t he st ep. However, you can 

cl ick a t imeline it em t o expand it  and reveal more det ails about  t he st ep or  t ask. In fact , 

t he t imeline always has just  a single st ep expanded showing al l  of  t he t asks associat ed 

wit h t he st ep. As a result , if  you cl ick a st ep t o expand it , t he previously expanded st ep 

wil l  col lapse, hiding it s t asks. Not e t hat  a st ep t hat  does not  have any associat ed t asks 

cannot  be expanded.

When a st ep is col lapsed, t he fol lowing det ails are shown:

 l The st ep name. This may be t he same as t he name of t he queue t hat  t he t ask is or  

was sourced from, except  for  t he oldest  t ask whose name ident if ies it  as t he t ask 

t hat  was creat ed when t he appl icat ion was submit t ed.

 l The dat e/ t ime t hat  t he st ep was creat ed.

 l The st ep's result , or  "NO RESULT" if  it  is not  yet  det ermined.

 l The number of t asks associat ed wit h t he st ep.

 l The number of not es made against  t asks belonging t o t he st ep.
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When a st ep is expanded, you can see t he st ep's t asks, each of which includes t he fol-

lowing det ails:

 l The name of t he queue t hat  t he t ask is or  was sourced from.

 l Who t he t ask is or  was assigned t o (email  address).

 l The dat e/ t ime t hat  t he t ask was creat ed.

 l The dat e/ t ime t hat  t he t ask was most  recent ly updat ed.

 l The t ask ID; t his is unique in your Workspaces port al.

This informat ion can also be viewed in a format t ed t oolt ip t hat  appears when you point  

your cursor at  t he t ask.

When a st ep is expanded, you can select  one of it s t asks which causes t he Det ails 

screen t o be reloaded, showing t he appl icat ion in t he cont ext  of  t he select ed t ask. 

Select ing a t ask also reveals t he available t ask- relat ed act ions t hat  can be performed 

on t he t ask, and any not es ent ered against  t he t ask. (If , inst ead, you want  t o view al l  of  

t he not es for  al l  t asks in an appl icat ion, cl ick View Not es in t he Act ions panel.) Furt her , 

if  t he st ep has not  been complet ed, you can ent er  a not e against  t he select ed t ask t o 

record addit ional informat ion about  t he t ask or  it s associat ed st ep.

NOTE

The Not e f ield is l imit ed t o 2000 charact ers.
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Application timeline (19.11 and earlier)

Each st ep in t he appl icat ion t imeline is displayed in a separat e St ep Hist ory card. Each 

st ep general ly corresponds t o a single t ask associat ed wit h t he appl icat ion. Only one 

st ep is expanded at  any t ime; cl icking a st ep col lapses t he st ep t hat  was open. Init ial ly, 

al l  of  t he complet ed st eps are col lapsed wit h just  t he st ep t hat  is in progress expanded, 

but  any st ep can be expanded t o view more informat ion.

When a st ep is col lapsed, t he fol lowing det ails are shown:

 l The st ep name. This may be t he same as t he name of t he queue t hat  t he t ask is or  

was sourced from, except  for  t he oldest  t ask whose name ident if ies it  as t he t ask 

t hat  was creat ed when t he appl icat ion was submit t ed.

 l The dat e/ t ime t hat  t he st ep was creat ed.

 l The current  (In Progress) or  f inal (Complet ed) result  for  t he st ep.

 l The number of t asks associat ed wit h t he st ep.

When a st ep is expanded, you can see t he st ep's t ask which includes t he fol lowing 

det ails:

The Applicat ion Det ails Screen (22.10 and ear l ier) - 163 -



 l The name of t he queue t hat  t he t ask is or  was sourced from.

 l Who t he t ask is or  was assigned t o (email  address).

 l The dat e/ t ime t hat  t he t ask was creat ed.

 l The dat e/ t ime t hat  t he t ask was most  recent ly updat ed.

 l The t ask ID; t his is unique in your Workspaces port al.

If  you point  your cursor at  t hese det ails, a format t ed t ool t ip is displayed wit h labels 

ident ifying what  each it em is.

To t he r ight  of  t hese det ails, t he dat e/ t ime t hat  t he t ask was last  updat ed is displayed, 

and beneat h t hem is t he t ask name and st at us, fol lowed by one or  more not es. 

While t he current  (In Progress) st ep is open, you can record informat ion about  t he st ep 

by ent er ing a not e. You can add a not e t o any t ask of t he st ep t hat  is in progress. 

However, not es cannot  be ent ered for  older  st eps t hat  have been complet ed. To add a 

not e, select  a t ask t hat  has t he placeholder t ext  'Add a not e', t hen t ype in your not e and 

press Enter. Not es are displayed in t he reverse order in which t hey were made, wit h t he 

newest  not es at  t he t op. Each not e ident if ies t he user t hat  added t he not e (email  

address) and when t he not e was added (dat e/ t ime) above t he not e's t ext .
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NOTE

The Not e f ield is l imit ed t o 2000 charact ers.

Documents

The processing of appl icat ions oft en requires t hat  t he informat ion ent ered by appl ic-

ant s be ver if ied against  t hird- part y evidence such as a dr ivers l icense or  an energy bil l . 

Managing t he col lect ion of t his kind of document ary evidence is handled in Workspaces 

by t he Document s card.

The     Document s card provides a read- only view of t he document s at t ached t o an appl ic-

at ion as well  as some syst em- level informat ion relat ing t o each document . Document s 

are usual ly uploaded by t he appl icant  while f il l ing out  t he form and at t ached t o t he 

appl icat ion,     but  t hey may be provided by ot her means. For example, an appl icat ion may 

be at  a point  where t he appl icant  can no longer access it  but  needs t o provide sup-

port ing document at ion. In t his case, t he appl icant  may have t he opt ion t o email  t he doc-
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ument     t o t he person processing t he appl icat ion who t hen uploads and at t aches it  t o 

t he appl icat ion.

NOTE

In Workspaces 19.05 and ear l ier  releases, dupl icat e document s were not  per-

mit t ed. (Workspaces considers t wo f iles t o be dupl icat es if  t hey have t he same 

document  t it le (descr ipt ion), t he same f ile name, or  if  t hey are copies of t he 

same f ile wit h dif ferent  f ile names.) Workspaces 19.11 relaxes t his const raint  and 

al lows dupl icat e f iles t o be at t ached t o an appl icat ion.

(missing snippet  l ink)

Each it em in t he     Document s card cont ains t he fol lowing element s.

 l Document t it le: The document  t it le is ent ered by t he user when uploading a doc-

ument  in Workspaces, or  it  may be assigned aut omat ical ly if  t he document  was 

uploaded by t he appl icant  when f il l ing in and submit t ing t he appl icat ion. The doc-

ument  t it le should ident ify t he kind of informat ion in t he document  f ile.

 l Uploaded t imestamp: A t imest amp t hat  shows when t he document  f ile was 

uploaded and at t ached t o t he appl icat ion.

 l File details: The specif ic f ile- level det ails displayed, and where t hey appear, 

depend on your Workspaces version, but  may include f ile name, t ype or  size. The 

images below show which f ile det ails are available for  your Workspaces version.

 l linkView det ail: Available for  support ed document  t ypes only. On t he r ight - hand 

side of each document  it em is an     icon t hat  you can cl ick t o view t he document  in a 

modal window. Support ed document  t ypes are: JSON, XML, HTML, PDF, and some 

image format s (JPEG/ JPG, PNG, GIF). 23.10This f eat ure was int roduced in t he 23.10 

release

 l vert ical_align_bottomDownload: Available only if  l inkView det ail  is not  available. 

On t he r ight - hand side of each document  it em is an       icon t hat  you can cl ick t o 

download t he document  f ile.

 l 20.05 and lat er

 l 19.11

 l Prior  t o 19.11

The Applicat ion Det ails Screen (22.10 and ear l ier) - 166 -



INFO

As a     Workspaces user, you cannot  change t he way document s appear on t he    

Document s card. However, you can upload and manage t he document s at t ached 

t o an appl icat ion.

In     Workspaces 19.05 and ear l ier  releases, a circular  avat ar  was displayed on t he lef t -

hand side of each document  it em ident ifying who uploaded t he document . This avat ar  

has been removed in     Workspaces 19.11.     |    19.11    This f eat ure was updat ed in 19.11.
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Upload a Document

The Upload Docs (Upload Document s in Workspaces 19.05 and ear l ier) opt ion provides a 

way for  you t o at t ach  document s t o an appl icat ion. While you can upload a document  in 

any space, you can only do it  f rom a Det ails screen, not  f rom a List  screen. 

In Workspaces 19.05 and ear l ier  releases, you can only upload document s for  t asks t hat  

are assigned t o you. Workspaces 19.11 relaxed t his const raint  in t he default  con-

f igurat ion, al lowing Workspaces t o be conf igured so t hat  anyone can upload a doc-

ument  t o any appl icat ion, regardless of who it  is assigned t o.

INFO 22.10THIS FEATURE WAS INTRODUCED IN THE 22.10 RELEASE

By default , t he opt ion t o upload a document  is usual ly available. However, Work-

spaces can be conf igured wit h condit ional rules, based on t ask or  appl icat ion 

dat a values, t hat  cont rol whet her t he document  upload opt ion is available.

To upload a document  on t he Det ails screen:

 1. Cl ick Upload Docs (Upload Document s in Workspaces 19.05 and ear l ier).

 2. Ent er  a document  descr ipt ion. The Upload Document  but t on becomes enabled.
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 3. Cl ick Upload Document  and browse for  t he document  f ile you want  t o upload, 

t hen select  it  and close t he f ile browser dialog. The appearance of t he f ile browser 

dialog and t he way it  behaves is dependent  on your under lying operat ing syst em.

 4. If  you're f inished uploading document s, t hen go t o t he next  st ep. However, If  you 

want  t o upload more document s, cl ick Add more document s and repeat  f rom st ep 

2 above.

 5. Cl ick Done or  closeClose when you're f inished uploading document s.

Manage Application Attachments

Workspaces provides several opt ions  t hat  al low you t o manage t he document s 

at t ached t o an appl icat ion. These opt ions are available on t he At t ached Document s -  

Add /  Remove modal window which you can display by cl icking Upload Docs (Upload 

Document s in Workspaces 19.05 and ear l ier) on t he Det ails screen.

 l Upload mult iple documents –  Fol low t he st eps above descr ibing how t o upload a 

document , and at  st ep 4 fol low t he inst ruct ions t o upload more document s.

 l Upload a dif ferent f ile for an exist ing document  –  Wit h t he At t ached Document s 

-  Add /  Remove modal window open, locat e t he document  you want  t o modify. 

Cl ick do_not _dist urb_onRemove File adjacent  t o t he f ile t hat  is t o be replaced, 

t hereby removing t he at t ached f ile. Now, fol low t he inst ruct ions in Upload a 
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Document  above from st ep 3 t o upload a dif ferent  f ile and at t ach it  t o t his doc-

ument .

 l Remove a document  –  Wit h t he At t ached Document s -  Add /  Remove modal win-

dow open, locat e t he document  you want  t o remove and cl ick delet eRemove Docu-

ment  adjacent  t o t his document .

The fol lowing image shows where you can f ind t he var ious at t achment  management  fea-

t ures.

Upload a Document Example

This example shows how someone who is processing appl icat ions can upload an iden-

t it y document , in t his case a dr ivers l icense, t o an appl icat ion for  an assigned t ask. It  is 

assumed t hat  you know how t o f ind a t ask t hat  is assigned t o you, or  how t o f ind an 

unassigned t ask and claim it . This is import ant  because you can only upload document s 

for  t asks t hat  are assigned t o you.

 1. Login t o Workspaces and select  t he Review space.

 2. Locat e a t ask assigned t o you, or  f ind and claim an unassigned t ask, t hen select  

t he t ask t o display t he t ask's det ails.
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 3. On t he Det ails screen, scrol l  down t o reveal t he Document s card in t he lower 

r ight - hand corner of  t he screen, t hen cl ick Upload Docs (Upload Document s in 

Workspaces 19.05 and ear l ier) t o open t he Add /  Remove Document s modal win-

dow.

 4. Ent er  a descr ipt ion for  t he document  t hat  you want  t o upload. Not e t hat  t he 

Upload Document  but t on on t he r ight  is disabled unt il  you ent er  somet hing in t he 

descr ipt ion f ield.
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 5. Cl ick Upload Document , t hen browse t o and select  t he document  f ile you want  t o 

upload. A message is displayed br ief ly conf irming t hat  t he document  has been 

uploaded successful ly.
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 6. Cl ick Done t o close t he Add /  Remove Document s modal window and ret urn t o t he 

Det ails screen.

A new document  it em appears in t he Document s card for  t he document  you just  

uploaded.

Custom content

Much of t he Workspaces user int er face present s var ious t ypes of cont ent  (informat ion 

and feat ures) in component s or  layout s specif ical ly designed for  each cont ent  t ype. In 

addit ion t o t he st andard cont ent  t ypes descr ibed above, your Journey Workspaces 

port al may also be conf igured wit h addit ional cust om cont ent  specif ic t o your organ-

izat ion.  While cust om cont ent  is more commonly available on t he Det ails screen in sep-

arat e t abs 22.10This f eat ure was int roduced in t he 22.10 release, you may also f ind it  used on 

t he List  screen in expansion rows. 

Workspaces support s t wo format  opt ions for  cust om cont ent , designed for  t wo dif-

ferent  kinds of dat a:

 l Mult i- value data: Cont ent  is displayed in a t able, wit h a header row at  t he t op fol-

lowed by one or  more dat a rows. Each column represent s a dif ferent  kind of con-

t ent , ident if ied by t he column header, while each row relat es t o a single ent it y 
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such as an appl icant , a background check, or  a document . Each individual dat a 

it em is eit her  a simple t ext / number display or  an icon but t on t hat  l inks t o addi-

t ional det ails or  funct ional it y. Al l  dat a it ems in t he same column are of t he same 

t ype.

 l Single- value data: Each dat a it em in a cont ainer (such as a t ab, card or  sect ion) is 

displayed separat ely, wit h a label and value, and an opt ional icon but t on t hat  l inks 

t o addit ional det ails or  funct ional it y.

 l 22.10

 l Prior  t o 22.10

 1. Mult i- value dat a

 2. Single- value dat a
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INFO

Cust om cont ent  present s a read- only view of a predet ermined dat a set . It  is con-

f igured by a    Workspaces developer who def ines bot h t he dat a t hat  is displayed 

and how it  appears. A  Workspaces user has no cont rol over t he way t he dat a 

appears, nor  can t hey modify t he displayed informat ion.

Several icon t ypes are support ed for  icon but t ons in cust om cont ent :

 l linkDet ail  Link: Indicat es addit ional det ails are available t o view. Cl ick t he icon but -

t on t o display t he addit ional det ails in a pop- up window.

 l vert ical_align_bottomDownload: Indicat es t he addit ional det ails are available t o 

download. Cl ick t he icon but t on t o download t he f ile cont aining t he addit ional 

det ails. 21.11This f eat ure was int roduced in t he 21.11 release

 l Any ot her icon provides access t o addit ional funct ional it y. Cl ick t he icon but t on t o 

perform t he associat ed act ion. 22.10This f eat ure was int roduced in t he 22.10 release
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No Data scenario

Somet imes, dat a may not  be available in Workspaces for  one or  more dat a it ems. This 

could be because t he expect ed dat a does not  exist  (for  example, has not  been col-

lect ed) or  because a t echnical issue prevent s Workspaces from being able t o obt ain t he 

dat a. Workspaces indicat es t hat  expect ed dat a is not  available by displaying a dash '- ' 

inst ead of t he dat a value. The lack of dat a is reinforced by t he use of gray color  for  UI 

element s relat ing t o t hese dat a it ems.

 l 19.11 and lat er

 l Prior  t o 19.11
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Workspaces can also be conf igured t o hide it ems wit h no dat a, so you may not  even see 

f ields or  records wit h no dat a.
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Reviewing applications
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.04This f eat ure was updat ed in t he 23.04 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

Appl icat ions submit t ed by new and exist ing cust omers are not  always able t o be 

approved or  decl ined immediat ely. Pending appl icat ions are referred t o bank st aff  for  

t heir  at t ent ion in det ermining whet her or  not  an appl icat ion is successful. St aff          can use         

Workspaces t o review and resolve pending appl icat ions eff icient ly, minimizing any 

delays and cont r ibut ing t o higher cust omer sat isfact ion.

The default          Workspaces conf igurat ion includes a    Review space, complet e wit h a    List  

screen and a   Det ails screen conf igured wit h feat ures designed t o make appl icat ion pro-

cessing fast  and eff icient . 

The Review space works in conjunct ion wit h t he Document  Request s space, providing a 

mechanism for  int eract ion bet ween appl icant s and reviewers; in par t icular , t o enable 

communicat ion bet ween an appl icant  and bank st aff  when t he appl icant  needs t o 

upload document s required for  appl icat ion processing.  |   22.10    This f eat ure was int roduced 

in 22.10.

List Screen

The List  screen in t he Review space includes al l  of  t he st andard feat ures of a Work-

spacesList  screen.

 l An it em l ist  populat ed wit h t asks sourced from t he act ive queue.

 l Support  for  opt ional it em l ist  expansion rows present ing addit ional cont ent . 
23.04This f eat ure was int roduced in t he 23.04 release
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 l A graphical SLA indicat or  t hat  let s you monit or  appl icat ion progress against  an 

SLA at  a glance. 19.11This f eat ure was int roduced in t he 19.11 release

 l A global view select or , used t o apply a pre- def ined set  of  f ields, f il t ers and sor t  

opt ions t o t he it em l ist .

 l A global f il t er  t o select  t he queue t hat  t asks are sourced from.

 l A Creat ed Dat e global f il t er  t hat  rest r ict s t he t asks in t he it em l ist  based on t he 

dat e t hey were creat ed.

 l Flexible search, f il t er  and sor t  opt ions t hat  you can use t o ref ine t he set  of  t asks in 

t he it em l ist .

 l A Bulk Act ion mode swit ch t o change bet ween act ing on a single t ask or  mult iple 

t asks. 22.10This f eat ure was int roduced in t he 22.10 release

 l Paging t ools t hat  al low you t o browse al l  of  t he it ems mat ching your select ed cr i-

t er ia over mult iple it em l ist  pages.

 l 23.04 and lat er

 l 20.05 t o 22.10

 l 19.11

 l 19.05 and ear l ier
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The List  screen in t he Review space displays a l ist  of  t asks from t he select ed queue, t ak-

ing int o considerat ion t he current  view and any act ive search, f il t er  and sor t  opt ions. 

Each row in t he it em l ist  shows informat ion for  a single t ask in columns including an 

SLA indicat or  t hat  ident if ies how applicat ion processing is progressing against  t he 

t erms of your SLA. Rows can be expanded t o show addit ional det ails. The name of t he 

act ive queue is displayed in t he Queue select or , and t he name of t he current  view is high-

l ight ed in t he View select or .  To learn more about  t he it em l ist , see Underst anding t he   

Workspaces List  screen > It em l ist .

The it ems displayed sat isfy global f il t er  requirement s imposed by t he Creat ed Dat e f il -

t er , and can be fur t her  ref ined using ot her search, f il t er  and sor t  opt ions. Searching and 

f il t er ing rest r ict  which t asks are displayed in t he it em l ist , while sor t ing det ermines t he 

order t hat  it ems appear in t he l ist . To learn more about  t hese opt ions, see Search for  a 

t ask or  appl icat ion, Fil t er  t he it em l ist  and Sort  t he it em l ist .

Once you've found t he t ask you're int erest ed in, you can select  it  in t he it em l ist  t o per-

form an act ion on it . To learn about  t he available act ions, see Act ions below.

Reviewing applicat ions - 181-



Details Screen

The Det ails screen in t he Review space support s al l  of  t he st andard feat ures of a Work-

spaces Det ails screen. It  displays comprehensive informat ion about  an appl icat ion and 

a select ed t ask, and provides access t o act ions for  processing appl icat ions. Each of t he 

fol lowing feat ures is cont ained in a separat e cont ainer (pane, card or  sect ion).

 l Separat e panes for  appl icat ion and t ask cont ent . 23.04This f eat ure was int roduced in 

t he 23.04 release

 l Separat e key informat ion cards for  t he appl icat ion and t he select ed t ask. 23.04This 

f eat ure was int roduced in t he 23.04 release

 l The abil it y t o t rack appl icat ion progress against  an SLA. 

 l A t ask swit cher showing al l  t he appl icat ion's t asks, f rom which you can select  one 

t o display in t he Task pane. 23.04This f eat ure was int roduced in t he 23.04 release

 l A Not es card, br inging al l  not es and comment s for  a select ed appl icat ion t oget her 

in a single component . Each not e and it s comment s form a t hreaded conversat ion 

bet ween t he appl icant  and bank st aff . 23.04This f eat ure was int roduced in t he 23.04 

release

 l A col lect ion of document s used dur ing appl icat ion processing t o ver ify appl icant  

det ails.

 l An applicat ion t imeline showing t he st eps (t asks) t hat  t he appl icat ion has pro-

gressed t hrough. 23.04This f eat ure was updat ed in t he 23.04 release

 l A dynamic set  of  act ions t hat  are appl icable t o t he appl icat ion or  select ed t ask 

and which are current ly available for  you t o perform in t he Review space at  t he cur-

rent  st age of t he appl icat ion's l ife cycle.

 l An Applicant s t ab, providing access t o appl icant  dat a including:     

 l An applicant  l ist  showing how each appl icant  relat es t o each product  in t he 

appl icat ion. Select  an appl icant  t o view more det ails about  t hem.

 l Personal informat ion for  t he select ed appl icant , including ident it y and con-

t act  det ails. 

 l The out comes of preconf igured background checks which provide an assess-

ment  of  a select ed appl icant 's suit abil it y. 

 l A Communicat ions t ab l ist ing emails sent  t o t he appl icant  wit h opt ions t o view 

and resend.

 l Opt ions t o view t he det ails of  background checks in var ious format s including 

JSON, XML, HTML, or  PDF.
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 l A checkl ist  of  document s t hat  need t o be uploaded, as well  as an upload st at us for  

each document .

To learn about  any of t hese feat ures, cl ick t he l inks above or  see The Applicat ion Det ails 

Screen if  you're using Workspaces 23.04 or  lat er  and The Applicat ion Det ails Screen 

(22.10 and ear l ier) if  you're using an ear l ier  Workspaces release.

NOTE

Prior  t o t he 23.04 release, t he appl icat ion t imeline is an int eract ive component  

where t he user can select  a t ask, add or  view not es, and perform t ask act ions. In 

t he 23.04 release, t hese int eract ive feat ures have been removed from t he appl ic-

at ion t imeline and, inst ead, are available in separat e component s. For det ails, see 

Task swit cher, Not es, and Act ions.

 l 23.04 and lat er

 l 20.05 t o 21.10

 l 19.11 and ear l ier
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Actions

The process act ions are:
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 l Add Notes: Add not es (and comment s) against  an appl icat ion's t asks. 23.04This f ea-

t ure was int roduced in t he 23.04 release

 l Claim: Assign a t ask t o yourself .

 l Decision: Take a decision t hat  progresses a t ask along it s appl icat ion journey.

 l Receipt: See a read- only view of a submit t ed appl icat ion.

 l Release: Remove a t ask assignment  for  a t ask assigned t o you.

 l View Notes: View al l  not es recorded against  al l  of  an appl icat ion's t asks. 20.05This 

f eat ure was int roduced in t he 20.05 release 23.04This f eat ure was removed in t he 23.04 

release

The         Claim,         Release, and         Decision act ions are descr ibed below in t he cont ext  of  t he         

Review space, including examples of how t o use t hem.

Claim and         Release Tasks

When you want  t o work on a t ask, you can select  it  in t he it em l ist  and claim it  so t hat  

everyone wil l  know you are working on it . Once you have claimed a t ask, ot her act ions 

may become available for  you t o perform on t hat  t ask; in par t icular , t aking a decision 

about  whet her or  not  an appl icat ion is successful. When you no longer need t o work on 

t he t ask, you can release it  so t hat  it  can be assigned t o someone else.

You can  claim a t ask t hat  is not  already assigned t o anyone, t hereby assigning it  t o you, 

but  you can’t  claim a t ask t hat  has already been assigned t o someone else. Also, you 

can't  use t he Claim act ion t o assign a t ask t o someone else, only t o yourself . To assign a 

t ask t o someone else, you need t o have access t o t he Assign act ion, normally only avail-

able t o managers and supervisors.

You can release a t ask t hat  is assigned t o you, but  you can’t  release a t ask t hat  is 

assigned t o someone else. Releasing a t ask ret urns it  t o t he pool of  unassigned t asks in 

t he it em l ist , al lowing it  t o be assigned t o someone else.

Take a Decision

When you have al l  t he informat ion you need about  a t ask, you can t ake a decision on t he 

t ask's out come. Taking a decision on a t ask complet es t he t ask and moves it  along in it s 

l ife cycle.

The Decision act ion is available only from t he Det ails screen in t he Review space, and 

only for  t asks t hat  are assigned t o you; you cannot  t ake a decision for  a t ask t hat  is 
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assigned t o someone else. When you t ake a decision, you must  provide bot h t he 

decision (represent ing some out come, assessment  or  result ) and a not e support ing t he 

decision. The not e is import ant  because it  helps ot hers t o underst and how you arr ived 

at  your decision, and may be pref il led wit h relevant  informat ion.

If  you don't  have al l  t he informat ion you need t o complet e t he decision r ight  now, you 

can cl ick Save (at  st ep 6) t o save t he informat ion you have ent ered and complet e t he 

decision lat er . Subsequent ly, when you are ready t o complet e t he decision, repeat  t he 

necessary st eps above t o ret urn t o t he Decision modal window, updat e t he Decision 

and Not e as required, and t hen cl ick Submit  t o record t he decision you have made.

To learn more about  t he      Decision act ion, see     Decision: Record a decision for  a t ask.

Action Examples

Let 's go st ep by st ep t hrough some examples for  act ivit ies t hat  you may need t o per-

form while processing appl icat ions.

There are examples for  t he fol lowing act ions below.

 l Claim a t ask on t he    List  screen

 l Approve an appl icat ion (Take a Decision) on t he     Det ails screen

 l Release a t ask on t he    List  screen

St ep- by- st ep examples are also available for  ot her act ions t hat  you may f ind useful 

while processing appl icat ions.

 l View a receipt  on t he (Helpdesk) Det ails screen

 l View al l  not es for  an appl icat ion on t he Det ails screen 23.04This f eat ure was removed 

in t he 23.04 release

 l Upload a document  on t he Det ails screen

 l Ask an appl icant  t o upload required document s on t he Det ails screen

Claim a         Task

This example shows you how t o claim a         t ask on t he         List  screen, using t he search feat ure 

t o locat e t he         t ask t o be claimed.

 1. Login t o             Workspaces and select  t he Review space. The             List  screen is displayed.

 2. Cl ick in t he searchSearch box t hen t ype t he ful l  App ID t o search for              t asks wit h 

t his App ID. In t his example, t he App ID is "79V3QN7", and t wo             t asks are found.             
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 3. Point  your cursor at  t he             t ask t hat  you want  t o claim –  t he available act ions appear 

at  t he r ight - hand side. Cl ick             l ibrary_addClaim t o assign t he             t ask t o yourself .             The A 

message conf irming you have claimed t he t ask is displayed br ief ly in t he bot t om-

lef t  corner of  t he screen.

             Alt ernat ively, you can cl ick t he             t ask t o display it s appl icat ion det ails and t hen cl ick 

t he Claim but t on on t he             Det ails screen.

Release a Task

This example shows you how t o locat e a         t ask using t he f il t er  feat ure t hen release t he         

t ask so t hat  it 's no longer assigned t o you.
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 1. Login t o             Workspaces and select  t he Review space.

 2. Cl ick Fil t er  t o display t he Fil t ers select or  t hen ent er  one or  more f il t ers t hat  wil l  

help you t o narrow down             t he l ist  of              t asks and make it  easier  t o see t he             t ask you 

want  t o release. In t his example, we know t hat  t he appl icat ion was creat ed on 15 

July 2020, so we'l l  f il t er  on t hat  dat e.             

 3. Now, you can release t he t ask. Point  your mouse at  t he             t ask you want  t o release. 

The available act ions appear at  t he r ight - hand side. Cl ick open_in_newRelease and 

t he             t ask wil l  be assigned no longer. A message conf irming t hat  you have released 

t he             t ask is displayed br ief ly in t he bot t om lef t  corner.             
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             Alt ernat ively, you can cl ick t he             t ask t o display it s det ails, t hen cl ick Release on t he

             Det ails screen.

Approve an Application

This example shows you how t o t ake a decision about  a t ask assigned t o you so t hat  t he 

associat ed appl icat ion progresses in it s  l ife cycle. In t his example, we'l l  kick off  t he pro-

cess t o send an appl icat ion for  a fraud check t hen save wit hout  submit t ing so t hat  we 

can go and f ind some informat ion we need for  t he support ing not e. Final ly, we'l l  resume 

and complet e t he decision process.

 1. Fol low t he st eps in t he previous example t o claim a t ask. Not e t hat  you could 

replace t he search wit h any opt ions t hat  help you t o locat e t he t ask. You can skip 

t his st ep if  you've just  done it  or  if  t he t ask you want  t o act  on is already assigned 

t o you.

 2. Cl ick t he t ask t o display it 's appl icat ion det ails t hen cl ick cal l_spl it Decision t o dis-

play t he Decision window.

 l 23.04

 l 20.05 t o 22.10

 l Prior  t o 20.05 (EOL)

cal l_spl it Decision is locat ed in t he Act ions group.
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cal l_spl it Decision is locat ed wit hin t he select ed t ask in t he appl icat ion t imeline.

The Decision but t on is locat ed in t he Act ion panel.

 3. Not ice t hat  t he Choose a Decision box is empt y. Select  an opt ion in t he Choose a 

Decision l ist  t hat  mat ches t he decision we want  t o t ake; in t his case, Fraud Check. 

We need t o include informat ion in our not e t o support  t he decision but  can't  recal l  

t he exact  det ails, so cl ick Save and close t he Decision window, ret urning t o t he 

Det ails screen.
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 4. Wit h t he Decision window closed, we can f ind t he appl icat ion det ails we need t o 

support  our  decision. Once we've found t he support ing informat ion, cl ick Decision 

t o display t he Decision window again. Not ice t hat  t he Choose a Decision box st il l  

has t he value Fraud Check t hat  we select ed previously. Ent er  t he not e support ing 

our decision, t hen cl ick Submit .
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Aft er  submit t ing t he decision, Workspaces ret urns t o t he List  screen where t he t ask 

may not  be available because it  may no longer sat isfy t he act ive search or  f il t er  cr it er ia; 

for  example, it  may be on a dif ferent  queue.
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Request information during application 

review
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  22.10This f eat ure was int roduced in t he 22.10 

release23.04This f eat ure was updat ed in t he 23.04 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

Appl icat ions submit t ed by new and exist ing cust omers are not  always able t o be 

approved or  decl ined immediat ely. Somet imes t his is because t he appl icant  has not  

at t ached al l  of  t he required document s t hat  support  t he informat ion t hey have ent ered 

in t heir  appl icat ion. St aff          can use         Workspaces t o review and resolve pending appl ic-

at ions eff icient ly, minimizing any delays and cont r ibut ing t o higher cust omer sat -

isfact ion.

The default          Workspaces conf igurat ion includes a    Document  Request s space, complet e 

wit h a    List  screen and a   Det ails screen conf igured wit h feat ures designed t o make 

appl icat ion processing fast  and eff icient . This space is par t  of  an appl icat ion f low t hat  

demonst rat es how an appl icat ion can be t ransferred back t o t he appl icant  for  t heir  fur-

t her  act ion. In t his space, bank st aff  can monit or  t he progress of each appl icat ion sent  

back t o t he appl icant  when document s required for  appl icat ion processing are missing. 

The Document  Request s space works in conjunct ion wit h t he Review space, providing a 

mechanism for  int eract ion bet ween appl icant s and reviewers; in par t icular , t o enable 

communicat ion bet ween an appl icant  and bank st aff  when t he appl icant  needs t o 

upload document s required for  appl icat ion processing. 
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List Screen

The List  screen in t he Document  Request s space includes al l  of  t he st andard feat ures 

of a WorkspacesList  screen.

 l An it em l ist  cont aining a l ist  of  t asks for  appl icat ions t hat  require support ing doc-

ument s t o be uploaded.

 l A Form /  Product  Type global f il t er  t hat  rest r ict s t he appl icat ions in t he it em l ist  

t o just  t hose t hat  require support ing document s t o be uploaded.

 l A Creat ed Dat e global f il t er  t hat  rest r ict s t he t asks in t he it em l ist  based on t he 

dat e t hey were creat ed.

 l Flexible search, f il t er  and sor t  opt ions t hat  you can use t o ref ine t he set  of  t asks in 

t he it em l ist .

 l Paging t ools t hat  al low you t o browse al l  of  t he it ems mat ching your select ed cr i-

t er ia over mult iple it em l ist  pages.

 l 23.04 and lat er

 l 22.10
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The List  screen in t he Document  Request s space displays a l ist  of  appl icat ions, t aking 

int o considerat ion any act ive search, f il t er  and sor t  opt ions. Each row in t he it em l ist  

shows informat ion for  a single t ask in columns. To learn more about  t he it em l ist , see 

Underst anding t he   Workspaces List  screen > It em l ist .

The it ems displayed sat isfy global f il t er  requirement s imposed by t he Creat ed Dat e f il -

t er , and can be fur t her  ref ined using ot her search, f il t er  and sor t  opt ions. Searching and 

f il t er ing rest r ict  which t asks are displayed in t he it em l ist , while sor t ing det ermines t he 

order t hat  it ems appear in t he l ist . To learn more about  t hese opt ions, see Search for  a 

t ask or  appl icat ion, Fil t er  t he it em l ist  and Sort  t he it em l ist .

Once you've found t he t ask you're int erest ed in, you can select  it  in t he it em l ist  t o per-

form an act ion on it . To learn about  t he available act ions, see Act ions below.

Details Screen

The Det ails screen in t he Document  Request s space support s al l  of  t he st andard fea-

t ures of a Workspaces Det ails screen. It  displays comprehensive informat ion about  an 

appl icat ion and a select ed t ask, and provides access t o act ions for  handling document  

upload request s. Each of t he fol lowing feat ures is cont ained in a separat e cont ainer 

(pane, card or  sect ion).
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 l Separat e panes for  appl icat ion and t ask cont ent . 

 l Separat e key informat ion cards for  t he appl icat ion and t he select ed t ask. 

 l The abil it y t o t rack appl icat ion progress against  an SLA. 

 l A t ask swit cher showing al l  t he appl icat ion's t asks, f rom which you can select  one 

t o display in t he Task pane. 

 l A Not es card, br inging al l  not es and comment s for  a select ed appl icat ion t oget her 

in a single component . Each not e and it s comment s form a t hreaded conversat ion 

bet ween t he appl icant  and bank st aff . 

 l A col lect ion of document s relat ing t o t he appl icat ion.

 l An applicat ion t imeline showing t he st eps (t asks) t hat  t he appl icat ion has pro-

gressed t hrough. 

 l A dynamic set  of  act ions t hat  are appl icable t o t he appl icat ion or  select ed t ask 

and which are current ly available for  you t o perform at  t he current  st age of t he 

appl icat ion's l ife cycle.

 l An Applicant s t ab, providing access t o appl icant  dat a including:     

 l An applicant  l ist  showing how each appl icant  relat es t o each product  in t he 

appl icat ion. Select  an appl icant  t o view more det ails about  t hem.

 l Personal informat ion for  t he select ed appl icant , including ident it y and con-

t act  det ails. 

 l The out comes of preconf igured background checks which provide an assess-

ment  of  a select ed appl icant 's suit abil it y. 

 l A Communicat ions t ab l ist ing emails sent  t o t he appl icant  wit h opt ions t o view 

and resend.

 l Opt ions t o view t he det ails of  background checks in var ious format s including 

JSON, XML, HTML, or  PDF.

 l A checkl ist  of  document s t hat  need t o be uploaded, as well  as an upload st at us for  

each document .

To learn about  any of t hese feat ures, cl ick t he l inks above or  see The Applicat ion Det ails 

Screen if  you're using Workspaces 23.04 or  lat er  and The Applicat ion Det ails Screen 

(22.10 and ear l ier) if  you're using an ear l ier  Workspaces release.

 l 23.04 and lat er

 l 21.10
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Actions

The act ions available in t he Document  Request s space are:

 l Add Notes: Add not es (and comment s) against  an appl icat ion's t asks. 23.04This f ea-

t ure was int roduced in t he 23.04 release

 l Decision: Take a decision t hat  progresses a t ask along it s appl icat ion journey.

 l Receipt: See a read- only view of a submit t ed appl icat ion.

 l View Notes: View al l  not es recorded against  al l  of  an appl icat ion's t asks. 20.05This 

f eat ure was int roduced in t he 20.05 release 23.04This f eat ure was removed in t he 23.04 

release

Action Examples

St ep- by- st ep examples are available for  act ions t hat  you may f ind useful while handling 

document  upload request s.

 l View a receipt  on t he (Helpdesk) Det ails screen

 l View al l  not es for  an appl icat ion on t he Det ails screen 23.04This f eat ure was removed 

in t he 23.04 release
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Received applications
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  23.10This f eat ure was int roduced in t he 23.10 

release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

As an appl icat ion moves t hrough t he appl icat ion l ife cycle, it  becomes available t o 

reviewers on dif ferent  processing spaces depending on how it 's progressing. Once an 

appl icat ion has complet ed processing, it  is no longer available t o reviewers in any of t he 

st andard processing spaces (Review, Document  Request s). To f il l  t his gap, t he default  

Workspaces conf igurat ion provides a space where reviewers can see al l  appl icat ions: 

t he Received Applicat ions space.

Like ot her spaces, t he Received Applicat ions space comes wit h a    List  screen and a   

Det ails screen conf igured wit h feat ures for  f inding and viewing appl icat ions, including 

some feat ures not  available in ot her spaces. A key dif ference bet ween t he Received 

Applicat ions space and ot her spaces is t hat  t he List  screen in t his space let s you view 

bot h appl icat ions and t asks at  t he same t ime, a feat ure no ot her space support s.

List Screen

The List  screen in t he Received Applicat ions space includes al l  of  t he st andard feat ures 

of a WorkspacesList  screen.

 l An it em l ist  cont aining a l ist  of  appl icat ions t hat  can be expanded t o see t he asso-

ciat ed t asks.

 l A Creat ed Dat e global f il t er  t hat  rest r ict s t he  in t he it em l ist  based on t he dat e 

t hey were creat ed.
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 l Flexible search, f il t er  and sor t  opt ions t hat  you can use t o ref ine t he set  of   in t he 

it em l ist .

 l Paging t ools t hat  al low you t o browse al l  of  t he it ems mat ching your select ed cr i-

t er ia over mult iple it em l ist  pages.

 1. Creat ed Dat e global f il t er

 2. Col lapsed it em l ist  row

 3. Expanded it em l ist row

 4. Search

 5. View Fil t er

 6. Sort

 7. Paging t ools

The List  screen in t he Received Applicat ions space displays a l ist  of  appl icat ions, t aking 

int o considerat ion any act ive search, f il t er  and sor t  opt ions. Each row in t he it em l ist  

shows informat ion for  a single appl icat ion in columns. Rows can be expanded t o show 

associat ed t asks. To learn more about  t he it em l ist , see Underst anding t he   Workspaces 

List  screen > It em l ist .
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The it ems displayed sat isfy global f il t er  requirement s imposed by t he Creat ed Dat e f il -

t er , and can be fur t her  ref ined using ot her search, f il t er  and sor t  opt ions. Searching and 

f il t er ing rest r ict  which t asks are displayed in t he it em l ist , while sor t ing det ermines t he 

order t hat  it ems appear in t he l ist . To learn more about  t hese opt ions, see Search for  a 

t ask or  appl icat ion, Fil t er  t he it em l ist  and Sort  t he it em l ist .

Once you've found t he appl icat ion you're int erest ed in, you can expand it  t o reveal it s 

associat ed t asks, and t hen select  one of t hose t asks t o perform an act ion on it . To learn 

about  t he available act ions, see Act ions below.

Details Screen

The Det ails screen in t he Received Applicat ions space support s al l  of  t he st andard fea-

t ures of a Workspaces Det ails screen. It  displays comprehensive informat ion about  an 

appl icat ion and a select ed t ask, and provides access t o act ions for  viewing appl icat ion 

and t ask informat ion. Each of t he fol lowing feat ures is cont ained in a separat e con-

t ainer  (pane, card or  sect ion).

 l Separat e panes for  appl icat ion and t ask cont ent . 

 l Separat e key informat ion cards for  t he appl icat ion and t he select ed t ask. 

 l The abil it y t o t rack appl icat ion progress against  an SLA. 

 l A t ask swit cher showing al l  t he appl icat ion's t asks, f rom which you can select  one 

t o display in t he Task pane. 

 l A Not es card, br inging al l  not es and comment s for  a select ed appl icat ion t oget her 

in a single component . Each not e and it s comment s form a t hreaded conversat ion 

bet ween t he appl icant  and bank st aff . 

 l A col lect ion of document s relat ing t o t he appl icat ion.

 l An applicat ion t imeline showing t he st eps (t asks) t hat  t he appl icat ion has pro-

gressed t hrough. 

 l A dynamic set  of  act ions t hat  are appl icable t o t he appl icat ion or  select ed t ask 

and which are current ly available for  you t o perform at  t he current  st age of t he 

appl icat ion's l ife cycle.

 l An Applicant s t ab, providing access t o appl icant  dat a including:     

 l An applicant  l ist  showing how each appl icant  relat es t o each product  in t he 

appl icat ion. Select  an appl icant  t o view more det ails about  t hem.

 l Personal informat ion for  t he select ed appl icant , including ident it y and con-

t act  det ails. 
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 l The out comes of preconf igured background checks which provide an assess-

ment  of  a select ed appl icant 's suit abil it y. 

To learn about  any of t hese feat ures, cl ick t he l inks above or  see The Applicat ion Det ails 

Screen if  you're using Workspaces 23.04 or  lat er  and The Applicat ion Det ails Screen 

(22.10 and ear l ier) if  you're using an ear l ier  Workspaces release.

 1. Appl icat ion pane

 2. Applicat ion key info card

 3. Task swit cher

 4. Not es

 5. Document s

 6. Applicat ion t imeline

 7. Task pane

 8. Act ions group
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 9. Task key info card

 10. Task det ails t abs

Actions

The act ions available in t his space are:

 l Add Notes: Add not es (and comment s) against  an appl icat ion's t asks. 

 l Claim: Assign a t ask t o yourself .

 l Decision: Take a decision t hat  progresses a t ask along it s appl icat ion journey.

 l Receipt: See a read- only view of a submit t ed appl icat ion.

 l Release: Remove a t ask assignment  for  a t ask assigned t o you.

The         Claim,         Release, and         Decision act ions are descr ibed below in t he cont ext  of  t he         

Received Applicat ions space.

Claim and         release tasks

When you want  t o work on a t ask, you can select  it  in t he it em l ist  and claim it  so t hat  

everyone wil l  know you are working on it . Once you have claimed a t ask, ot her act ions 

may become available for  you t o perform on t hat  t ask; in par t icular , t aking a decision 

about  whet her or  not  an appl icat ion is successful. When you no longer need t o work on 

t he t ask, you can release it  so t hat  it  can be assigned t o someone else.

You can  claim a t ask t hat  is not  already assigned t o anyone, t hereby assigning it  t o you, 

but  you can’t  claim a t ask t hat  has already been assigned t o someone else. Also, you 

can't  use t he Claim act ion t o assign a t ask t o someone else, only t o yourself . To assign a 

t ask t o someone else, you need t o have access t o t he Assign act ion, normally only avail-

able t o managers and supervisors.

You can release a t ask t hat  is assigned t o you, but  you can’t  release a t ask t hat  is 

assigned t o someone else. Releasing a t ask ret urns it  t o t he pool of  unassigned t asks in 

t he it em l ist , al lowing it  t o be assigned t o someone else.

Take a decision

When you have al l  t he informat ion you need about  a t ask, you can t ake a decision on t he 

t ask's out come. Taking a decision on a t ask complet es t he t ask and moves it  along in it s 

l ife cycle.
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The Decision act ion is available only from t he Det ails screen in t he Review space, and 

only for  t asks t hat  are assigned t o you; you cannot  t ake a decision for  a t ask t hat  is 

assigned t o someone else. When you t ake a decision, you must  provide bot h t he 

decision (represent ing some out come, assessment  or  result ) and a not e support ing t he 

decision. The not e is import ant  because it  helps ot hers t o underst and how you arr ived 

at  your decision, and may be pref il led wit h relevant  informat ion.

If  you don't  have al l  t he informat ion you need t o complet e t he decision r ight  now, you 

can cl ick Save (at  st ep 6) t o save t he informat ion you have ent ered and complet e t he 

decision lat er . Subsequent ly, when you are ready t o complet e t he decision, repeat  t he 

necessary st eps above t o ret urn t o t he Decision modal window, updat e t he Decision 

and Not e as required, and t hen cl ick Submit  t o record t he decision you have made.

To learn more about  t he         Decision act ion, see         Decision: Record a decision for  a t ask.
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Workspaces Helpdesk
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  19.05This f eat ure was int roduced in t he 19.05 

release23.04This f eat ure was updat ed in t he 23.04 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

Somet imes, appl icant s need help. Some applicant s need help t o complet e t heir  appl ic-

at ion while ot hers just  want  t o know how t heir  appl icat ion is progressing. What ever t he 

inquiry, cust omer service st af f  can use         Workspaces t o help answer cust omer quest ions 

quickly and eff icient ly.

Cust omer service needs are support ed in         Workspaces via t he inclusion of a         Helpdesk 

space. In it s default  conf igurat ion, t he         Helpdesk space includes a         List  screen and a         

Det ails screen t hat  are conf igured wit h feat ures designed t o make act ivit ies relat ed t o 

cust omer service fast  and eff icient , so t hat  you can focus on providing a great  cust omer 

service exper ience.

List Screen

The List  screen in t he Helpdesk space includes al l  of  t he st andard feat ures of a Work-

spacesList  screen.

 l An it em l ist  cont aining a l ist  of  appl icat ions, and which may be empt y init ial ly 

depending upon how it  is populat ed.

 l A global view select or , used t o apply a pre- def ined set  of  f ields, f il t ers and sor t  

opt ions t o t he it em l ist .

 l A global f il t er  t hat  rest r ict s t he appl icat ions in t he it em l ist  t o just  t hose for  a 

select ed form /  product  t ype.
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 l A Creat ed Dat e global f il t er  t hat  rest r ict s t he appl icat ions in t he it em l ist  based on 

t he dat e t hey were creat ed.

 l Flexible search, f il t er  and sor t  opt ions t hat  you can use t o ref ine t he set  of  appl ic-

at ions in t he it em l ist .

 l Paging t ools t hat  al low you t o browse al l  of  t he it ems mat ching your select ed cr i-

t er ia over mult iple it em l ist  pages.

 l 23.04 and lat er

 l 20.05 t o 22.10

 l 19.11

 l 19.05
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The         it em l ist  on t he         Helpdesk space's         List  screen is empt y by default . You might  f ind t his 

surpr ising but  t here's a very good reason why t his is t he case. When you st ar t  helping an 

appl icant  wit h an inquiry, you don't  have any informat ion about  t he appl icant  or  t heir  

appl icat ion, and         Workspaces ref lect s t his sit uat ion via an empt y         it em l ist . Once you 

obt ain some informat ion from t he appl icant , you can use t his informat ion t o st ar t  look-

ing for  appl icat ions t hat  are relat ed t o t he appl icant 's inquiry. The most  useful inform-

at ion you can get  f rom t he appl icant  is t he App ID, but  if          t he appl icant  doesn't  have t hat  

t o hand, you can t ry searching or  f il t er ing on ot her cr it er ia, t hen browse t he         it em l ist . To 

learn more about  searching and f il t er ing, see Search for  a Task or  Applicat ion and Fil t er  

t he It em List .

Once you've found t he appl icat ion you're int erest ed in, you can select  it  in t he it em l ist  

t o perform an act ion on it . To learn about  t he available act ions, see Act ions below.

Details Screen

The Det ails screen in t he Helpdesk space support s al l  of  t he st andard feat ures of a 

Workspaces Det ails screen. It  displays comprehensive informat ion about  an appl icat ion 

and a select ed t ask, and provides access t o t he Helpdesk act ions. Each of t he fol lowing 

feat ures is cont ained in a separat e cont ainer (pane, card or  sect ion).
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 l Separat e panes for  appl icat ion and t ask cont ent . 23.04This f eat ure was int roduced in 

t he 23.04 release

 l Separat e key informat ion cards for  t he appl icat ion and t he select ed t ask. 23.04This 

f eat ure was int roduced in t he 23.04 release

 l The abil it y t o t rack appl icat ion progress against  an SLA. 

 l A progress st epper showing a high- level indicat ion of t he appl icat ion's progress.  
23.04This f eat ure was updat ed in t he 23.04 release

 l A t ask swit cher showing al l  t he appl icat ion's t asks, f rom which you can select  one 

t o display in t he Task pane. 23.04This f eat ure was int roduced in t he 23.04 release

 l A Not es card, br inging al l  not es and comment s for  a select ed appl icat ion t oget her 

in a single component . Each not e and it s comment s form a t hreaded conversat ion 

bet ween t he appl icant  and bank st aff . 23.04This f eat ure was int roduced in t he 23.04 

release

 l A col lect ion of document s relat ing t o t he appl icat ion.

 l An applicat ion t imeline showing t he st eps (t asks) t hat  t he appl icat ion has pro-

gressed t hrough. 23.04This f eat ure was updat ed in t he 23.04 release

 l A dynamic set  of  act ions t hat  are appl icable t o t he appl icat ion or  select ed t ask 

and which are current ly available for  you t o perform in t he Helpdesk space at  t he 

current  st age of t he appl icat ion's l ife cycle.

 l An Applicant s t ab, providing access t o appl icant  dat a including:     

 l An applicant  l ist  showing how each appl icant  relat es t o each product  in t he 

appl icat ion. Select  an appl icant  t o view more det ails about  t hem.

 l Personal informat ion for  t he select ed appl icant , including ident it y and con-

t act  det ails. 

 l The out comes of preconf igured background checks which provide an assess-

ment  of  a select ed appl icant 's suit abil it y. 

 l A Communicat ions t ab l ist ing emails sent  t o t he appl icant  wit h opt ions t o view 

and resend.

 l Opt ions t o view t he det ails of  background checks in var ious format s including 

JSON, XML, HTML, or  PDF.

 l A checkl ist  of  document s t hat  need t o be uploaded, as well  as an upload st at us for  

each document .

To learn about  any of t hese feat ures, cl ick t he l inks above or  see The Applicat ion Det ails 

Screen if  you're using Workspaces 23.04 or  lat er  and The Applicat ion Det ails Screen 

(22.10 and ear l ier) if  you're using an ear l ier  Workspaces release.
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NOTE

Prior  t o t he 23.04 release, t he appl icat ion t imeline is an int eract ive component  

where t he user can select  a t ask, add or  view not es, and perform t ask act ions. In 

t he 23.04 release, t hese int eract ive feat ures have been removed from t he appl ic-

at ion t imeline and, inst ead, are available in separat e component s. For det ails, see 

Task swit cher, Not es, and Act ions.

 l 23.04 and lat er

 l 20.05 t o 21.10

 l 19.11 and ear l ier
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Actions

The helpdesk act ions are:

Workspaces Helpdesk - 212 -



 l Add Notes: Add not es (and comment s) against  an appl icat ion's t asks. 23.04This f ea-

t ure was int roduced in t he 23.04 release

 l Receipt: See a read- only view of a submit t ed appl icat ion.

 l Recover: Recover an abandoned or  wit hdrawn appl icat ion so t hat  t he appl icant  

can cont inue wit h it . 19.11This f eat ure was int roduced in t he 19.11 release

 l View Form: Open an appl icat ion t hat  has been saved but  not  yet  submit t ed in t he 

or iginal form.

 l View Notes: View al l  not es recorded against  al l  of  an appl icat ion's t asks. 20.05This 

f eat ure was int roduced in t he 20.05 release 23.04This f eat ure was removed in t he 23.04 

release

 l Withdraw: Cancel an appl icat ion t hat  has been saved but  not  yet  submit t ed. 
19.11This f eat ure was int roduced in t he 19.11 release

The         Receipt  and         View Form act ions are similar  in t hat  t hey bot h provide a way t o view 

informat ion ent ered by t he appl icant , but  t here are dif ferences in how you can int eract  

wit h t hat  informat ion. The         Recover and         Wit hdraw act ions al low you t o change t he 

st at us of appl icat ions, general ly at  an appl icant 's request . Al l  of  t hese act ions are 

descr ibed below in t he cont ext  of  t he         Helpdesk space, including examples of how t o 

use t hem.

View a Receipt

Aft er  you've submit t ed an appl icat ion, you may want  t o see t he informat ion t hat  was 

submit t ed. You can use t he         Receipt  act ion t o view t he informat ion for  a submit t ed 

appl icat ion. 

TIP

To cont inue an appl icat ion t hat  has been saved but  not  yet  submit t ed, use t he    

Resume act ion.

 l 23.04

 l 22.10

 l 22.04 and ear l ier
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 1. Receipt  modal window

 2. Receipt  select or

 3. Pop out  t o new t ab

 4. Expand t o ful l  screen

 5. Close modal window

 6. Receipt  but t on
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 1. Modal window

 2. Expand t o ful l  screen

 3. Pop out  t o new t ab

 4. Close modal window

 5. Receipt  select or
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A receipt  is a read- only view of informat ion submit t ed by an appl icant  or  ot her Work-

spaces user, and displayed in t he same form used t o capt ure t hat  informat ion. You can 

view a receipt  f rom any space, and for  any it em (appl icat ion or  t ask) even if  it 's not  

assigned t o you. Each t ask associat ed wit h an appl icat ion may have a receipt . If  t here 

are mult iple receipt s for  an appl icat ion, you can view a specif ic receipt  using t he 

Receipt  select or  at  t he t op of t he modal window. Not e t hat  viewing a receipt  does not  

al low you t o change t he appl icat ion in any way.

When you select  t he Receipt  act ion, t he receipt  for  t he select ed t ask is displayed unless 

t here isn’t  a receipt  associat ed wit h t he t ask, in which case t he most  recent  receipt  is 

shown by default . However, if  you're using Workspaces 22.04 or  ear l ier , t he most  recent  

receipt  is always displayed by default .  |  22.10This f eat ure was updat ed in 22.10.

View a Form

Some of t he act ions you perform in         Workspaces rely upon you being able t o see t he 

informat ion t hat  has been ent ered and saved by an appl icant ; for  example, when 

responding t o a cust omer inquiry or  assist ing a cust omer t o complet e an appl icat ion. 

You can use t he         View Form act ion t o view t he informat ion in a saved appl icat ion.
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TIP

To view t he informat ion in a submit t ed appl icat ion, use t he             Receipt  act ion.

 1. View Form modal window

 2. Pop out  t o new t ab

 3. Expand t o ful l  screen

 4. Close modal window

 5. View Form but t on

When you view a form, t he informat ion ent ered by t he appl icant  is displayed in t he same 

form t hat  was used t o capt ure t hat  informat ion. Viewing a form dif fers from viewing a 

receipt  in t hat  t he form is not  read- only. When you view a form, you can         ent er  or  updat e 

appl icat ion informat ion; for  example, t o help t he appl icant  t o complet e t heir  appl ic-

at ion.

Recover an Application

Let 's say someone st ar t s an appl icat ion but  t heir  browser crashes before t hey can save 

or  submit  it . They give up on t heir  appl icat ion for  now, and so it  becomes .         A short  t ime 
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lat er , t he appl icant  decides t o complet e t he appl icat ion t hey st ar t ed aft er  al l , so t hey 

cal l  t he support  helpdesk. You're able t o reassure t he appl icant  because you can 

recover t heir  appl icat ion so t hat  t hey can complet e and submit          it .

NOTE

Any Personally Ident if iable Informat ion (PII) in a recovered appl icat ion is not  

available if  t he dat a ret ent ion per iod has expired.

It 's easy t o recover an appl icat ion. Go t o t he    Helpdesk List  screen and locat e t he appl ic-

at ion t o be recovered, t hen select  t he    Recover opt ion. Alt ernat ively, once you've found 

t he appl icat ion on t he    List  screen, you can view it s    Det ails screen and recover t he appl ic-

at ion from t here. This lat t er  approach can be useful if  you 're not  able t o det ermine 

from t he l imit ed det ails on t he   List  screen whet her you've got  t he r ight  appl icat ion.

 l 23.04

 l 20.05 t o 22.10

 l Prior  t o 19.05
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INFO | HOW DOES AN APPLICANT ACCESS A RECOVERED APPLICATION?

Workspaces does not  mandat e how an appl icant  can access a recovered appl ic-

at ion in t he default   conf igurat ion as t his is an aspect  t hat  wil l  be specif ic t o each 

Workspaces port al. However, it 's l ikely t hat  t he appl icant  wil l  have received an 

email  at  some point  -  such as when t hey st ar t ed or  saved t heir  appl icat ion -  and 

t his wil l  include a l ink t o t ake t hem back t o t heir  appl icat ion. 

In addit ion t o abandoned appl icat ions, an appl icat ion t hat  has been wit hdrawn can also 

be recovered.

Withdraw an Application

Now, let 's say someone st ar t s an appl icat ion but , before submit t ing it , t hey decide not  

t o proceed wit h t he appl icat ion aft er  al l . So, t hey cont act  t he support  helpdesk and ask 

for  t he appl icat ion t o be canceled. You can help t he appl icant  here by         wit hdrawing t he 

appl icat ion.

Just  l ike recover ing an appl icat ion, it 's easy t o wit hdraw an appl icat ion. Go t o t he         Help-

desk List  screen and locat e t he appl icat ion t o be wit hdrawn, t hen select  t he         Wit hdraw 

opt ion. Alt ernat ively, once you've found t he appl icat ion on t he         List  screen, you can view 

it s         Det ails screen and wit hdraw t he appl icat ion from t here. This lat t er  approach can be 

useful if  you 're not  able t o det ermine from t he l imit ed det ails on t he         List  screen 

whet her you've got  t he r ight  appl icat ion.

 l 23.04

 l 20.05 t o 22.10

 l Prior  t o 19.05
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An applicat ion t hat  has been wit hdrawn can subsequent ly be recovered should t he 

appl icant  have a change of heart .

Action Examples

Let 's go st ep by st ep t hrough some examples t o demonst rat e how you can use t he help-

desk act ions when responding t o appl icant  inquir ies.

There are examples for  t he fol lowing act ions below.

 l View a receipt  on t he     Det ails screen

 l Recover an abandoned appl icat ion on t he     List  screen

 l View an appl icat ion form on t he     List  screen

 l Wit hdraw an unsubmit t ed appl icat ion on t he     Det ails screen

St ep- by- st ep examples are also available for  ot her act ions t hat  you may f ind useful 

while responding t o appl icant  inquir ies.

Workspaces Helpdesk - 222 -



 l View al l  not es for  an appl icat ion on t he Det ails screen 23.04This f eat ure was removed 

in t he 23.04 release

 l Upload a document  on t he Det ails screen

View a Receipt

This example shows you how t o view a receipt  f rom t he         Det ails screen, using t he search 

feat ure t o locat e t he appl icat ion t o be viewed.

 1. Login t o             Workspaces and select  t he Helpdesk space. The             List  screen is displayed.

 2. In t he             Search box, t ype t he ful l  App ID t o search for  appl icat ions wit h t his App ID. 

In t his example, t he App ID is "79V3QN7", and just  one it em is found.             

 3. Cl ick t he appl icat ion it em t o display it s det ails, t hen cl ick Receipt  on t he             Det ails 

screen. The             Receipt  window opens displaying t he appl icat ion informat ion. Scrol l  

bars are available t o al low you t o see t he ful l  page, and you can use any navigat ion 

t ools on t he form t o see al l  of  t he appl icat ion.             

Workspaces Helpdesk - 223 -



 4. When you're f inished viewing t he receipt , cl ick             closeClose in t he t op- r ight  corner 

t o close t he             Receipt  window and ret urn t o t he             Det ails screen.

View a Form

This example shows you how t o locat e a         t ask for  a saved appl icat ion using t he search 

feat ure, t hen view and updat e t he saved informat ion.

 1. Login t o             Workspaces and select  t he Helpdesk space.

 2. In t he             Search box, t ype t he ful l  App ID t o search for  appl icat ions wit h t his App ID. 

In t his example, t he App ID is "6PDZ9YJ", and just  one it em is found.             
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 3. Now, you can view t he saved informat ion for  t his appl icat ion.             Point  your cursor at  

t he it em you found –  t he available act ions appear at  t he r ight - hand side of t he 

it em l ist . 

 4. Cl ick             descr ipt ionView Form. A window opens displaying t he appl icat ion in t he 

same form used t o capt ure t he or iginal informat ion. Scrol l  bars are available t o 

al low you t o access t he ful l  page, and you can use any navigat ion t ools on t he form 

t o access al l  of  t he appl icat ion.             

 5. Updat e t he form, adding or  modifying det ails as appropr iat e, t hen cl ick Save and 

Close on t he form t o save your changes.

 6. When you're f inished updat ing t he form, cl ick             closeClose in t he t op- r ight  corner t o 

close t he             View Form window and ret urn t o t he             List  screen.

Recover an Abandoned Application

This example shows you how t o locat e an abandoned appl icat ion using t he search fea-

t ure, t hen recover t he appl icat ion from t he         List  screen.

 1. Login t o             Workspaces and select  t he Helpdesk space.

 2. In t he             Search box, t ype t he ful l  App ID t o search for  al l  mat ching appl icat ions. In 

t his example, t he App ID is L7Z45L3, and just  one it em is found.             
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 3. Point  your cursor at  t he it em you found –  t he available act ions appear at  t he 

r ight - hand side of t he it em l ist .          The Recover act ion is available here if  t he appl ic-

at ion has been saved, eit her  int ent ional ly by t he appl icant  or  in t he background by 

t he form, before becoming abandoned or  being wit hdrawn.     

 4. Cl ick             rest ore_from_t rashRecover.             The  available act ions change, and a message 

conf irming you have recovered t he appl icat ion is displayed br ief ly in t he bot t om-

lef t  corner of  t he screen.

The appl icat ion is now available for  t he appl icant  t o cont inue. How t he appl icant  

accesses t he recovered appl icat ion wil l  depend on how your         Workspaces port al is con-

f igured.         However, it 's l ikely t hat  t he appl icant  wil l  have received an email  at  some point  

-  such as when t hey st ar t ed or  saved t heir  appl icat ion -  and t his wil l  include a l ink t o 

t ake t hem back t o t heir  appl icat ion. 

Withdraw an Unsubmitted Application

This example shows you how t o locat e an unsubmit t ed appl icat ion using t he search fea-

t ure, view t he appl icat ion's det ails t o conf irm you have t he correct  appl icat ion, t hen 

cancel t he appl icat ion by wit hdrawing it  on t he         Det ails screen.
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 1. Login t o             Workspaces and select  t he Helpdesk space.

 2. Cl ick t he             Search box t hen t ype t he ful l  App ID t o search for  al l  mat ching appl ic-

at ions. In t his example, t he App ID is L7Z45L3, and just  one it em is found.             

 3. If  you point  your cursor at  t he it em you found, t he available act ions appear at  t he 

r ight - hand side of t he it em l ist .          The Wit hdraw act ion is available here if  t he appl ic-

at ion has been saved, eit her  int ent ional ly by t he appl icant  or  in t he background by 

t he form.      While you could wit hdraw t he appl icat ion here, cl ick t he appl icat ion it em 

inst ead t o display it s det ails.

 4. On t he             Det ails screen, you can see more informat ion about  t he appl icat ion which 

is useful t o conf irm t hat  t his is indeed t he appl icat ion t hat  you want  t o wit hdraw. 

Having conf irmed t hat  you're looking at  t he correct  appl icat ion, cl ick cancel_

present at ionWit hdraw.            

 l 23.04

 l 20.05 t o 22.10

 l Prior  t o 20.05 (EOL)

cancel_present at ionWit hdraw is locat ed in t he Act ions group.

cancel_present at ionWit hdraw is locat ed wit hin t he select ed t ask in t he 
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applicat ion t imeline.

Not e t hat  t he Wit hdraw act ion is only available for  t he f irst  t ask of an appl icat ion 

t hat  has been saved but  not  yet  submit t ed.

The Wit hdraw but t on is locat ed in t he Act ion panel.

 5. The appl icat ion is wit hdrawn, t he available act ions change, and a message con-

f irming you have wit hdrawn t he appl icat ion is displayed br ief ly in t he bot t om- lef t  

corner of  t he screen.

The appl icat ion has now been wit hdrawn, but  can be recovered should t he appl icant  

want  t o cont inue wit h t his appl icat ion.
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Workspaces Assisted Channel
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  19.05This f eat ure was int roduced in t he 19.05 

release23.04This f eat ure was updat ed in t he 23.04 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

Cust omer service needs, such as for  relat ionship management , are support ed in Work-

spaces via t he inclusion of an Assist ed Channel space. In it s default  conf igurat ion, t he 

Assist ed Channel space includes a List  screen and a Det ails screen t hat  are conf igured 

wit h feat ures designed t o make relat ionship management  act ivit ies fast  and eff icient , so 

t hat  you can focus on providing a great  cust omer exper ience.

List Screen

The List  screen in t he Assist ed Channel space includes al l  of  t he st andard feat ures of a 

WorkspacesList  screen.

 l An it em l ist  cont aining a l ist  of  appl icat ions, and which may be empt y init ial ly 

depending upon how it  is populat ed.

 l A global view select or , used t o apply a pre- def ined set  of  f ields, f il t ers and sor t  

opt ions t o t he it em l ist .

 l A global f il t er  t hat  rest r ict s t he appl icat ions in t he it em l ist  t o just  t hose for  a 

select ed form /  product  t ype.

 l A Creat ed Dat e global f il t er  t hat  rest r ict s t he appl icat ions in t he it em l ist  based on 

t he dat e t hey were creat ed.

 l Flexible search, f il t er  and sor t  opt ions t hat  you can use t o ref ine t he set  of  appl ic-

at ions in t he it em l ist .

 l A Bulk Act ion mode swit ch t o change bet ween act ing on a single t ask or  mult iple 

t asks. 22.10This f eat ure was int roduced in t he 22.10 release
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 l Paging t ools t hat  al low you t o browse al l  of  t he it ems mat ching your select ed cr i-

t er ia over mult iple it em l ist  pages.

 l 23.04 and lat er

 l 20.05 t o 22.10

 l 19.11

 l 19.05
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The Assist ed Channel space's List  screen displays a l ist  of  appl icat ions t hat  you creat ed 

or  t hat  have t asks assigned t o you, t aking int o considerat ion t he global f il t ers, t he cur-

rent  view and any act ive search, f il t er  and sor t  opt ions. The Form /  Product  Type 

select or  shows which form /  product  t ypes t he appl icat ions in t he l ist  relat e t o,  and t he 

name of t he current  view is highl ight ed in t he Views select or . The l ist  of  appl icat ions dis-

played can be fur t her  ref ined using t he f il t er  and sor t  opt ions. Fil t er ing rest r ict s which 

appl icat ions are displayed in t he l ist , and sor t ing det ermines t he order t hat  it ems 

appear in t he l ist . To learn more about  t hese opt ions, see Fil t er  t he It em List  and Sort  

t he It em List .

Once you've found t he appl icat ion you're int erest ed in, you can select  it  in t he it em l ist  

t o perform an act ion on it . In addit ion t o t hese act ions, you can also st ar t  a new applic-

at ion on behalf  of  a cust omer. To learn about  t he available act ions, see Act ions below.

Details Screen

The Det ails screen in t he Assist ed Channel space support s al l  of  t he st andard feat ures 

of a Workspaces Det ails screen. It  displays comprehensive informat ion about  an appl ic-

at ion and a select ed t ask, and provides access t o t he Assist ed Channel act ions. Each of 

t he fol lowing feat ures is cont ained in a separat e cont ainer (pane, card or  sect ion).
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 l Separat e panes for  appl icat ion and t ask cont ent . 23.04This f eat ure was int roduced in 

t he 23.04 release

 l Separat e key informat ion cards for  t he appl icat ion and t he select ed t ask. 23.04This 

f eat ure was int roduced in t he 23.04 release

 l The abil it y t o t rack appl icat ion progress against  an SLA. 

 l A progress st epper showing a high- level indicat ion of t he appl icat ion's progress.  
23.04This f eat ure was updat ed in t he 23.04 release

 l A t ask swit cher showing al l  t he appl icat ion's t asks, f rom which you can select  one 

t o display in t he Task pane. 23.04This f eat ure was int roduced in t he 23.04 release

 l A Not es card, br inging al l  not es and comment s for  a select ed appl icat ion t oget her 

in a single component . Each not e and it s comment s form a t hreaded conversat ion 

bet ween t he appl icant  and bank st aff . 

 l A col lect ion of document s relat ing t o t he appl icat ion.

 l An applicat ion t imeline showing t he st eps (t asks) t hat  t he appl icat ion has pro-

gressed t hrough. 23.04This f eat ure was updat ed in t he 23.04 release

 l A dynamic set  of  act ions t hat  are appl icable t o t he appl icat ion or  select ed t ask 

and which are current ly available for  you t o perform in t he Assist ed Channel space 

at  t he current  st age of t he appl icat ion's l ife cycle.

 l An Applicant s t ab, providing access t o appl icant  dat a including:     

 l An applicant  l ist  showing how each appl icant  relat es t o each product  in t he 

appl icat ion. Select  an appl icant  t o view more det ails about  t hem.

 l Personal informat ion for  t he select ed appl icant , including ident it y and con-

t act  det ails. 

 l The out comes of preconf igured background checks which provide an assess-

ment  of  a select ed appl icant 's suit abil it y. 

 l A Communicat ions t ab l ist ing emails sent  t o t he appl icant  wit h opt ions t o view 

and resend.

 l Opt ions t o view t he det ails of  background checks in var ious format s including 

JSON, XML, HTML, or  PDF.

 l A checkl ist  of  document s t hat  need t o be uploaded, as well  as an upload st at us for  

each document .

To learn about  any of t hese feat ures, cl ick t he l inks above or  see The Applicat ion Det ails 

Screen if  you're using Workspaces 23.04 or  lat er  and The Applicat ion Det ails Screen 

(22.10 and ear l ier) if  you're using an ear l ier  Workspaces release.
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NOTE

Prior  t o t he 23.04 release, t he appl icat ion t imeline is an int eract ive component  

where t he user can select  a t ask, add or  view not es, and perform t ask act ions. In 

t he 23.04 release, t hese int eract ive feat ures have been removed from t he appl ic-

at ion t imeline and, inst ead, are available in separat e component s. For det ails, see 

Task swit cher, Not es, and Act ions.

 l 23.04 and lat er

 l 20.05 t o 21.10

 l 19.11 and ear l ier
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Actions

The assist ed channel act ions are:
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 l Add Notes: Add not es (and comment s) against  an appl icat ion's t asks. 23.04This f ea-

t ure was int roduced in t he 23.04 release

 l New Form: St ar t  a new applicat ion on behalf  of  someone else.

 l Receipt: See a read- only view of a submit t ed appl icat ion.

 l Recover: Recover an abandoned or  wit hdrawn appl icat ion so t hat  t he appl icant  

can cont inue wit h it . 19.11This f eat ure was int roduced in t he 19.11 release

 l View Form: Open an appl icat ion t hat  has been saved but  not  yet  submit t ed in t he 

or iginal form.

 l View Notes: View al l  not es recorded against  al l  of  an appl icat ion's t asks. 20.05This 

f eat ure was int roduced in t he 20.05 release 23.04This f eat ure was removed in t he 23.04 

release

 l Withdraw: Cancel an appl icat ion t hat  has been saved but  not  yet  submit t ed. 
19.11This f eat ure was int roduced in t he 19.11 release

The New Form act ion is descr ibed below in t he cont ext  of  t he Assist ed Channel space. 

Descr ipt ions of t he ot her act ions are available in t he cont ext  of  t he Helpdesk space.

Examples showing how t o use al l  of  t hese act ions are available or  l inked below.

Start an Application (New Form)

In a cust omer- focused role such as a relat ionship manager, it  helps t o be able t o 

provide services t o your busy cust omers t hat   make t heir  l ives easier . Workspaces 

includes several feat ures aimed at  reducing fr ict ion in t he appl icat ion process. One of 

t hese is t he New Form act ion which al lows you t o kick- st ar t  appl icat ions on behalf  of  

your cust omers.
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The New Form act ion al lows you t o st ar t  a new applicat ion for  a cust omer and f il l  in al l  

of  t he appl icat ion det ails t hat  you know, accelerat ing t he appl icat ion process. You can 

work wit h your cust omer t o ent er  al l  t he necessary det ails, and t hen submit  t he appl ic-

at ion when it 's ready.

NOTE

An applicat ion st ar t ed using t he New Form act ion can only be accessed by an 

aut hent icat ed user; t hat  is, a user who is logged in t o Journey Workspaces or  a 

Temenos Journey Manager syst em. However, many appl icant s are anonymous or  

unaut hent icat ed users, st ar t ing an appl icat ion from an ext ernal websit e such as 

an onl ine banking websit e, and so wil l  not  be able t o access an appl icat ion st ar-

t ed wit h New Form.

INFO

Handover of  appl icat ions bet ween aut hent icat ed and anonymous users is pos-

sible but  may not  be offered in an out  of  t he box Temenos Journey Manager solu-

t ion. If  appl icat ion handover is import ant  t o you, cont act  your Temenos Journey 

Manager represent at ive t o discuss how your solut ion can be cust omized t o al low 

appl icat ion handover where you need it  in your appl icat ion workf low.
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The New Form but t on is available in t he t op r ight  corner of  t he Assist ed Channel 

space's List  screen. When you cl ick New Form, a menu appears showing t he l ist  of  avail-

able form /  product  t ypes. Select  a form /  product  t ype t o display t hat  form and st ar t  

f il l ing in t he appl icat ion. When you're f inished f il l ing in det ails you can save t he appl ic-

at ion so t hat  you can cont inue it  lat er . For det ails about  how t o cont inue an appl ic-

at ion, see View a Form.

Applicat ions you st ar t  in t his way appear in your it em l ist  in t he Assist ed Channel space. 

This makes it  easy for  you t o f ind an appl icat ion t o cont inue ent er ing det ails, and t hen 

t o monit or  progress of t he appl icat ion's t asks once it  has been submit t ed. While t he 

appl icat ion is yet  t o be submit t ed, t he appl icat ion's st at us is Saved and t he submit t ed 

dat e is blank. Once t he appl icat ion has been submit t ed, t he View Form act ion is no 

longer available and you can make no fur t her  changes t o t he appl icat ion.

Action Examples

Let 's go st ep by st ep t hrough some examples t o demonst rat e how you can use t he 

assist ed channel act ions t o provide bet t er  cust omer service.

There are examples for  t he fol lowing act ions below.

 l St art  an appl icat ion on t he List  screen

St ep- by- st ep examples are also available for  ot her act ions t hat  you may f ind useful 

while assist ing cust omers wit h appl icat ions.

 l View a receipt  on t he (Helpdesk) Det ails screen

 l View al l  not es for  an appl icat ion on t he Det ails screen 23.04This f eat ure was removed 

in t he 23.04 release

 l View a saved appl icat ion form on t he (Helpdesk) List  screen

 l Upload a document  on t he Det ails screen

 l Recover an abandoned appl icat ion on t he (Helpdesk) List  screen

 l Wit hdraw an unsubmit t ed appl icat ion on t he Det ails screen

Start an Application

This example shows you how t o kick- st ar t  an appl icat ion on t he List  screen. In t his 

example, we know some cust omer det ails which are ent ered before saving and closing 

t he appl icat ion.
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 1. Login t o Workspaces and select  t he Assist ed Channel space. The List  screen is dis-

played.

 2. Cl ick New Form, t hen select  an it em from t he form /  product  t ype l ist . In t his 

example, t here's only a single form /  product  t ype, Deposit  Account  Opening, so 

we'l l  select  t his it em.

 3. A window opens cont aining t he new form. Ent er  t he known cust omer det ails, 

name and email  address, t hen  cl ick Save and Close.
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 4. The appl icat ion ID, "H9VXVPP", is displayed. Cl ick closeClose t o close t he form and 

ret urn t o t he List  screen.

 5. The new applicat ion, wit h appl icat ion ID "PFFP7NZ", appears at  t he t op of t he l ist , 

and it s st at us is Saved. If  you can't  see t he new applicat ion, cl ick 
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aut orenewRefresh t o refresh t he informat ion shown on t he page.

Once t he appl icat ion has been saved, anyone assigned t o t he t ask can use t he View 

Form act ion t o resume t he appl icat ion lat er . Also, if  t he cust omer has received a save 

conf irmat ion email , t his wil l  include a l ink t hey can cl ick t o resume t he appl icat ion.

To resume t he appl icat ion using t he View Form act ion:

 1. Locat e t he saved appl icat ion. It 's at  t he t op of t he l ist , but  if  it  wasn't  we could 

search for  our  appl icat ion ID t o f ind t he t ask. In t he searchSearch box, t ype our 

App ID "PFFP7NZ", and just  one t ask is found.

 2. Point  your cursor at  t he it em l ist  it em for  our  saved appl icat ion –  t he available 

act ions appear at  t he r ight - hand side.

 3. Cl ick descr ipt ionView Form t o re- open t he form and cont inue f il l ing in t he appl ic-

at ion.
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 4. When you're done, cl ick Save and Close again, or  Submit  if  you're ready t o submit  

t he appl icat ion.
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Manage tasks and applications
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  19.05This f eat ure was int roduced in t he 19.05 

release23.04This f eat ure was updat ed in t he 23.04 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

If  you manage a t eam, you may need t o schedule work t o meet  var ious needs; for  

example, t o share work across your t eam, t o accommodat e t eam member absences, or  

t o sat isfy an SLA1. A user wit h access t o t he Manage space, such as a manager or  a Work-

spaces administ rat or , can change t ask assignment s t o address any such needs.

List Screen

The List  screen in t he Manage space includes al l  of  t he st andard feat ures of a Work-

spacesList  screen.

 l An it em l ist  populat ed wit h t asks sourced from t he act ive queue.

 l A graphical SLA indicat or  t hat  let s you monit or  appl icat ion progress against  an 

SLA at  a glance. 19.11This f eat ure was int roduced in t he 19.11 release

 l A global view select or , used t o apply a pre- def ined set  of  f ields, f il t ers and sor t  

opt ions t o t he it em l ist .

 l A global f il t er  t o select  t he queue t hat  t asks are sourced from.

 l A Creat ed Dat e global f il t er  t hat  rest r ict s t he t asks in t he it em l ist  based on t he 

dat e t hey were creat ed.

1A service- level agreement  (SLA) is a commit ment  bet ween a service provider and a cl i-

ent . Part icular  aspect s of t he service –  qual it y, availabil it y, responsibil it ies –  are agreed 

bet ween t he service provider and t he service user.

Manage t asks and applicat ions - 243 -



 l Flexible search, f il t er  and sor t  opt ions t hat  you can use t o ref ine t he set  of  t asks in 

t he it em l ist .

 l A Bulk Act ion mode swit ch t o change bet ween act ing on a single t ask or  mult iple 

t asks. 22.10This f eat ure was int roduced in t he 22.10 release

 l Paging t ools t hat  al low you t o browse al l  of  t he it ems mat ching your select ed cr i-

t er ia over mult iple it em l ist  pages.

 l 23.04 and lat er

 l 20.05 t o 22.10

 l 19.11

 l 19.05
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The List  screen in t he Manage space displays a l ist  of  t asks from t he select ed queue, t ak-

ing int o considerat ion t he current  view and any act ive search, f il t er  and sor t  opt ions. 

Each row in t he it em l ist  shows informat ion for  a single t ask in columns including an 

SLA indicat or  t hat  ident if ies how applicat ion processing is progressing against  t he 

t erms of your SLA. The name of t he act ive queue is displayed in t he Queue select or , and 

t he name of t he current  view is highl ight ed in t he View select or .  To learn more about  

t he it em l ist , see Underst anding t he   Workspaces List  screen > It em l ist .

The it ems displayed sat isfy global f il t er  requirement s imposed by t he Creat ed Dat e f il -

t er , and can be fur t her  ref ined using ot her search, f il t er  and sor t  opt ions. Searching and 

f il t er ing rest r ict  which t asks are displayed in t he it em l ist , while sor t ing det ermines t he 

order t hat  it ems appear in t he l ist . To learn more about  t hese opt ions, see Search for  a 

t ask or  appl icat ion, Fil t er  t he it em l ist  and Sort  t he it em l ist .

Once you've found t he t ask you're int erest ed in, you can select  it  in t he it em l ist  t o per-

form an act ion on it . To learn about  t he available act ions, see Act ions below.

Details Screen

The Det ails screen in t he Manage space support s al l  of  t he st andard feat ures of a Work-

spaces Det ails screen. It  displays comprehensive informat ion about  an appl icat ion and 
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a select ed t ask, and provides access t o act ions for  managing appl icat ions. Each of t he 

fol lowing feat ures is cont ained in a separat e cont ainer (pane, card or  sect ion).

 l Separat e panes for  appl icat ion and t ask cont ent . 23.04This f eat ure was int roduced in 

t he 23.04 release

 l Separat e key informat ion cards for  t he appl icat ion and t he select ed t ask. 23.04This 

f eat ure was int roduced in t he 23.04 release

 l The abil it y t o t rack appl icat ion progress against  an SLA. 

 l A t ask swit cher showing al l  t he appl icat ion's t asks, f rom which you can select  one 

t o display in t he Task pane. 23.04This f eat ure was int roduced in t he 23.04 release

 l A Not es card, br inging al l  not es and comment s for  a select ed appl icat ion t oget her 

in a single component . Each not e and it s comment s form a t hreaded conversat ion 

bet ween t he appl icant  and bank st aff . 23.04This f eat ure was int roduced in t he 23.04 

release

 l A col lect ion of document s relat ing t o t he appl icat ion.

 l An applicat ion t imeline showing t he st eps (t asks) t hat  t he appl icat ion has pro-

gressed t hrough. 23.04This f eat ure was updat ed in t he 23.04 release

 l A dynamic set  of  act ions t hat  are appl icable t o t he appl icat ion or  select ed t ask 

and which are current ly available for  you t o perform in t he Manage space at  t he 

current  st age of t he appl icat ion's l ife cycle.

 l An Applicant s t ab, providing access t o appl icant  dat a including:     

 l An applicant  l ist  showing how each appl icant  relat es t o each product  in t he 

appl icat ion. Select  an appl icant  t o view more det ails about  t hem.

 l Personal informat ion for  t he select ed appl icant , including ident it y and con-

t act  det ails. 

 l The out comes of preconf igured background checks which provide an assess-

ment  of  a select ed appl icant 's suit abil it y. 

 l A Communicat ions t ab l ist ing emails sent  t o t he appl icant  wit h opt ions t o view 

and resend.

 l Opt ions t o view t he det ails of  background checks in var ious format s including 

JSON, XML, HTML, or  PDF.

To learn about  any of t hese feat ures, cl ick t he l inks above or  see The Applicat ion Det ails 

Screen if  you're using Workspaces 23.04 or  lat er  and The Applicat ion Det ails Screen 

(22.10 and ear l ier) if  you're using an ear l ier  Workspaces release.
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NOTE

Prior  t o t he 23.04 release, t he appl icat ion t imeline is an int eract ive component  

where t he user can select  a t ask, add or  view not es, and perform t ask act ions. In 

t he 23.04 release, t hese int eract ive feat ures have been removed from t he appl ic-

at ion t imeline and, inst ead, are available in separat e component s. For det ails, see 

Task swit cher, Not es, and Act ions.

 l 23.04 and lat er

 l 20.05 t o 21.10

 l 19.11 and ear l ier
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Actions

The fol lowing act ions are available in t he Manage space.
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 l Add Notes: Add not es (and comment s) against  an appl icat ion's t asks. 23.04This f ea-

t ure was int roduced in t he 23.04 release

 l Assign: Assign a t ask t o a Workspaces user.

 l Reassign: Assign an assigned t ask t o anot her user. 22.10This f eat ure was int roduced in 

t he 22.10 release

 l Receipt: See a read- only view of a submit t ed appl icat ion.

 l Unassign: Remove a t ask assignment  for  any t ask.

 l View Notes: View al l  not es recorded against  al l  of  an appl icat ion's t asks. 20.05This 

f eat ure was int roduced in t he 20.05 release 23.04This f eat ure was removed in t he 23.04 

release

The         Assign, Reassign, and         Unassign act ions are descr ibed below in t he cont ext  of  t he         

Manage space, including examples of how t o use t hem.

Assign, Reassign, and         Unassign Tasks

If  you manage a t eam, you may need t o schedule work t o meet  var ious needs; for  

example, t o share work across your t eam, t o accommodat e t eam member absences, or  

t o sat isfy an SLA1. A user wit h access t o t he Manage space, such as a manager or  a Work-

spaces administ rat or , can change t ask assignment s t o address any such needs.

When you assign or  reassign a         t ask t o a         Workspaces user, only t hat  user can work on it . 

Once a         t ask is assigned t o someone, ot her act ions may become available for  t he 

assigned user t o perform on t he         t ask.

If  you need t o remove a         t ask assignment , you can unassign t he         t ask from t he current  

user. For example, if  a st af f  member goes on leave wit hout  complet ing an assigned         t ask 

and you need t o assign it  t o someone else, you can unassign t he         t ask from t he current  

user and assign it  t o t he ot her user. In t his way, you can manage t he assignment  of          

t asks t o ensure t hey are complet ed in a t imely fashion.

Reassign is a handy short cut  act ion t hat  removes t he need t o expl icit ly unassign a t ask 

before assigning it  t o someone else. Looking at  t he example in t he previous paragraph, 

inst ead of unassigning t he t ask from t he st af f  member t hat  goes on leave and t hen 

1A service- level agreement  (SLA) is a commit ment  bet ween a service provider and a cl i-

ent . Part icular  aspect s of t he service –  qual it y, availabil it y, responsibil it ies –  are agreed 

bet ween t he service provider and t he service user.
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assigning it  t o someone else, you can simply reassign t he t ask t o change who t he t ask is 

assigned t o.

Action Examples

Let 's go st ep by st ep t hrough some examples for  act ivit ies t hat  you may need t o per-

form when managing   t asks.

There are examples for  t he fol lowing act ions below.

 l Assign a t ask on t he     List  screen

 l Reassign a t ask on t he     List  screen

 l Unassign a t ask on t he             List  screen

St ep- by- st ep examples are also available for  ot her act ions t hat  you may f ind useful 

while managing t asks.

 l View a receipt  on t he (Helpdesk) Det ails screen

 l View al l  not es for  an appl icat ion on t he Det ails screen 23.04This f eat ure was removed 

in t he 23.04 release

 l Upload a document  on t he Det ails screen

Assign a         Task

This example shows you how t o use         global f il t ers t o narrow down t he         it em l ist  t o just          

t hose t asks for  recent ly creat ed appl icat ions, t hen assign a         t ask t o a         Workspaces user.

 1. Login t o             Workspaces and select  t he Manage space.

 2. Cl ick Creat ed Dat e and select  a range of dat es t hat  covers recent ly submit t ed 

appl icat ions, narrowing down t he l ist  of  t asks and making it  easier  t o see t he             t ask 

you want  t o assign.             
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 3. Point  your cursor at  t he             t ask t hat  you want  t o assign. The available act ions appear 

at  t he r ight - hand side. Cl ick person_addAssign t o display t he l ist  of              Workspaces 

users.             
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 4. Select  t he user t hat  you want  t o assign t he             t ask t o from t he l ist .

INFO  |   20.05    THIS FEATURE WAS INTRODUCED IN 20.05.

A l ist  of  Workspaces users is displayed, showingThe user l ist  displays bot h t he 

Workspaces user id and t he ful l  name for  each user.

 5. The select ed user 's             Workspaces id is displayed in t he Assigned column, and a mes-

sage conf irming you have assigned t he             t ask is displayed br ief ly in t he bot t om lef t  

corner.             
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             Alt ernat ively, you can cl ick t he             t ask t o display it s appl icat ion det ails, t hen cl ick 

Assign on t he             Det ails screen and select  t he user t o assign t he             t ask t o.

Reassign a   Task

This example shows you how t o use view f il t ers t o narrow down t he    it em l ist  t o just     

t hose t asks assigned t o a specif ic user, t hen reassign a    t ask t o anot her Workspaces 

user.

 1. Login t o    Workspaces and select  t he Manage space.

 2. Cl ick Fil t er  t o open t he Fil t ers select or  t hen ent er  a Workspace user id in t he 

Assigned t o f ield and cl ick Apply, narrowing down t he l ist  of  t asks and making it  

easier  t o see t he     t ask you want  t o reassign.    
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 3. Point  your cursor at  t he     t ask t hat  you want  t o reassign. The available act ions 

appear at  t he r ight - hand side. Cl ick group_addReassign t o display t he l ist  of      Work-

spaces users.    
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 4. Select  t he new user t hat  you want  t o reassign t he    t ask t o from t he l ist .

INFO  |   20.05    THIS FEATURE WAS INTRODUCED IN 20.05.

A l ist  of  Workspaces users is displayed, showingThe user l ist  displays bot h t he 

Workspaces user id and t he ful l  name for  each user.

 5. The new user 's     Workspaces id is displayed in t he Assigned column, and a message 

conf irming you have reassigned t he     t ask is displayed br ief ly in t he bot t om lef t  

corner.     
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     Alt ernat ively, you can cl ick t he     t ask t o display it s appl icat ion det ails, t hen cl ick 

Reassign on t he     Det ails screen and select  t he user t o reassign t he    t ask t o.

Remove a         Task Assignment

This example shows you how t o use a f il t er  t o narrow t he         it em l ist  down t o just  t hose         

t asks assigned t o a specif ic         Workspaces user, t hen unassign one of t hese         t ask.

 1. Login t o             Workspaces and select  t he Manage space.

 2. Cl ick Fil t er  t o display t he             Fil t ers select or , t hen cl ick t he Assigned t o f ield t o display 

t he user l ist .             
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 3. Select  a user from t he l ist  t hen cl ick out side t he             Fil t ers select or  t wice t o close it . 

This reduces t he number of it ems in t he             it em l ist , making it  easier  t o see t he             t ask 

you want  t o unassign.

 4. Now, you can unassign t he             t ask. Point  your cursor at  t he             t ask t hat  you want  t o 

unassign –  t he available act ions appear at  t he r ight - hand side. Cl ick personUnas-

sign t o remove t he             t ask assignment .             

Alt ernat ively, you can cl ick t he             t ask t o display it s appl icat ion det ails, t hen cl ick 

Unassign on t he             Det ails screen.
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 5. The value in t he Assigned t o column is cleared causing t he             t ask it em t o be 

removed from t he             it em l ist  as it  no longer sat isf ies t he f il t er  cr it er ia. A message 

conf irming t hat  you have unassigned t he             t ask is displayed br ief ly in t he bot t om lef t  

corner.             
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Workspaces actions
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.10This f eat ure was updat ed in t he 23.10 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

Workspaces provides a set  of  st andard act ions for  working wit h appl icat ions and t asks. 

Al l  of  t he st andard act ions are available in t he default  conf igurat ion. In addit ion t o t he 

st andard act ions, Workspaces also support s t he conf igurat ion of cust om act ions t hat  

al low your Workspaces port al t o be ext ended wit h funct ional it y t hat  is not  available in 

t he default  conf igurat ion.        

Standard actions

The st andard act ions relat ing t o appl icat ions are:

 l New Application: St ar t  a new applicat ion in t he Brokers space.

 l New Form: St ar t  a new applicat ion on behalf  of  someone else.

 l Receipt: See a read- only view of a submit t ed appl icat ion.

 l Resume: Re- open an appl icat ion in t he same form used t o st ar t  t he appl icat ion.

 l View Notes: View al l  not es recorded against  al l  of  an appl icat ion's t asks. 20.05This 

f eat ure was int roduced in t he 20.05 release 23.04This f eat ure was removed in t he 23.04 

release

The st andard act ions relat ing t o t asks are:

 l Add Notes: Add not es (and comment s) against  an appl icat ion's t asks. 23.04This f ea-

t ure was int roduced in t he 23.04 release

 l Assign: Assign a t ask t o a Workspaces user.

 l Claim: Assign a t ask t o yourself .

Workspaces act ions - 260 -



 l Decision: Take a decision t hat  progresses a t ask along it s appl icat ion journey.

 l Reassign: Assign an assigned t ask t o anot her user. 22.10This f eat ure was int roduced in 

t he 22.10 release

 l Receipt: See a read- only view of a submit t ed appl icat ion.

 l Recover: Recover an abandoned or  wit hdrawn appl icat ion so t hat  t he appl icant  

can cont inue wit h it . 19.11This f eat ure was int roduced in t he 19.11 release

 l Release: Remove a t ask assignment  for  a t ask assigned t o you.

 l Unassign: Remove a t ask assignment  for  any t ask.

 l View Form: Open an appl icat ion t hat  has been saved but  not  yet  submit t ed in t he 

or iginal form.

 l Withdraw: Cancel an appl icat ion t hat  has been saved but  not  yet  submit t ed. 
19.11This f eat ure was int roduced in t he 19.11 release

INFO

In Workspaces 23.04 and lat er  releases, t he View Not es act ion is replaced wit h 

Show All  in t he Not es card. To learn more, see The Applicat ion Det ails screen > 

Not es.

While each of t hese act ions is descr ibed separat ely, more informat ion about  how t o use 

each  act ion is available in ot her t opics.

 l To learn more about  how t he Claim, Release, and Decision act ions are used when 

reviewing appl icat ions, see Review Act ions.

 l To learn more about  t he View Form, Recover and Wit hdraw act ions, see Helpdesk 

Act ions.

 l To learn more about  st ar t ing appl icat ions wit h t he New Form act ion, see Assist ed 

Channel Act ions.

 l To learn more about  managing t ask assignment  wit h t he Assign, Reassign, and 

Unassign act ions, see Manage Act ions.

 l To learn more about  working wit h t asks in t he Brokers space, see Brokers space 

Act ions.

The st andard act ions expose core Workspaces funct ional it y t hat  enables you t o pro-

cess appl icat ions, respond t o helpdesk inquir ies, assist  cust omers, or  manage your 

t eam's workload. Each st andard act ion is associat ed (via conf igurat ion) wit h one or  

more spaces.
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Addit ional cust om funct ional it y may occur as part  of  per forming a st andard act ion. The 

cust om funct ional it y occurs only if  t he act ion is successful. How you exper ience t he cus-

t om funct ional it y is specif ic t o your Workspaces port al. For  example, you could receive 

a personalized email  af t er  an act ion is per formed. This f eat ure  t he  release

Cust om funct ional it y is added t o an act ion via conf igurat ion. To learn about  adding cus-

t om funct ional it y t o a st andard act ion, see Conf igurat ion > Current  space conf igurat ion 

> Invoke.

Standard action availability

In t he default  conf igurat ion, t he fol lowing st andard act ions are available for  al l  releases 

and in al l  spaces except  as not ed.

 l Receipt

 l Add Not es (23.04 only, al l  spaces except  t he Document  Request s space)

 l View Not es (22.10 and ear l ier  releases only)

Also, t he Not es card > Comment s core funct ion (23.04 only) is always available even 

when t he Add Not es act ion is not .

For t he spaces in t he default  conf igurat ion, t he fol lowing st andard act ions are also avail-

able:

 l Review: Claim, Decision, Release

 l Helpdesk: Recover, View Form, Wit hdraw

 l Assist ed Channel: New Form, Recover, View Form, Wit hdraw

 l Manage: Assign, Reassign, Unassign

The Receipt  act ion is available for  submit t ed appl icat ions in al l  spaces, and View Form is 

available for  saved appl icat ions in t he Helpdesk and Assist ed Channel spaces. This 

means you can always see t he informat ion in an appl icat ion regardless of t he appl ic-

at ion's st at e and which space you're in.

In Workspaces 22.10 and ear l ier  releases, t he View Not es act ion is available in al l  spaces 

so you can always view t he not es t hat  Workspaces users have made against  an appl ic-

at ion which wil l  help you underst and an appl icat ion's progress.

Only Assist ed Channel users can kick- off  new applicat ions using t he New Form act ion, 

but  any appl icat ion st ar t ed t his way can be claimed by or  assigned t o anot her user sub-

sequent ly.
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The st andard act ions available in ot her spaces are as fol lows.

 l Brokers: New Form, Recover, Resume, Wit hdraw

Resume is a new act ion int roduced for  t he Brokers space and is only available in t hat  

space. Resume is equivalent  t o View Form in Workspaces.

Associat ing an act ion wit h a space is just  one way t hat  Workspaces cont rols t he act ions 

t hat  are available t o you at  any point  in t ime.   Ot her fact ors t hat  cont r ibut e t o whet her 

an act ion is available   include:

 l Role- based conf igurat ion of permissions.

 l The current  st at us of a t ask or  appl icat ion.

 l Condit ional rules based on ot her t ask or  appl icat ion dat a values. 22.10This f eat ure 

was int roduced in t he 22.10 release

All of  t hese fact ors work t oget her wit h space- based access cont rol t o det ermine 

whet her an act ion is available for  a t ask or  appl icat ion as t he appl icat ion progresses 

t hrough it s l ife cycle. For more informat ion about  how spaces are used  t o cont rol what  

act ions you can perform, see Access cont rol. 

Performing standard actions

St andard act ions can be performed from any List  screen or  Det ails screen. On a List  

screen, act ions are accessed via icon but t ons on t he r ight - hand side of each it em in t he 

it em l ist . On a Det ails screen, act ions are accessed via t he but t ons in t he act ions group 

locat ed in t he t op- r ight  of  t he Task pane. From t he List  screen, you can also use t he 

Bulk Act ion feat ure t o perform mult iple st andard act ions at  once. Bulk act ions are avail-

able on t he Journey Workspaces List  screen only. Neit her  Journey Brokers nor Journey 

Applicant s support  bulk act ions, nor  can t hey be performed from any Det ails screen.

INFO

In Workspaces 23.04, t ask act ions are consol idat ed wit h appl icat ion act ions in 

t he act ions group. In ear l ier  releases, t ask act ions were accessed via icon but -

t ons on each t ask in t he appl icat ion t imeline.

 l List  screen

 l Det ails screen

Workspaces act ions - 263 -



 1. Bulk act ion

 2. St andard act ion but t ons

 1. St andard act ion but t ons

 2. Cust om act ion but t on

Dif ferent  act ions may be available for  each t ask. This is because t he act ions t hat  can be 

performed on a t ask at  any t ime depend on several fact ors including t he t ask's current  

st at e. For example, t he Assign act ion wil l  be available only for  t asks t hat  aren't  assigned 

t o a user. If  no act ions are available, t his is indicat ed by displaying t he infoNone icon 

inst ead of t he act ion but t ons.

To perform a st andard act ion, cl ick t he act ion but t on corresponding t o t he desired 

act ion. Most  st andard act ions wil l  display a br ief  message in t he bot t om- lef t  corner of  

t he screen conf irming t hat  t he act ion was successful or  not ifying you t hat  somet hing 

went  wrong.
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Custom actions

Cust om act ions use t hird- part y web services or  f luent  funct ions t o ext end t he func-

t ional it y of  your Workspaces port al wit h feat ures t hat  are not  available in t he default  

conf igurat ion. Cust om act ions can be performed from a Det ails screen only.

INFO

There are no cust om act ions in t he default  Workspaces conf igurat ion. Any avail-

able cust om act ions, and what  t hey do, are specif ic t o your Workspaces port al 

and are not  covered by t his document at ion.

A cust om act ion may present  a form or  ot her int eract ive element  t o t he user t hat  t hey 

need t o engage wit h in order t o complet e t he act ion. Alt ernat ively, a cust om act ion may 

t r igger some back- end funct ional it y in Journey Manager or  anot her back- end syst em. 

Regardless of what  happens, when t he cust om act ion is complet e, focus is ret urned t o 

t he Det ails screen where t he user init iat ed t he cust om act ion.

To perform a cust om act ion:

 1. On a List  screen, select  a t ask from t he it em l ist . The corresponding Det ails screen 

is displayed, showing det ails for  t he select ed t ask.

 2. Cl ick  t o display t he l ist  of  available cust om act ions.

 l 23.04 and later:  is locat ed in t he act ion group, in t he t op- r ight  of  t he Task 

pane.

 l 20.05 to 22.10:  is specif ic t o each t ask in t he appl icat ion t imeline.

 l Prior to 20.05:  is locat ed in t he act ion group t o t he r ight  of  t he Key Info card.

 3. Select  t he desired act ion from t he l ist  of  cust om act ions.

 4. Workspaces t r iggers t he cust om funct ional it y in Journey Manager or  anot her 

back- end syst em. What  happens next  depends on t he conf igurat ion of t he cust om 

act ion, and user int eract ion may be required.

 5. Once t he cust om behavior  is complet e, Workspaces refreshes t he screen.

 l 23.04 and lat er

 l 20.05 t o 22.10

 l Prior  t o 20.05
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 1. Select ed t ask

 2. More but t on

 3. More menu
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Bulk actions in Workspaces 
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  22.10This f eat ure was int roduced in t he 22.10 

release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

Workspaces provides a set  of  st andard act ions for  working wit h appl icat ions and t asks. 

By default , al l  act ions act  on a single appl icat ion or  t ask. Somet imes, however, you may 

want  t o perform t he same act ion on several t asks. The Bulk Act ion feat ure provides a 

convenient  and eff icient  way t o perform an act ion on mult iple t asks al l  at  once, rat her 

t han having t o select  each t ask it em one at  a t ime and performing t he act ion. Bulk 

act ions are part icular ly ef f icient  when an act ion requires t he ent ry or  select ion of addi-

t ional dat a t o complet e it , such as select ing a user from a l ist .

INFO

Bulk act ions are available on t he Journey Workspaces List  screen only. Neit her  

Journey Brokers nor Journey Applicant s support  bulk act ions, nor  can t hey be 

performed from any Det ails screen.

To perform a bulk act ion, you f irst  need t o act ivat e t he Bulk Act ion mode. Act ivat ing 

t his mode displays t he Bulk Act ion panel which cont ains an Act ion select or  and an 

Apply but t on. The Bulk Act ion mode is deact ivat ed when you apply t he Bulk Act ion 

act ion or  via t he Bulk Act ion mode select or . Deact ivat ing t he Bulk Act ion mode hides 

t he Bulk Act ion panel.
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To perform a bulk act ion, f irst  ensure t he Bulk Act ion mode is act ive, t hen select  an 

act ion t o perform from t he Act ion select or . If  t he select ed act ion requires a t arget  user, 

t he User select or  is displayed. Select  one or  more t asks from t he it em l ist  and, if  

required, a t arget  user from t he User select or . The order in which you make t hese selec-

t ions is not  import ant . Final ly, once al l  select ions have been made, apply t he select ed 

act ion t o t he select ed t asks. A not if icat ion is displayed indicat ing t he success or  failure 

of t he bulk act ion. A bulk act ion fails if  t he act ion fails for  any of t he select ed t asks.  

INFO

A Workspaces administ rat or  can refer  t o t he Journey Manager logs for  more 

det ails about  why a bulk act ion failed.

When you act ivat e t he Bulk Act ion mode, al l  of  t he it ems in t he it em l ist  are disabled. 

Deact ivat ing t he Bulk Act ion mode enables al l  it ems in t he it em l ist  again. Once t he Bulk 

Act ion mode is act ive, each t ime you select  an act ion t o perform from t he Act ion 

select or , t he it ems for  t he t asks t hat  can be t arget ed by t he select ed act ion are enabled 

wit h al l  remaining it ems disabled. You can use t he Paging Tools t o navigat e amongst  

it em l ist  pages t o f ind t he t asks you need. However, when you cl ick Apply, t he act ion is 

appl ied t o t he select ed t asks on t he current  page only. Select ed it ems on ot her pages 

are ignored.

The act ions t hat  can be performed as bulk act ions are:

 l Assign: Assign a t ask t o a Workspaces user.

 l Claim: Assign a t ask t o yourself .

 l Reassign: Assign an assigned t ask t o anot her user. 22.10This f eat ure was int roduced in 

t he 22.10 release

 l Receipt: See a read- only view of a submit t ed appl icat ion.

Bulk act ions in Workspaces - 269 -




 l Recover: Recover an abandoned or  wit hdrawn appl icat ion so t hat  t he appl icant  

can cont inue wit h it . 19.11This f eat ure was int roduced in t he 19.11 release

 l Release: Remove a t ask assignment  for  a t ask assigned t o you.

 l Unassign: Remove a t ask assignment  for  any t ask.

 l Withdraw: Cancel an appl icat ion t hat  has been saved but  not  yet  submit t ed. 
19.11This f eat ure was int roduced in t he 19.11 release

Each of t hese act ions is descr ibed in separat e t opics. Cl ick an act ion name in t he l ist  

above t o learn about  t hese act ions.

Example

Bulk Reassignment of Tasks

The fol lowing example il lust rat es t he st eps required t o reassign several t asks using t he 

Bulk Act ion feat ure.

 1. Select  t he Manage space (1).

 2. Act ivat e t he Bulk Act ion mode (2). The Bulk Act ion panel appears (3), and al l  it ems 

in t he it em l ist  are disabled.

 3. Select  t he act ion t o perform from t he Act ion select or ; in t his case, t he Reassign 

act ion (4). It ems corresponding t o assignable t asks are enabled in t he it em l ist  (5), 

and t he User select or  (6) appears beside t he Act ion select or .

 4. Select  one or  more of t he enabled t asks (7); t he number of t asks select ed is dis-

played in t he Bulk Act ion panel (8). Select  a t arget  user t o reassign t he select ed 

t asks t o (9). Not e t hat  you can make t hese select ions in any order.

 5. Once t he t asks and a t arget  user are select ed, t he Apply but t on is enabled. Cl ick 

Apply (10) t o perform t he select ed act ion on t he select ed t asks. In t his case, t he 

select ed t asks are reassigned t o t he select ed user, and t heir  Workspaces id is dis-

played in t he Assigned t o column of t he select ed t asks. (11)

 6. A success not if icat ion is displayed (12), and t he Bulk Act ion mode is deact ivat ed 

(13).
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Assign a task to a user
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.04This f eat ure was updat ed in t he 23.04 release

If  you manage a t eam, you may need t o schedule work t o meet  var ious needs; for  

example, t o share work across your t eam, t o accommodat e t eam member absences, or  

t o sat isfy an SLA1. A user wit h access t o t he Manage space, such as a manager or  a Work-

spaces administ rat or , can change t ask assignment s t o address any such needs.         For  

example, an unassigned t ask can be assigned t o someone.     

The Assign act ion is available in t he Manage  space, and can be performed on t asks t hat  

sat isfy t he fol lowing condit ions.

 l The t ask is not  assigned t o anyone.

 l The t ask is assignable t o t he t arget  user; t hat  is, t he t arget  user has t he necessary 

permissions t o access t he t ask.

If  t hese condit ions are sat isf ied, t he t ask can be assigned t o t he t arget  user.

If  t he t ask you want  t o assign is already assigned t o someone, eit her  remove t he t ask 

assignment  f irst  by unassigning or  releasing it , or  reassign t he t ask inst ead.

NOTE

 l The Assign and Reassign act ions are mut ual ly exclusive, meaning t hat  only one 

of t hese act ions is available at  any t ime.

 l By default , t he Reassign act ion is only available in t he Manage space.

You can assign a t ask in t he Manage space from eit her  a List  screen or  a Det ails screen.

Assign from a List screen

To assign a t ask t o a user from a List  screen:

1A service- level agreement  (SLA) is a commit ment  bet ween a service provider and a cl i-

ent . Part icular  aspect s of t he service –  qual it y, availabil it y, responsibil it ies –  are agreed 

bet ween t he service provider and t he service user.

Assign a t ask t o a user - 272 -



 1. From t he Spaces navigat ion menu, select           t he Manage space. The List  screen is dis-

played.

 2. In t he it em l ist , locat e a t ask  t hat   you want  t o assign and point  your cursor at  it . 

The available act ions appear at  t he r ight - hand side. 

 3. Cl ick person_addAssign. A l ist  of  Workspaces users is displayed, showing bot h t he 

Workspaces user id and t he ful l  name for  each user.

 4. Select  a user from t he l ist . The t ask is assigned t o t he select ed user, and t heir  

Workspaces id is displayed in t he Assigned t o column.

TIP | 22.10THIS FEATURE WAS INTRODUCED IN THE 22.10 RELEASE

You can use t he Bulk Act ion feat ure t o assign mult iple t asks at  once. Bulk 

act ions are available on t he Journey Workspaces List  screen only. Neit her  Jour-

ney Brokers nor Journey Applicant s support  bulk act ions, nor  can t hey be per-

formed from any Det ails screen.

Assign from a Details screen

To assign a t ask t o a user from a Det ails screen:

 1. From t he Spaces navigat ion menu, select           t he Manage space. The List  screen is dis-

played.

 2. In t he it em l ist , locat e a t ask  t hat   you want  t o assign and select  it . The Det ails 

screen for  t he select ed t ask is displayed. 

 3. On t he Det ails screen, cl ick person_addAssign. A l ist  of  Workspaces users is dis-

played, showing bot h t he Workspaces user id and t he ful l  name for  each user.

 l 23.04

 l 20.05 t o 22.10

 l Prior  t o 20.05 (EOL)

person_addAssign is locat ed in t he Act ions group.
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person_addAssign is locat ed wit hin t he select ed t ask in t he appl icat ion t imeline.

The Assign but t on is locat ed in t he Act ion panel.

 4. Select  a user from t he l ist . The t ask is assigned t o t he select ed user, and t heir  

Workspaces id is displayed in t he Assigned To f ield in t he key informat ion.

When you assign  a t ask from any screen, a message is displayed br ief ly in t he bot t om 

lef t  corner of  t he page ident ifying whet her or  not  t he act ion was successful.
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Claim: Assign an unassigned task to a your-

self
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.04This f eat ure was updat ed in t he 23.04 release

As an appl icat ion progresses t hrough it s l ife cycle, Journey Manager creat es t asks t hat  

users can int eract  wit h. A t ask must  be assigned t o a user before t hey can work on it . 

Workspaces provides t he Claim act ion as a convenient  way t o assign a t ask t o yourself .

You can't  claim a t ask t hat  is already assigned t o someone, so if  you want  t o claim an 

assigned t ask, you need t o remove t he t ask assignment  f irst . To learn about  removing a 

t ask assignment , see Unassign a t ask.

The Claim act ion can only be used t o assign a t ask t o yourself , not  t o someone else. To 

learn about  assigning t asks t o ot her users, see Assign a t ask t o a user.

If  you have access t o t he Manage space, an alt ernat ive t o claiming or  assigning a t ask is 

t o reassign it  t o yourself  or  someone else inst ead. To learn about  reassigning t asks, see 

Reassign a t ask t o anot her user. |   22.10    This f eat ure was int roduced in 22.10.

NOTE

 l The Claim and Reassign act ions are mut ual ly exclusive, meaning t hat  only one 

of t hese act ions is available at  any t ime.

 l By default , t he Reassign act ion is only available in t he Manage space.

You can claim a t ask in t he Review or  Helpdesk space from eit her  a List  screen or  a 

Det ails screen.

Claim from a List screen

To claim a t ask from a List  screen:

 1. From t he Spaces navigat ion menu, select           t he Review or  Helpdesk space. The List  

screen is displayed.

 2. In t he it em l ist , locat e a t ask  t hat   you want  t o claim and point  your cursor at  it . 

The available act ions appear at  t he r ight - hand side. 
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 3. Cl ick l ibrary_addClaim. The t ask is assigned t o you, and your Workspaces id is dis-

played in t he Assigned column.

TIP | 22.10THIS FEATURE WAS INTRODUCED IN THE 22.10 RELEASE

You can use t he Bulk Act ion feat ure t o claim mult iple t asks at  once. Bulk act ions 

are available on t he Journey Workspaces List  screen only. Neit her  Journey 

Brokers nor Journey Applicant s support  bulk act ions, nor  can t hey be performed 

from any Det ails screen.

Claim from a Details screen

To claim a t ask from a Det ails screen:

 1. From t he Spaces navigat ion menu, select           t he Review or  Helpdesk space. The List  

screen is displayed.

 2. In t he it em l ist , locat e a t ask  t hat   you want  t o claim and select  it . The Det ails 

screen for  t he select ed t ask is displayed. 

 3. On t he Det ails screen, cl ick l ibrary_addClaim. The t ask is assigned t o you, and your 

Workspaces id is displayed in t he Assigned t o f ield in t he key informat ion.

 l 23.04

 l 20.05 t o 22.10

 l Prior  t o 20.05 (EOL)

l ibrary_addClaim is locat ed in t he Act ions group.

l ibrary_addClaim is locat ed wit hin t he select ed t ask in t he appl icat ion t imeline.
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The Claim but t on is locat ed in t he Act ion panel.

When you claim  a t ask from any screen, a message is displayed br ief ly in t he bot t om 

lef t  corner of  t he page ident ifying whet her or  not  t he act ion was successful.
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Decision: Record a decision for a task
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.04This f eat ure was updat ed in t he 23.04 release

When you have al l  t he informat ion you need about  a t ask, you can t ake a decision on t he 

t ask's out come. Taking a decision on a t ask complet es t he t ask and moves it  along in it s 

l ife cycle.

The Decision act ion is available only from t he Det ails screen in t he Review space, and 

only for  t asks t hat  are assigned t o you; you cannot  t ake a decision for  a t ask t hat  is 

assigned t o someone else. When you t ake a decision, you must  provide bot h t he 

decision (represent ing some out come, assessment  or  result ) and a not e support ing t he 

decision. The not e is import ant  because it  helps ot hers t o underst and how you arr ived 

at  your decision, and may be pref il led wit h relevant  informat ion.

To t ake a decision on a t ask's out come:

 1. From t he Spaces navigat ion menu, select           t he Review space. The List  screen is dis-

played.

 2. In t he it em l ist , locat e a t ask  t hat   you want  t o t ake a decision on and select  it . The 

Det ails screen for  t he select ed t ask is displayed. 

 3. On t he Det ails screen, cl ick cal l_spl it Decision. The Decision modal window is dis-

played.

 l 23.04

 l 20.05 t o 22.10

 l Prior  t o 20.05 (EOL)

cal l_spl it Decision is locat ed in t he Act ions group.
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cal l_spl it Decision is locat ed wit hin t he select ed t ask in t he appl icat ion t imeline.

The Decision but t on is locat ed in t he Act ion panel.

 4. Select  one of t he opt ions in t he Choose a Decision l ist . The decision opt ions avail-

able in your Workspaces port al are dependent  on your Journey appl icat ion con-

f igurat ion but  may include such opt ions as Approve and Decl ine.        
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 5. Ent er  a mandat ory not e support ing your decision. Ensure t he not e includes useful 

det ails t hat  explain t he decision you have t aken. Relevant  informat ion may be pre-

f il led in t he not e t o assist  you wit h t his.

 6. Final ly, cl ick Submit  t o submit  your decision. If  you're not  ready t o submit  your 

decision but  want  t o keep t he informat ion you have ent ered, cl ick Save inst ead t o 

save what  you have ent ered so t hat  it  is not  lost .

 7. Cl ick closeClose t o close t he Decision modal window and ret urn t o t he Det ails 

screen.

If  you don't  have al l  t he informat ion you need t o complet e t he decision r ight  now, you 

can cl ick Save (at  st ep 6) t o save t he informat ion you have ent ered and complet e t he 

decision lat er . Subsequent ly, when you are ready t o complet e t he decision, repeat  t he 

necessary st eps above t o ret urn t o t he Decision modal window, updat e t he Decision 

and Not e as required, and t hen cl ick Submit  t o record t he decision you have made.
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New Application: Start  a new application
  WorkspacesThis t opic relat es t o Journey Workspaces   |     BrokersA Journey Brokers user    |  
21.11This f eat ure was int roduced in t he 21.11 release

A key feat ure of t he Brokers space is t he abil it y t o creat e new applicat ions. This feat ure 

is available via t he New Applicat ion act ion which is fundament al ly t he same as t he  New 

Form act ion available in Workspaces.

NOTE

An applicat ion st ar t ed using t he New Applicat ion act ion can only be accessed by 

an aut hent icat ed user; t hat  is, a user who is logged in t o Journey Brokers or  a 

Temenos Journey Manager syst em. However, many appl icant s are anonymous or  

unaut hent icat ed users, st ar t ing an appl icat ion from an ext ernal websit e such as 

an onl ine banking websit e, and so wil l  not  be able t o access an appl icat ion st ar-

t ed wit h New Applicat ion.

INFO

Handover of  appl icat ions bet ween aut hent icat ed and anonymous users is pos-

sible but  may not  be offered in an out  of  t he box Temenos Journey Manager solu-

t ion. If  appl icat ion handover is import ant  t o you, cont act  your Temenos Journey 

Manager represent at ive t o discuss how your solut ion can be cust omized t o al low 

appl icat ion handover where you need it  in your appl icat ion workf low.

In Journey Brokers, t he New Applicat ion act ion is only available from t he Search screen; 

it  isn't  available from t he Det ails screen.

To st ar t  an appl icat ion in Journey Brokers:

 1. Login t o Journey Brokers.

 2. On t he Search screen, cl ick New Applicat ion and select  a form /  product  t ype from 

t he l ist  displayed.

 3. A modal window opens cont aining t he select ed form. Ent er  any cust omer or  appl ic-

at ion det ails t hat  you have, t hen save or  submit  t he appl icat ion and close t he 

modal window.

 4. When you ret urn t o t he Search screen, your new applicat ion wil l  appear in t he 

it em l ist . If  you can't  see it  st raight  away, you may need t o refresh t he screen.
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Once you have st ar t ed and saved an appl icat ion, you can open it  again any t ime t o con-

t inue ent er ing informat ion unt il  t he appl icat ion has been submit t ed. For det ails about  

how t o cont inue an appl icat ion, see Resume: Re- open an appl icat ion form.
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New Form: Start  a new application
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release19.11This f eat ure was updat ed in t he 19.11 release

In a cust omer- focused role such as a relat ionship manager, it  helps t o be able t o 

provide services t o your busy cust omers t hat  make t heir  l ives easier . Workspaces 

includes many feat ures aimed at  reducing fr ict ion in t he appl icat ion process. One of 

t hese is t he New Form act ion which al lows you t o kick- st ar t  appl icat ions on behalf  of  

your cust omers.

NOTE

An applicat ion st ar t ed using t he New Form act ion can only be accessed by an 

aut hent icat ed user; t hat  is, a user who is logged in t o Journey Workspaces or  a 

Temenos Journey Manager syst em. However, many appl icant s are anonymous or  

unaut hent icat ed users, st ar t ing an appl icat ion from an ext ernal websit e such as 

an onl ine banking websit e, and so wil l  not  be able t o access an appl icat ion st ar-

t ed wit h New Form.

INFO

Handover of  appl icat ions bet ween aut hent icat ed and anonymous users is pos-

sible but  may not  be offered in an out  of  t he box Temenos Journey Manager solu-

t ion. If  appl icat ion handover is import ant  t o you, cont act  your Temenos Journey 

Manager represent at ive t o discuss how your solut ion can be cust omized t o al low 

appl icat ion handover where you need it  in your appl icat ion workf low.

You can st ar t  an appl icat ion only from t he List  screen in t he Assist ed Channel space; 

t he New Form act ion is not  available from t he Det ails screen, nor  in any ot her space.

To st ar t  an appl icat ion:

 1. Select  t he Assist ed Channel space.

 2. On t he List  screen, cl ick descr ipt ionNew Form and select  a form /  product  t ype 

from t he l ist  displayed.

 3. A modal window opens cont aining t he select ed form. Ent er  any appl icat ion det ails 

t hat  you know or  have at  hand.
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 4. If  you've ent ered al l  t he required informat ion, you can submit  your appl icat ion; ot h-

erwise, you can save it  and come back lat er  t o complet e your appl icat ion. 

 l To save your appl icat ion, cl ick menuMenu t hen select  save Save Applicat ion.

 l To submit  your appl icat ion, cl ick Submit  on t he appl icat ion form.

 5. Close t he modal window, ret urning t o t he List  screen. If  you submit t ed your appl ic-

at ion, it  wil l  appear in t he  it em l ist  in t he Al l  appl icat ions view; ot herwise, it  wil l  be 

in t he My Saved view. If  you can't  see it  st raight  away, you may need t o refresh t he 

page.

You can ret urn t o a saved appl icat ion t o cont inue ent er ing informat ion on t he appl ic-

ant 's behalf  at  any t ime unt il  t he appl icat ion has been submit t ed. For informat ion about  

how t o cont inue an appl icat ion, see View Form: Re- open an appl icat ion form.
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Task notes and  comments
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  23.04This f eat ure was int roduced in t he 23.04 

release

NOTE

In Workspaces 22.10 and ear l ier  releases, not es are added t o t asks from t he 

appl icat ion t imeline. To learn more, see The Applicat ion Det ails Screen (22.10 

and ear l ier) > appl icat ion t imeline.

As an appl icat ion progresses t hrough it s l ife cycle, it  may pass from one user t o anot her 

t o perform var ious assessment s or  ot her act ivit ies. Each user t hat  t ouches t he appl ic-

at ion can add informat ion such as how t he appl icat ion is processed, det ails of  user 

inquir ies, or  changes in pr ior it izat ion. An appl icat ion can pass t hrough many dif ferent  

set s of  hands, so it 's import ant  t o capt ure t his informat ion in case it 's needed by 

someone else lat er  in t he appl icat ion l ife cycle, or  t o assist  in responding t o inquir ies. 

Informat ion capt ured t his way is st ored as not es against  t he relevant  t asks. Not es can 

be added t o any t ask at  any t ime, even if  t he t ask is complet ed.

INFO

In Workspaces 22.04 and ear l ier  releases, not es can be added t o any t ask t hat  is 

in progress, but  not  t o complet ed t asks.

Add a note

To add a not e t o a t ask:

 1. Select  t he Det ails screen for  t he t ask you want  t o add a not e t o.

 2. In t he t ask swit cher, locat e t he t ask you want  t o add a not e t o and select  it . The 

t ask's det ails are displayed in t he Task pane.

 3. Cl ick comment Add Not es. The Add Not es modal window is displayed. Any exist ing 

not es are displayed in t he reverse order in which t hey were made, accompanied by 

met adat a t hat  places each not e in t he cont ext  of  t he appl icat ion's and t ask's st at e 

at  t he t ime it  was added. A scrol l  bar  appears if  necessary for  you t o view al l  t he 

not es, and you can expand t he modal window t o use t he ful l  screen.
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 4. Type your not e in t he Add a not e box, and cl ick sendSend. If  you need t o, you can 

add mult iple not es.

 5. When you're f inished adding not es, cl ick closeClose in t he t op- r ight  corner of  t he 

modal window t o close it  and ret urn t o t he Det ails screen.

Add a comment

You can comment  on a not e, t hereby forming a t hread st ar t ing wit h t he not e and fol-

lowed by any comment s made against  it . The number of comment s on a not e is shown 

on t he not e's Comment s but t on. These comment s can be viewed and new comment s 

added in t he Thread modal window. Comment s are displayed in t he Thread modal in t he 

reverse order in which t hey were made wit h t he newest  comment s at  t he t op. To view 

t he Thread modal, cl ick Comment s.

To add a comment  t o a not e:

 1. Ensure t he t ask wit h t he not e you want  t o comment  on is select ed.

 2. Ident ify t he not e you want  t o comment  on. You may need t o expand t he Not es 

card and scrol l  down t o f ind it .
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 3. Cl ick Comment s below t he not e. The Thread modal window

 4. Type your comment  in t he Add a comment  box, and cl ick sendSend. If  you need t o, 

you can add mult iple comment s.

 5. When you're f inished adding comment s, cl ick closeClose.

NOTE

The lengt h of a not e or  comment  is l imit ed t o 2000 charact ers.
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Reassign a task to another user
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  22.10This f eat ure was int roduced in t he 22.10 

release23.04This f eat ure was updat ed in t he 23.04 release

If  you manage a t eam, you may need t o schedule work t o meet  var ious needs; for  

example, t o share work across your t eam, t o accommodat e t eam member absences, or  

t o sat isfy an SLA1. A user wit h access t o t he Manage space, such as a manager or  a Work-

spaces administ rat or , can change t ask assignment s t o address any such needs.          For  

example, a t ask t hat 's already assigned t o a user can be reassigned t o anot her user.     

The Reassign act ion is available in t he Manage  space, and can be performed on t asks 

t hat  sat isfy t he fol lowing condit ions.

 l The t ask is assigned t o someone ot her t han t he t arget  user (t he user you want  t o 

assign t he t ask t o).

 l The t ask is assignable t o t he t arget  user; t hat  is, t he t arget  user has t he necessary 

permissions t o access t he t ask.

If  t hese condit ions are sat isf ied, t he t ask can be reassigned t o t he t arget  user.

While you can't  reassign a t ask t hat  isn't  already assigned t o someone, you can claim an 

unassigned t ask for  yourself  or  assign it  t o someone else.  If  you simply want  t o remove 

a t ask's assignee, release or  unassign t he t ask inst ead.

NOTE

 l The Assign and Reassign act ions are mut ual ly exclusive, meaning t hat  only one 

of t hese act ions is available at  any t ime. Similar ly, t he Claim and Reassign 

act ions are also mut ual ly exclusive.

 l By default , t he Reassign act ion is only available in t he Manage space.

You can reassign a t ask in t he Manage space from eit her  a List  screen or  a Det ails 

screen.

1A service- level agreement  (SLA) is a commit ment  bet ween a service provider and a cl i-

ent . Part icular  aspect s of t he service –  qual it y, availabil it y, responsibil it ies –  are agreed 

bet ween t he service provider and t he service user.
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Reassign from a List screen

To reassign a t ask t o anot her user from a List  screen:

 1. From t he Spaces navigat ion menu, select           t he Manage space. The List  screen is dis-

played.

 2. In t he it em l ist , locat e a t ask  t hat   you want  t o reassign and point  your cursor at  it . 

The available act ions appear at  t he r ight - hand side. 

 3. Cl ick group_addReassign. A l ist  of  Workspaces users is displayed, showing bot h 

t he Workspaces user id and t he ful l  name for  each user.

 4. Select  a user from t he l ist . The t ask is reassigned t o t he select ed user, and t heir  

Workspaces id is displayed in t he Assigned t o column.

TIP | 22.10THIS FEATURE WAS INTRODUCED IN THE 22.10 RELEASE

You can use t he Bulk Act ion feat ure t o reassign mult iple t asks at  once. Bulk 

act ions are available on t he Journey Workspaces List  screen only. Neit her  Jour-

ney Brokers nor Journey Applicant s support  bulk act ions, nor  can t hey be per-

formed from any Det ails screen.

Reassign from a Details screen

To reassign a t ask t o anot her user from a Det ails screen:

 1. From t he Spaces navigat ion menu, select           t he Manage space. The List  screen is dis-

played.

 2. In t he it em l ist , locat e a t ask  t hat   you want  t o reassign and select  it . The Det ails 

screen for  t he select ed t ask is displayed. 

 3. On t he Det ails screen, cl ick group_addReassign. A l ist  of  Workspaces users is dis-

played, showing bot h t he Workspaces user id and t he ful l  name for  each user.

 l 23.04

 l 20.05 t o 22.10

 l Prior  t o 20.05 (EOL)

group_addReassign is locat ed in t he Act ions group.
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is locat ed wit hin t he select ed t ask in t he appl icat ion t imeline.

The  but t on is locat ed in t he Act ion panel.

 4. Select  a user from t he l ist . The t ask is reassigned t o t he select ed user, and t heir  

Workspaces id is displayed in t he Assigned To f ield in t he key informat ion.

When you reassign  a t ask from any screen, a message is displayed br ief ly in t he bot t om 

lef t  corner of  t he page ident ifying whet her or  not  t he act ion was successful.
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Receipt: View a receipt
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.04This f eat ure was updat ed in t he 23.04 release

Many of t he act ions you perform in Workspaces rely upon you being able t o see t he 

informat ion submit t ed by an appl icant ; for  example, when you're reviewing an appl ic-

at ion t o make a decision or  responding t o a cust omer inquiry. The Receipt  act ion al lows 

you t o view a submit t ed appl icat ion.

INFO

The Receipt  act ion is available once an appl icat ion has been submit t ed. If  t he 

appl icat ion has been saved but  not  submit t ed, t he View Form act ion is available 

inst ead.

 l 23.04

 l 22.10

 l 22.04 and ear l ier
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 1. Receipt  modal window

 2. Receipt  select or

 3. Pop out  t o new t ab

 4. Expand t o ful l  screen

 5. Close modal window

 6. Receipt  but t on

 1. Modal window

 2. Expand t o ful l  screen

 3. Pop out  t o new t ab

 4. Close modal window

 5. Receipt  select or

Receipt : View a receipt - 292 -



A receipt  is a read- only view of informat ion submit t ed by an appl icant  or  ot her Work-

spaces user, and displayed in t he same form used t o capt ure t hat  informat ion. You can 

view a receipt  f rom any space, and for  any it em (appl icat ion or  t ask) even if  it 's not  

assigned t o you. Each t ask associat ed wit h an appl icat ion may have a receipt . If  t here 

are mult iple receipt s for  an appl icat ion, you can view a specif ic receipt  using t he 

Receipt  select or  at  t he t op of t he modal window. Not e t hat  viewing a receipt  does not  

al low you t o change t he appl icat ion in any way.

When you select  t he Receipt  act ion, t he receipt  for  t he select ed t ask is displayed unless 

t here isn’t  a receipt  associat ed wit h t he t ask, in which case t he most  recent  receipt  is 

shown by default . However, if  you're using Workspaces 22.04 or  ear l ier , t he most  recent  

receipt  is always displayed by default .  |  22.10This f eat ure was updat ed in 22.10.

To view a receipt  f rom a List  screen:

 1. From t he Spaces navigat ion menu, select           any space. The List  screen is displayed.

 2. In t he it em l ist , locat e an appl icat ion or  t ask  t hat   you want  t o view a receipt  for  

and point  your cursor at  it . The available act ions appear at  t he r ight - hand side. 

 3. Cl ick receipt Receipt . The Receipt  modal window is displayed, showing t he appl ic-

at ion informat ion. Scrol l  bars and navigat ion t ools are available, al lowing you t o 
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access al l  of  t he receipt . If  t here are mult iple receipt s, you can use t he Receipt se-

lect or  t o swit ch bet ween receipt s.

 4. When you're f inished viewing t he receipt , cl ick closeClose in t he t op- r ight  corner 

of  t he modal window t o close it  and ret urn t o t he screen you st ar t ed from.

To view a receipt  f rom a Det ails screen:

 1. From t he Spaces navigat ion menu, select           any space. The List  screen is displayed.

 2. In t he it em l ist , locat e an appl icat ion or  t ask  t hat   you want  t o view a receipt  for  

and select  it . The Det ails screen for  t he select ed it em is displayed. 

 3. On t he Det ails screen, cl ick receipt Receipt . The Receipt  modal window is dis-

played, showing t he appl icat ion informat ion. Scrol l  bars and navigat ion t ools are 

available, al lowing you t o access al l  of  t he receipt . If  t here are mult iple receipt s, 

you can use t he Receipt select or  t o swit ch bet ween receipt s.

 l 23.04

 l 20.05 t o 22.10

 l Prior  t o 20.05 (EOL)

receipt Receipt  is locat ed in t he Act ions group.

receipt Receipt  is locat ed wit hin t he select ed t ask in t he appl icat ion t imeline.
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The Receipt  but t on is locat ed in t he Act ion panel.

 4. When you're f inished viewing t he receipt , cl ick closeClose in t he t op- r ight  corner 

of  t he modal window t o close it  and ret urn t o t he screen you st ar t ed from.
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Recover an abandoned application
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  19.11This f eat ure was int roduced in t he 19.11 

release23.04This f eat ure was updat ed in t he 23.04 release

NOTE

Prior  t o Workspaces 19.11, appl icat ions could only be recovered in t he Journey 

Manager dashboard.

Somet imes, an appl icat ion is st ar t ed but  not  saved or  submit t ed. This could be a del ib-

erat e choice by t he appl icant , but  it  may also be due t o circumst ances beyond t he 

appl icant 's cont rol; for  example, if  t heir  browser crashes or  t he form session t imes out . 

Regardless of how or  why it  happens, an appl icat ion t hat  hasn't  been saved or  sub-

mit t ed event ual ly becomes abandoned.

Aft er  an appl icat ion has become abandoned, t he appl icant  may decide t hat  t hey want  

t o cont inue t heir  appl icat ion. For example, t he appl icant  may have closed t he form acci-

dent al ly wit hout  saving/ submit t ing it , or  t hey may simply have change t heir  mind and 

want  t o complet e and submit  t he appl icat ion t hey st ar t ed ear l ier . The abandoned 

appl icat ion probably cont ains a lot  of  informat ion t hat  t he appl icant  ent ered ear l ier , 

and t hey don't  want  t o have t o ent er  it  again. Workspaces al lows you t o recover an aban-

doned appl icat ion, wit hin a conf igured t ime frame, so t hat  t he appl icant  can cont inue 

t he appl icat ion t hey st ar t ed wit hout  having t o re- ent er  any saved informat ion.

NOTE

Any Personally Ident if iable Informat ion (PII) in a recovered appl icat ion is not  

available if  t he dat a ret ent ion per iod has expired.

In addit ion t o abandoned appl icat ions, an appl icat ion t hat  has been wit hdrawn can also 

be recovered.
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INFO | HOW DOES AN APPLICANT ACCESS A RECOVERED APPLICATION?

Workspaces does not  mandat e how an appl icant  can access a recovered appl ic-

at ion in t he default   conf igurat ion as t his is an aspect  t hat  wil l  be specif ic t o each 

Workspaces port al. However, it 's l ikely t hat  t he appl icant  wil l  have received an 

email  at  some point  -  such as when t hey st ar t ed or  saved t heir  appl icat ion -  and 

t his wil l  include a l ink t o t ake t hem back t o t heir  appl icat ion. 

You can recover an appl icat ion in t he Helpdesk or  Assist ed Channel space from eit her  a 

List  screen or  a Det ails screen.

Recover from a List screen

To recover an appl icat ion from a List  screen:

 1. From t he Spaces navigat ion menu, select           t he Helpdesk or  Assist ed Channel space. 

The List  screen is displayed.

 2. In t he it em l ist , locat e an appl icat ion  t hat   you want  t o recover and point  your 

cursor at  it . The available act ions appear at  t he r ight - hand side. When searching 

for  an appl icat ion, keep in mind t hat  some applicat ion det ails may not  be available 

if  t he appl icat ion has not  been f il led in complet ely.

         The Recover act ion is available here if  t he appl icat ion has been saved, eit her  int en-

t ional ly by t he appl icant  or  in t he background by t he form, before becoming aban-

doned or  being wit hdrawn.     

 3. Cl ick rest ore_from_t rashRecover. The appl icat ion is now available again t o con-

t inue along t he appl icat ion workf low. The  available act ions change, and a message 

conf irming you have recovered t he appl icat ion is displayed br ief ly in t he bot t om-
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lef t  corner of  t he screen.

TIP | 22.10THIS FEATURE WAS INTRODUCED IN THE 22.10 RELEASE

You can use t he Bulk Act ion feat ure t o recover mult iple appl icat ions at  once. 

Bulk act ions are available on t he Journey Workspaces List  screen only. Neit her  

Journey Brokers nor Journey Applicant s support  bulk act ions, nor  can t hey be 

performed from any Det ails screen.

Recover from a Details screen

To recover an appl icat ion from a Det ails screen:

 1. From t he Spaces navigat ion menu, select           t he Helpdesk or  Assist ed Channel space. 

The List  screen is displayed.

 2. In t he it em l ist , locat e an appl icat ion  t hat   you want  t o recover and select  it . The 

Det ails screen for  t he select ed appl icat ion is displayed. When searching for  an 

appl icat ion, keep in mind t hat  some applicat ion det ails may not  be available if  t he 

appl icat ion has not  been f il led in complet ely.

 3. On t he Det ails screen, cl ick rest ore_from_t rashRecover. The appl icat ion is now 

available again t o cont inue along t he appl icat ion workf low. The  available act ions 

change, and a message conf irming you have recovered t he appl icat ion is displayed 

br ief ly in t he bot t om- lef t  corner of  t he screen.

 l 23.04

 l 20.05 t o 22.10

 l Prior  t o 20.05 (EOL)

rest ore_from_t rashRecover is locat ed in t he Act ions group.
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rest ore_from_t rashRecover is locat ed wit hin t he select ed t ask in t he appl icat ion 

t imeline.

Not e t hat  t he Recover act ion is only available for  t he f irst  t ask of an appl icat ion 

t hat  has been saved but  not  yet  submit t ed.

The Recover but t on is locat ed in t he Act ion panel.
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Release a task assigned to you
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.04This f eat ure was updat ed in t he 23.04 release

When you no longer need t o work on a t ask, you can release it  so t hat  it  can be assigned 

t o someone else. Releasing a t ask ret urns it  t o t he pool of  unassigned t asks in t he it em 

l ist , al lowing it  t o be assigned t o or  claimed by someone else.

To release a t ask, you must  be in t he Review or  Helpdesk space. The Release act ion is 

available only for  t asks t hat  are assigned t o you. You cannot  release a t ask t hat  is 

assigned t o someone else; t he t ask must  be unassigned f irst . To learn about  unas-

signing t asks, see Unassign a t ask.

NOTE

If  you have access t o t he Manage space and want  t o release a t ask so t hat  you 

can assign it  t o someone else, a quicker way t o do t his is t o reassign t he t ask 

inst ead.

You can release a t ask in t he Review or  Helpdesk space from eit her  a List  screen or  a 

Det ails screen.

Release from a List screen

To release a t ask from a List  screen:

 1. From t he Spaces navigat ion menu, select           t he Review or  Helpdesk space. The List  

screen is displayed.

 2. In t he it em l ist , locat e a t ask  t hat   you want  t o release and point  your cursor at  it . 

The available act ions appear at  t he r ight - hand side. 

 3. Cl ick open_in_newRelease. The t ask is no longer assigned t o you, and you can con-

f irm t his by not ing t hat  your Workspaces id is removed from t he Assigned column.
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TIP | 22.10THIS FEATURE WAS INTRODUCED IN THE 22.10 RELEASE

You can use t he Bulk Act ion feat ure t o release mult iple t asks at  once. Bulk 

act ions are available on t he Journey Workspaces List  screen only. Neit her  Jour-

ney Brokers nor Journey Applicant s support  bulk act ions, nor  can t hey be per-

formed from any Det ails screen.

Release from a Details screen

To release a t ask from a Det ails screen:

 1. From t he Spaces navigat ion menu, select           t he Review or  Helpdesk space. The List  

screen is displayed.

 2. In t he it em l ist , locat e a t ask  t hat   you want  t o release and select  it . The Det ails 

screen for  t he select ed t ask is displayed. 

 3. On t he Det ails screen, cl ick open_in_newRelease. The t ask is no longer assigned t o 

you, and you can conf irm t his by not ing t hat  your Workspaces id is removed from 

t he Assigned t o f ield.

 l 23.04

 l 20.05 t o 22.10

 l Prior  t o 20.05 (EOL)

open_in_newRelease is locat ed in t he Act ions group.

open_in_newRelease is locat ed wit hin t he select ed t ask in t he appl icat ion 

t imeline.
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The Release but t on is locat ed in t he Act ion panel.

When you release  a t ask from any screen, a message is displayed br ief ly in t he bot t om 

lef t  corner of  t he page ident ifying whet her or  not  t he act ion was successful.
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Resume: Re- open an application form
  WorkspacesThis t opic relat es t o Journey Workspaces   |     BrokersA Journey Brokers user    |  
21.11This f eat ure was int roduced in t he 21.11 release

Aft er  you st ar t  an appl icat ion, you may f ind t hat  you don't  have al l  t he informat ion you 

need at  hand t o complet e t he appl icat ion, so you save it  for  now while you go and f ind 

what  you need. Once you have al l  t he informat ion for  your appl icat ion, you can resume 

your saved appl icat ion t o complet e it  and submit  it .

INFO

To view t he informat ion for  an appl icat ion t hat  has been submit t ed, see Receipt : 

View a receipt .

To resume an appl icat ion, you must  be in t he Brokers space. When you resume an appl ic-

at ion, t he informat ion previously ent ered is displayed in t he same form t hat  was used t o 

capt ure t hat  informat ion. While resuming an appl icat ion and viewing a receipt  bot h 

show you t he appl icat ion form, t hese t wo act ions dif fer  in one key way. When you view a 

receipt , t he appl icat ion form is displayed read- only. However, when you resume an 

Resume: Re- open an applicat ion form - 303 -



applicat ion, you can ent er  or  updat e informat ion in t he appl icat ion form and t hen sub-

mit  it .

NOTE

Any Personally Ident if iable Informat ion (PII) in a recovered appl icat ion is not  

available if  t he dat a ret ent ion per iod has expired.

You can only resume a form from t he Det ails screen. To resume a form:

 l 23.04

 l Prior  t o 23.04

 1. Login t o Journey Applicant s using t he appl icant 's email  address ent ered in t he 

appl icat ion. The Det ails screen is displayed.

 2. Cl ick Resume. A modal window opens displaying t he appl icat ion in t he same form 

used t o capt ure t he or iginal informat ion. Scrol l  bars are available t o al low you t o 

access t he ful l  page, and you can use any navigat ion t ools on t he form t o access al l  

of  t he appl icat ion.

 1. Login t o Journey Brokers.

 2. On t he Search screen, locat e an it em in t he it em l ist  for  t he appl icat ion t hat  you 

want  t o resume, and select  it  t o display it s det ails.

 3. On t he Det ails screen, t he Resume act ion wil l  be available if  t he appl icat ion has 

been saved but  not  yet  submit t ed. However, if  t he appl icat ion has been submit t ed, 

t he Receipt  act ion wil l  be available inst ead. For det ails about  how t o view a sub-

mit t ed appl icat ion, see Receipt : View a receipt .

 4. Cl ick Resume. A modal window opens displaying t he appl icat ion in t he same form 

used t o capt ure t he or iginal informat ion. Scrol l  bars are available t o al low you t o 

access t he ful l  page, and you can use any navigat ion t ools on t he form t o access al l  

of  t he appl icat ion.

From t his point  you can cont inue t o f il l  out  t he appl icat ion. When you've f inished ent er-

ing informat ion, you can do one of t he fol lowing act ions:

 l if  you haven't  submit t ed t he appl icat ion yet  and you're not  ready t o submit  it  now, 

save t he appl icat ion again

 l submit  t he appl icat ion

When you're f inished wit h t he form, cl ick closeClose in t he t op- r ight  corner t o close t he 

modal window and ret urn t o t he Det ails screen.
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Unassign a task
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.04This f eat ure was updat ed in t he 23.04 release

If  you manage a t eam, you may need t o schedule work t o meet  var ious needs; for  

example, t o share work across your t eam, t o accommodat e t eam member absences, or  

t o sat isfy an SLA1. A user wit h access t o t he Manage space, such as a manager or  a Work-

spaces administ rat or , can change t ask assignment s t o address any such needs.

When you unassign a t ask, you remove t he t ask's assignee. To unassign a t ask, you must  

be in t he Manage  space, and t he t ask must  be assigned t o someone. Removing a t ask 

assignment  ret urns t he t ask t o t he pool of  unassigned t asks, al lowing it  t o be claimed 

by or  assigned t o someone else. You can only remove a t ask assignment  if  t he t ask is 

assigned t o someone already, including yourself . However, if  t he t ask is assigned t o you 

and you're in t he Review space, you can release it  inst ead.

NOTE

If  you have access t o t he Manage space and want  t o unassign a t ask so t hat  you 

can assign it  t o someone else, a quicker way t o do t his is t o reassign t he t ask 

inst ead.

You can unassign a t ask in t he Manage space from eit her  a List  screen or  a Det ails 

screen.

Unassign from a List screen

To unassign a t ask from a List  screen:

 1. From t he Spaces navigat ion menu, select           t he Manage space. The List  screen is dis-

played.

 2. In t he it em l ist , locat e a t ask  t hat   you want  t o unassign and point  your cursor at  it . 

The available act ions appear at  t he r ight - hand side. 

1A service- level agreement  (SLA) is a commit ment  bet ween a service provider and a cl i-

ent . Part icular  aspect s of t he service –  qual it y, availabil it y, responsibil it ies –  are agreed 

bet ween t he service provider and t he service user.
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 3. Cl ick personUnassign. The t ask is no longer assigned, and you can conf irm t his by 

not ing t hat  t he Workspaces id is removed from t he Assigned column.

TIP | 22.10THIS FEATURE WAS INTRODUCED IN THE 22.10 RELEASE

You can use t he Bulk Act ion feat ure t o unassign mult iple t asks at  once. Bulk 

act ions are available on t he Journey Workspaces List  screen only. Neit her  Jour-

ney Brokers nor Journey Applicant s support  bulk act ions, nor  can t hey be per-

formed from any Det ails screen.

Unassign from a Details screen

To unassign a t ask from a Det ails screen:

 1. From t he Spaces navigat ion menu, select           t he Manage space. The List  screen is dis-

played.

 2. In t he it em l ist , locat e a t ask  t hat   you want  t o unassign and select  it . The Det ails 

screen for  t he select ed t ask is displayed. 

 3. On t he Det ails screen, cl ick personUnassign. The t ask is no longer assigned, and 

you can conf irm t his by not ing t hat  t he Workspaces id is removed from t he 

Assigned t o f ield.

 l 23.04

 l 20.05 t o 22.10

 l Prior  t o 20.05 (EOL)

personUnassign is locat ed in t he Act ions group.

personUnassign is locat ed wit hin t he select ed t ask in t he appl icat ion t imeline.

Unassign a t ask - 306 -



The Unassign but t on is locat ed in t he Act ion panel.

When you remove  a t ask assignment  from any screen, a message is displayed br ief ly in 

t he bot t om lef t  corner of  t he page ident ifying whet her or  not  t he act ion was successful.
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View Form: Re- open an application form
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  18.11This f eat ure was int roduced in t he 18.11 

release23.04This f eat ure was updat ed in t he 23.04 release

Some of t he act ions you perform in Workspaces rely upon you being able t o see or  

modify t he informat ion ent ered and saved by an appl icant  or  Assist ed Channel st af f ; for  

example, when responding t o a cust omer inquiry adding informat ion on behalf  of  an 

appl icant . Wit h t he View Form act ion, you can open a saved appl icat ion, view or  add 

more appl icat ion det ails, and submit  t he appl icat ion.

INFO

The View Form act ion is available if  t he appl icat ion has been saved but  not  yet  

submit t ed. However, if  t he appl icat ion has been submit t ed, t he Receipt  act ion is 

available inst ead.

 1. View Form modal window

 2. Pop out  t o new t ab
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 3. Expand t o ful l  screen

 4. Close modal window

 5. View Form but t on

To view a form, you must  be in t he Helpdesk or  Assist ed Channel space. When you view 

a form, t he informat ion ent ered by t he appl icant  is displayed in t he same form used t o 

capt ure t hat  informat ion. Viewing a form dif fers from viewing a receipt  in t hat  t he form 

is not  read- only. When you view a form, you can ent er  or  updat e appl icat ion inform-

at ion t o help t he appl icant  t o complet e t heir  appl icat ion.

To view a form from a List  screen:

 1. From t he Spaces navigat ion menu, select           t he Helpdesk or  Assist ed Channel space. 

The List  screen is displayed.

 2. In t he it em l ist , locat e an appl icat ion or  t ask  t hat   you want  t o view t he form for  

and point  your cursor at  it . The available act ions appear at  t he r ight - hand side. 

 3. Cl ick descr ipt ionView Form. A modal window opens showing t he appl icat ion in t he 

same form used t o capt ure t he or iginal informat ion. Scrol l  bars and navigat ion 

t ools are available, al lowing you t o access al l  of  t he appl icat ion form.

 4. When you're f inished accessing t he form, cl ick closeClose in t he t op- r ight  corner 

of  t he modal window t o close it  and ret urn t o t he screen you st ar t ed from.

To view a form from a Det ails screen:

 1. From t he Spaces navigat ion menu, select           t he Helpdesk or  Assist ed Channel space. 

The List  screen is displayed.

 2. In t he it em l ist , locat e an appl icat ion or  t ask  t hat   you want  t o view t he form for  

and select  it . The Det ails screen for  t he select ed it em is displayed. 

 3. On t he Det ails screen, cl ick descr ipt ionView Form. A modal window opens showing 

t he appl icat ion in t he same form used t o capt ure t he or iginal informat ion. Scrol l  

bars and navigat ion t ools are available, al lowing you t o access al l  of  t he appl ic-

at ion form.

 4. When you're f inished accessing t he form, cl ick closeClose in t he t op- r ight  corner 

of  t he modal window t o close it  and ret urn t o t he screen you st ar t ed from.
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View all notes for an application (22.10 

and earlier)
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  20.05This f eat ure was int roduced in t he 20.05 

release23.04This f eat ure was updat ed in t he 23.04 release

NOTE | 23.04THIS FEATURE WAS UPDATED IN THE 23.04 RELEASE

In Workspaces 23.04 and lat er  releases, t he View Not es act ion is replaced wit h 

Show All  in t he Not es card. To learn more, see The Applicat ion Det ails screen > 

Not es.

As an appl icat ion progresses t hrough it s l ife cycle, it  may pass from one user t o anot her 

t o perform var ious assessment s or  ot her act ivit ies. Each user t hat  t ouches t he appl ic-

at ion can add informat ion such as how t he appl icat ion is processed, det ails of  user 

inquir ies, or  changes in pr ior it izat ion. An appl icat ion can pass t hrough many dif ferent  

set s of  hands, so it 's import ant  t o capt ure t his informat ion in case it 's needed by 

someone else lat er  in t he appl icat ion l ife cycle, or  t o assist  in responding t o inquir ies. 

Informat ion capt ured t his way is st ored as not es against  t he relevant  t asks. Not es can 

be added t o any t ask at  any t ime, even if  t he t ask is complet ed.InfoIn Workspaces 22.04 

and ear l ier  releases, not es can be added t o any t ask t hat  is in progress, but  not  t o com-

plet ed t asks. To learn about  creat ing not es, see Applicat ion Det ails Screen > Applic-

at ion t imeline.

You can view not es for  a specif ic t ask in t he appl icat ion t imeline on t he Det ails screen. 

This is convenient  if  you know which t ask a not e was made against . But  maybe you don't  

know which t ask t o look at , or  you want  t o see an overview of al l  not es for  t he appl ic-

at ion. In t his inst ance, you can use t he View Not es act ion which is available from t he 

Det ails screen in al l  spaces. 

To view al l  not es for  an appl icat ion:

 1. From t he Spaces navigat ion menu, select           any space. The List  screen is displayed.

 2. In t he it em l ist , locat e an appl icat ion or  t ask  t hat   you want  t o view not es for  and 

point  your cursor at  it . The available act ions appear at  t he r ight - hand side. 

View all not es for an applicat ion (22.10 and ear l ier) - 310 -



 3. Cl ick descr ipt ionView Not es. The St ep Not es modal window is displayed. Not es are 

grouped by st ep and t ask, placing each not e in t he cont ext  of  t he appl icat ion's and 

t ask's st at e at  t he t ime t hat  it  was made. A scrol l  bar  appears if  necessary, al low-

ing you t o view al l  t he not es, and you can expand t he modal window t o use t he ful l  

screen.

 4. When you're f inished viewing t he not es, cl ick closeClose in t he t op- r ight  corner of  

t he modal window t o close it  and ret urn t o t he screen you st ar t ed from.
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Withdraw an unsubmitted application
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  19.11This f eat ure was int roduced in t he 19.11 

release23.04This f eat ure was updat ed in t he 23.04 release

NOTE

If  you're using Workspaces 19.11 or  lat er , you can wit hdraw an appl icat ion from 

wit hin Workspaces or  t he Journey Manager dashboard. However, if  you're using 

Workspaces 19.05 or  ear l ier , appl icat ions can only be wit hdrawn in t he Journey 

Manager dashboard.

Consider t he sit uat ion where someone st ar t s an appl icat ion but , before submit t ing it , 

t hey change t heir  mind and decide not  t o proceed wit h t he appl icat ion aft er  al l . So, t hey 

cont act  t he support  helpdesk and ask for  t he appl icat ion t o be canceled. Workspaces 

handles t his sit uat ion by al lowing an appl icat ion t o be wit hdrawn.

Wit hdrawing an appl icat ion is a del iberat e st ep in t he appl icat ion workf low and pro-

gresses t he appl icat ion t o an end point  in it s l ife cycle. At  t his point , processing of t he 

appl icat ion might  cease but  t his does not  mean t hat  t he appl icat ion is discarded just  

yet . This is convenient  for  an appl icant  t hat  has a subsequent  change of heart  and 

decides t o cont inue wit h t heir  appl icat ion, as al l  is not  lost  and a wit hdrawn appl icat ion 

can be recovered.

While it  might  be good pract ice t o wit hdraw unwant ed unsubmit t ed appl icat ions, it  is 

not  mandat ory t o do so, and an unsubmit t ed appl icat ion t hat  is not  wit hdrawn wil l  even-

t ual ly expire, becoming abandoned. This is import ant  t o not e as it  could affect  an 

SLA relat ing t o t he processing of appl icat ions.

You can wit hdraw an appl icat ion in t he Helpdesk or  Assist ed Channel space from eit her  

a List  screen or  a Det ails screen.

Withdraw from a List screen

To wit hdraw an appl icat ion from a List  screen:

 1. From t he Spaces navigat ion menu, select           t he Helpdesk or  Assist ed Channel space. 

The List  screen is displayed.
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 2. In t he it em l ist , locat e an appl icat ion  t hat   you want  t o wit hdraw and point  your 

cursor at  it . The available act ions appear at  t he r ight - hand side. When searching 

for  an appl icat ion, keep in mind t hat  some applicat ion det ails may not  be available 

if  t he appl icat ion has not  been f il led in complet ely.

         The Wit hdraw act ion is available here if  t he appl icat ion has been saved, eit her  

int ent ional ly by t he appl icant  or  in t he background by t he form.     

 3. Cl ick cancel_present at ionWit hdraw. The appl icat ion is wit hdrawn, t he available 

act ions change, and a message conf irming you have wit hdrawn t he appl icat ion is 

displayed br ief ly in t he bot t om- lef t  corner of  t he screen.

TIP | 22.10THIS FEATURE WAS INTRODUCED IN THE 22.10 RELEASE

You can use t he Bulk Act ion feat ure t o wit hdraw mult iple appl icat ions at  once. 

Bulk act ions are available on t he Journey Workspaces List  screen only. Neit her  

Journey Brokers nor Journey Applicant s support  bulk act ions, nor  can t hey be 

performed from any Det ails screen.

Withdraw from a Details screen

To wit hdraw an appl icat ion from a Det ails screen:
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 1. From t he Spaces navigat ion menu, select           t he Helpdesk or  Assist ed Channel space. 

The List  screen is displayed.

 2. In t he it em l ist , locat e an appl icat ion  t hat   you want  t o wit hdraw and select  it . The 

Det ails screen for  t he select ed appl icat ion is displayed. When searching for  an 

appl icat ion, keep in mind t hat  some applicat ion det ails may not  be available if  t he 

appl icat ion has not  been f il led in complet ely.

 3. On t he Det ails screen, cl ick cancel_present at ionWit hdraw. The appl icat ion is wit h-

drawn, t he available act ions change, and a message conf irming you have wit h-

drawn t he appl icat ion is displayed br ief ly in t he bot t om- lef t  corner of  t he screen.

 l 23.04

 l 20.05 t o 22.10

 l Prior  t o 20.05 (EOL)

cancel_present at ionWit hdraw is locat ed in t he Act ions group.

cancel_present at ionWit hdraw is locat ed wit hin t he select ed t ask in t he appl ic-

at ion t imeline.
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Not e t hat  t he Wit hdraw act ion is only available for  t he f irst  t ask of an appl icat ion 

t hat  has been saved but  not  yet  submit t ed.

The Wit hdraw but t on is locat ed in t he Act ion panel.
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release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Brokers 

port al. This is because t he feat ures descr ibed are based on a default  Brokers 

port al conf igurat ion, and your Brokers port al may be conf igured dif ferent ly; for  

example, wit h your company's branding or  wit h ot her f ields. Nevert heless, t he 

feat ures descr ibed work t he same way in every Brokers port al.

Journey Workspaces is a highly conf igurable and feat ure- r ich business port al t arget ed 

at  aut hent icat ed bank st aff  conduct ing act ivit ies l ike appl icat ion resolut ion and cus-

t omer service. As or iginal ly designed, Workspaces doesn't  accommodat e ot her audi-

ences, a not able omission being t he involvement  of  appl icant s and t heir  represent at ives 

in t he appl icat ion resolut ion process. To address t his audience, we've int roduced a new 

applicant - focused port al — t he Journey Brokers space —  t hat  gives aut hent icat ed non-

bank users access t o a l imit ed set  of  appl icat ion- relat ed feat ures. While it  is st il l  not  

possible t o accommodat e anonymous users, t he Brokers space enables your organ-

izat ion t o improve t he cust omer 's exper ience by let t ing t hem cont r ibut e t o t he pro-

gress of appl icat ions t hrough t he ful l  appl icat ion l ife cycle. 

What is the Brokers space?

The Brokers space is a Workspaces ext ension offer ing an eff icient , digit al- f irst  met hod 

for  aut hent icat ed non- bank users t o have a great er  involvement  in t he appl icat ion pro-

cess. Wit hin t he Brokers space, users can init iat e and submit  appl icat ions, t hen manage 

and monit or  t heir  progress t hrough t o a f inal out come. By giving t he appl icant  (or  t heir  

represent at ive) more direct  involvement  in t he appl icat ion process, t he Brokers space 

helps t o improve t he speed  and accuracy of t he appl icat ion resolut ion process.

Key feat ures of t he Brokers space begin wit h an opt ion t o kick- st ar t  appl icat ions. Hav-

ing done so, you can search and f il t er  t o f ind your appl icat ions, t hen view al l  t he key 

det ails and monit or  t he progress of each appl icat ion as it  is processed. There are 
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opt ions t o f il t er  on useful cr it er ia such as t he appl icat ion's id, t he dat e it  was st ar t ed, 

and it s st at us, so t hat  you can f ind t he appl icat ion you need quickly. You can add not es 

t hroughout  t he appl icat ion process t o help bank st aff  process your appl icat ion and 

pot ent ial ly reduce delays in t he appl icat ion approval process. Any not es you add are 

available t o al l  Workspaces users as part  of  an easy- t o- underst and audit  t rail  of  t he 

appl icat ion l ife cycle.

Out  of  t he box, t he Brokers space present s a t hought ful ly designed and feat ure- r ich 

int er face based on a t emplat e t hat  has al l  t he feat ures you need. This t emplat e rep-

resent s a common applicat ion workf low scenar io, and t akes advant age of t hird- part y 

int egrat ions t o add a suit e of  useful and pract ical feat ures. The t emplat e accelerat es 

t he inst al lat ion and conf igurat ion process and can be used as t he basis for  your own 

cust om Brokers space exper ience.

The Brokers space rel ies on several core concept s t hat  underpin Workspaces. To learn 

more about  t hese, see Workspaces Core Concept s. Workspaces is designed t o give you a 

great  user exper ience r ight  f rom t he st ar t  wit h a consist ent  page st ruct ure and com-

mon user int er face (UI) element s. To learn more about  t he Workspaces UI, see Work-

spaces UI Tour.

Who is the         Brokers space for?

The Brokers space provides feat ures for  aut hent icat ed non- bank users such as appl ic-

ant s and t heir  nominat ed represent at ives. General ly, an         Brokers space user is a broker 

or  ot her represent at ive of an appl icant  rat her t han t he appl icant  t hemselves. Anonym-

ous and unaut hent icat ed users cannot  use t he        Brokers space.

What's included?

Brokers space includes feat ures designed for  appl icant s and t heir  represent at ives.    

 l Kick- st ar t  an appl icat ion, t hen save or  submit  it .     

 l Resume a saved appl icat ion t o cont inue adding det ails.     

 l Wit hdraw a submit t ed appl icat ion if  you change your mind.     

 l Recover a wit hdrawn or  abandoned appl icat ion.

 l Search and f il t er  opt ions t hat  help you f ind your appl icat ions.     

 l A det ailed view of each appl icat ion, including any at t ached document s which you 

can download.     

 l Monit or  t he progress of each appl icat ion as it  is processed.     
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Getting Started

Configuration

Workspaces  is a highly conf igurable product , so we provide a default  Brokers space con-

f igurat ion t o get  you up and going fast er . Aut hor ized users can download t he lat est          

Workspaces dist r ibut ion which includes t he default  Brokers space conf igurat ion. More 

informat ion is available in t he         Brokers space t echnical document at ion t o help you con-

f igure your         Brokers space t o meet  your needs.

Browser Support

Journey Brokers has been designed for  and t est ed against  t he fol lowing web browsers.

 l Google Chrome

 l Mozil la Firefox

 l Microsoft  Edge

For t he best  exper ience, we recommend t hat  you use t he lat est  version of Chrome, Fire-

fox, or  Edge, and t hat  you keep your browser updat ed, especial ly t hrough t he appl ic-

at ion of secur it y pat ches.

While you may be able t o access Journey Brokers using ot her browsers, t here's no guar-

ant ee t hat  everyt hing wil l  work, and you may not  enjoy t he great  user exper ience avail-

able when using a support ed browser. We st rongly recommend t hat  you use a 

support ed browser for  t he best  Journey Brokers exper ience.
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The         Brokers Space Search Screen
  Journey BrokersThis t opic relat es t o Journey Brokers   |     BrokersA Journey Brokers user    |  
21.11This f eat ure was int roduced in t he 21.11 release23.10This f eat ure was updat ed in t he 23.10 

release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Brokers 

port al. This is because t he feat ures descr ibed are based on a default  Brokers 

port al conf igurat ion, and your Brokers port al may be conf igured dif ferent ly; for  

example, wit h your company's branding or  wit h ot her f ields. Nevert heless, t he 

feat ures descr ibed work t he same way in every Brokers port al.

Overview

When you select  t he             Brokers space, t he f irst  screen you see is t he             Search screen. This 

screen provides feat ures t hat  help you f ind your             t asks and appl icat ions so t hat  you can 

do what  you need t o t o keep t hem progressing t owards your desired out come.

The Search screen includes t he fol lowing feat ures.

 l An opt ion t o st ar t  a new applicat ion wit hout  leaving t he Brokers space.

 l An it em l ist , populat ed wit h it ems mat ching var ious cr it er ia, and which may be 

empt y init ial ly.

 l A View select or , used t o apply a pre- def ined set  of  f ields, f il t ers and sor t  opt ions 

t o t he it em l ist .

 l A Product  select or  t hat  rest r ict s t he it ems in t he it em l ist  t o just  t hose mat ching a 

select ed product .

 l A Creat ed dat e select or  t hat  rest r ict s t he it ems in t he it em l ist  based on t he dat e 

t hey were creat ed.

 l Flexible search and sort  opt ions t hat  you can use t o ref ine t he set  of  it ems in t he 

it em l ist .

 l Paging t ools t hat  help you t o browse t he it em l ist  when t he number of mat ching 

it ems exceeds t he select ed page size.

The fol lowing image il lust rat es where you can f ind t hese feat ures.
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At  t he t op of t he             Search screen is t he             screen header which provides common func-

t ional it y appl icable t o al l              Workspaces screens. Below t his, t he main element  on t he             

Search screen is t he             it em l ist  which displays summary informat ion for  a l ist  of              t asks or  

appl icat ions. The             View,             Product , and             Creat ed dat e select ors above t he             it em l ist  are t he 

main way you cont rol and ident ify which it ems are displayed in t he             it em l ist .

 l The View select or  shows t he name of t he current                  view, and let s you select  anot her

                 view t o quickly and easily change how t he                 it em l ist  appears (including dif ferent  

f ields or  sor t  order) and which it ems are displayed.

 l The Product  select or  shows t he name of t he act ive                 product  t ype, and let s you 

select  anot her                 product  so t hat  you can work wit h ot her                 t asks or  appl icat ions.

 l The Creat ed dat e select or  let s you hone in on it ems creat ed in a specif ic per iod, 

and displays t he dat e or  dat e range t hat  is current ly select ed.

If  you've select ed a             view and appl ied some f il t ers, and you st il l  can't  see t he it em you’re 

looking for , t here are a few more ways you can t ry t o f ind it .

 l Search: When you just  want  t o f ind a specif ic it em, you can search for  it  t o f ind it  

st raight  away (or  not  at  al l). To learn how t o search, see Search for  a t ask.

 l Sort: You can change how t he l ist  of  it ems appears by sor t ing on a dif ferent  f ield.

 l Browse: You might  not  be sure which                 t ask or  appl icat ion you need unt il  you see it . 

In t his case, you can browse t hrough t he                 it em l ist  unt il  you f ind what  you need. A 

set  of                  paging t ools al lows you t o choose how many it ems are displayed in a                 page 

and browse t he                 it em l ist pages.

Once you’ve found t he it em you’re looking for , select  it  t o view more about  it  on t he             

Det ails screen where you can int eract  wit h it  fur t her .
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While you can't  per form act ions on exist ing             t asks from t he             Search screen, you can st ar t  

a new applicat ion.

Page Header

The    screen header is common t o al l        Workspaces screens, displaying gener ic informat ion 

and providing access t o common feat ures and menus.

 1. Spaces navigat ion icon

 2. Screen refresh

 3. Language

 4. Logout

 l 21.11 t o 22.10

 l 20.05

 l Prior  t o 20.05
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On t he   screen header, you can f ind t he fol lowing feat ures.

 l Spaces navigation icon: Cl ick t his icon t o display a menu present ing t he available 

spaces t hat  you can select  f rom t o work in. 23.04This f eat ure was int roduced in t he 

23.04 release

 l Screen refreshPage refresh: When t he informat ion displayed on t he screen was 

last  refreshed, and an opt ion t o refresh it .

 l User Profile: A menu but t on providing access t o    User Prof ile opt ions. 22.10This f ea-

t ure was removed in t he 22.10 release

 l Language: Select  t he language used for  st at ic t ext  in t he Workspaces UI. 21.11This 

f eat ure was int roduced in t he 21.11 release

 l Logout: End your current  Workspaces session securely.

INFO

Workspaces 21.11 int roduced an aut omat ic session logout  af t er  a def ined per iod 

of inact ivit y. To learn more about  conf igur ing t he session t imeout  per iod, see Ses-

sion Timeout .

Workspaces releases pr ior  t o 20.05 display t he release version number in t he header, 

while t his has moved t o t he page foot er  in subsequent  releases.
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When you navigat e t o a    Workspaces screen, t he informat ion displayed is up- t o- dat e but  

it  can become st ale over t ime. The elapsed t ime since t he screen was last  updat ed is 

shown in t he    screen header beside t he aut orenewRefresh but t on. If  t he screen has not  

been updat ed recent ly or  you just  want  t o make sure you're looking at  t he lat est  inform-

at ion, cl ick   aut orenewRefresh t o refresh t he screen.

User Profile (22.10 and earlier)

To access t he    User Prof ile set t ings, cl ick t he User Prof ile but t on (1) and select  Set t ings 

(2). Updat e your prof ile set t ings as required (3) and cl ick Save (4), t hen   close t he prof ile 

window (5). A message conf irming your prof ile updat e was successful is displayed in t he 

bot t om lef t  corner of  t he main window (6). You can close t he message (7) or  wait  for  it  

t o go away aft er  a few seconds.

Start a New Application

The Brokers space includes a set  of  st andard act ions for  working wit h appl icat ions and 

t asks. However, unl ike ot her Workspaces spaces, t he Brokers space funct ional it y can-

not  be ext ended using cust om act ions as t hese aren't  current ly support ed in t he 

Brokers space.   

The only act ion available from t he             Search screen is             New Applicat ion which you can use 

t o st ar t  a new applicat ion. Al l  ot her  act ions are available only from t he             Det ails screen; 

t o learn more about  t hem, see             Brokers Space Act ions.
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NOTE

The but t on labels and t oolt ips for  t he st andard act ion t ypes are conf igurable, so 

t hey may be dif ferent  in your Journey Brokers port al t o what  is shown in t his doc-

ument at ion.

To st ar t  a new applicat ion, cl ick New Applicat ion (1) and             select  a form t ype from t he l ist  

displayed (2). The appl icat ion form is displayed in a modal window (3). Fil l  out  t he appl ic-

at ion form and save or  submit  it  (4) t hen close t he modal window (5). Your new applic-

at ion wil l  appear at  t he t op of t he it em l ist  (6).

Item List

The main element  on t he             Search screen is t he             it em l ist , a t abular  display of informat ion 

relat ing t o             t asks or  appl icat ions. Each row of t he             it em l ist  displays br ief  det ails for  a 

single it em t o help you ident ify what  you're int erest ed in. The t ype of informat ion dis-
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played in each column is conf igurable, and t his is one of t he ways your             Brokers space 

may dif fer  f rom t he default  conf igurat ion.

The it ems displayed in t he             it em l ist  sat isfy a set  of  cr it er ia t hat  is det ermined by select -

ing a             view t hen, opt ional ly, fur t her  ref ining t he l ist  of  it ems by select ing a product  

and/ or  a dat e range, or  by searching for  specif ic it ems. It ems appear in t he             it em l ist  if  

t hey:

 l relat e t o appl icat ions creat ed by you; and             

 l mat ch t he cr it er ia imposed by t he current                  view; and

 l (opt ional ly) correspond t o t he value shown in t he                 Product  select or ; and

 l (opt ional ly) were creat ed on a dat e mat ching t he dat e or  dat e range shown in t he                 

Creat ed dat e select or ; and

 l (opt ional ly) mat ch any opt ional search cr it er ia appl ied by t he user.

As not ed above, you can only see it ems for  appl icat ions t hat  you creat ed, whet her t hey 

be your own appl icat ions (as an appl icant ) or  appl icat ions you creat ed on behalf  of  t he 

appl icant  (for  example, as a broker). If  t here are no mat ching it ems,             t he             it em l ist  is 

empt y; t his wil l  l ikely be t he case t he f irst  t ime you login t o t he             Brokers space.                 

View  Selector

The View select or  provides a quick and easy way t o apply a             view conf igurat ion t o t he             

it em l ist  so t hat  you can focus on a part icular  set  of  it ems.

A             view is a predef ined             it em l ist  conf igurat ion including f ields, f il t ers, and sor t  opt ions. 

You can t hink of a             view as a short cut  for  applying a set  of  f il t er  and sor t  opt ions on t op 

of a def ined set  of  f ields.
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The default              Brokers space conf igurat ion comes wit h several predef ined views:

 l My applications: Al l  appl icat ions creat ed by t he current  user (wit hout  any f il t ers 

or  search)

 l My submitted: Al l  appl icat ions creat ed by t he current  user t hat  have been sub-

mit t ed

 l My saved: Al l  appl icat ions creat ed by t he current  user t hat  have been saved but  

not  yet  submit t ed

 l My abandoned: Al l  of  t he current  user 's abandoned appl icat ions, regardless of 

how t hey were abandoned (t hat  is, eit her  as a del iberat e act ion by a                 Workspaces 

user, or  passively by t he syst em when t he dat a ret ent ion per iod has elapsed)

Each it em in t he             View select or  represent s a             view. Cl ick an it em in t he             View select or  t o 

make it  t he current              view. When a             view is select ed, it 's conf igurat ion is appl ied t o t he             

it em l ist  t o rest r ict  t he it ems displayed. A color  highl ight  provides a visual indicat ion of 

which             view is select ed.

Usually, al l  available             views wil l  be visible in t he             View select or . However, if  t here's not  

enough             screen space t o display al l  t he conf igured             views, you can access t he             views t hat  

are not  ful ly visible by point ing at  t he             View select or  and rol l ing your mouse's scrol l  

wheel.

Views are conf igured by an             Workspaces developer or  administ rat or . As an             Brokers space 

user, you can’t  change t he way a             view is def ined but  you can use f il t er , search, and sor t  

opt ions t o ref ine t he it ems displayed in t he             it em l ist .

Product Selector

The             Product  select or  is used in conjunct ion wit h ot her             select ors and opt ional search cr i-

t er ia t o populat e t he             it em l ist . The             Product  select or  ident if ies t he t ype of             product  cur-

rent ly used for  populat ing t he             it em l ist . Select  a             product  f rom t he             Product  select or  t o 

display only t hose it ems t hat  mat ch t he select ed             product .
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The available             product s are l ist ed in t he             Product  select or ’s dropdown l ist  as well  as an 

Al l  it em. You can choose any             product  f rom t he dropdown l ist  t o rest r ict  t he it ems dis-

played in t he             it em l ist . If  you choose Al l , t he             it em l ist  is populat ed wit h it ems for  al l              

product s.         

The f irst  t ime you open t he             Search screen, t he Al lproduct  it em is select ed by default , so 

it ems mat ching al l              product s (subject  t o any act ive f il t er  or  search) are displayed in t he             

it em l ist . Thereaft er ,             Brokers space remembers t he last              product  you chose, and select s 

it  aut omat ical ly when you open t he             Search screen.

Created Date Selector

Anot her             Search screen feat ure t hat  helps t o reduce t he number of it ems present ed t o 

you is t he Creat ed dat e select or  which displays t he dat e or  dat e range current ly appl ied 

t o t he t ime l ist  and let s you             apply a dif ferent  dat e f il t er .
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The default  dat e f il t er  rest r ict s t he it ems displayed in t he             it em l ist  t o just  t hose t hat  

were creat ed in t he last  four  weeks including t he current  dat e, and t his f il t er  is appl ied 

t he f irst  t ime you access t he             Search screen. You can select  a dif ferent  dat e f il t er  using 

t he             Creat ed dat e select or .

When you cl ick t he Creat ed dat e select or , a dat e range dialog is displayed. This dialog 

includes t wo dat e f ields, From Dat e and To Dat e, t hat  t oget her def ine a dat e range. To 

f il t er  on a single dat e, select  t he same dat e for  From Dat e and To Dat e.

You can ent er  a dat e by select ing it  f rom a calendar or  t yping it  in. To discard any dat es 

you've ent ered and revert  back t o t he or iginal dat es when t he dialog was displayed, 

cl ick Reset  values. Once you've ent ered t he dat es, cl ick Save t o apply t he dat e f il t er . 

Alt ernat ively, you can cl ick closeClose t o close t he dialog wit hout  applying t he new 

dat e f il t er  while ret aining t he dat es you select ed.

Each dat e f ield includes a dat e_rangeCalendar icon; cl ick t his icon t o display a calendar 

from which you can select  a dat e. You can cl ick navigat e_beforePrevious Mont h or  nav-

igat e_next Next  Mont h t o browse t o and select  dat es in ot her mont hs. 
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Search and Sort

By default , t he    it em l ist  shows it ems t hat  sat isfy t he cr it er ia def ined by t he current     view 

and any select ions from t he    Product  and   Creat ed dat e select ors. This may st il l  result  in 

a large number of t asks which you might  want  t o ref ine fur t her . Searching and sort ing 

can help you t o focus on t he t asks t hat  are import ant  t o you r ight  now.

Search for a                 Task

If  you know which t ask or  appl icat ion you're looking for  and you can't  see it  in t he it em 

l ist , you can t ry t o search for  it . Searching al lows you t o ref ine t he l ist  of  it ems displayed 
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t o show just  t hose relevant  t o what  you are looking for .

Like t he Form /  Product  t ype and Creat ed dat e global f il t ers, searching reduces t he 

number of it ems in t he it em l ist  by mat ching specif ic f ield (column) values. However, 

searching dif fers from t he var ious select ors in a number of ways:

 l Searching can t arget  one f ield or  mult iple f ields, whereas each select or  is t arget ed 

at  a single f ield.

 l When searching on one f ield, t he user can choose which f ield t o t arget , whereas 

each select or  is t arget ed at  a predet ermined f ield.

 l When searching on mult iple f ields, t he same search t ext  is compared against  al l  

t arget ed f ields. By cont rast , t he user needs t o select  a search value in each 

select or  separat ely.

 l Searching is support ed for  t ext  f ields only, whereas select ors support  several dif -

ferent  dat a t ypes including dat es.

To search for  a t ask or  appl icat ion, select  t he search scope from t he Columns select or , 

ent er  your search t ext  in t he Search f ield, and press Enter or  cl ick searchSearch. The 

search t ext  is compared against  t he searchable f ields in t he search scope, and only 

mat ching it ems are displayed in t he it em l ist . If  t he search scope is Al l , t he search t ext  is 

compared against  al l  searchable f ields.
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Searching is case- insensit ive, t reat ing uppercase and lowercase charact ers as t he same, 

and only f inds it ems t hat  mat ch t he search t ext  exact ly (ignor ing let t er  case). Part ial  

mat ch is not  current ly support ed.

When a search is act ive, t he it ems displayed in t he it em l ist  sat isfy t he current  view and 

f il t er  select ions as well  as t he search cr it er ia. A search remains act ive unt il  you clear  it . 

Not e t hat  simply delet ing al l  of  t he search t ext  in t he searchSearch box does not  clear  

an act ive search. To clear  a search, cl ick t he closeClear Search but t on.

If  you select  an it em in t he it em l ist  while a search is act ive, when you subsequent ly 

ret urn from t he Det ails screen t o t he List  screen, t he search wil l  st il l  be act ive. You can 

t el l  t hat  t he search is st il l  act ive by t he t ext  and t he closeClear Search icon in t he 

Search f ield.

Sort the                 Item List

It ems in t he it em l ist  are displayed in an order det ermined by t he current  sor t  select ion. 

This is indicat ed by an icon on t he r ight - hand side of a column name. The expand_

moreSort  Ascending icon indicat es t he it em l ist  is sor t ed by t he column values in 

ascending order, while expand_lessSort  Descending indicat es it ems are sor t ed by t he 

column values in descending order.

 l Sort  –  Ascending order

 l Sort  –  Descending order
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You can det ermine whet her a column is available t o use for  sor t ing by point ing your 

cursor at  a column heading. If  your cursor changes t o t he hand point er    and a "Sort " t ool-

t ip is displayed, you can sor t  by t he column. To change t he sor t  order, cl ick t he column 

name. If  you cl ick t he column name for  t he current  sor t  select ion, sor t ing wil l  al t ernat e 

bet ween ascending and descending order.

The Brokers Space Search Screen - 332 -



Paging Tools

Somet imes, t here are t oo many it ems t o display al l  at  once on t he screen. Paging al lows 

you t o see some of t he it ems now t hen browse t he it em l ist  one page at  a t ime t o see 

more. Paging t ools let  you choose t he number of it ems t o display on an it em l ist          page, 

and navigat e (forward or  backward) t hrough t he available       pages of it ems.

 1. Rows per page

 2. It ems in l ist  /  Tot al mat ching it ems

 3. Previous Page

 4. Next  Page

The navigat e_beforePrevious Page and navigat e_next Next  Page paging t ools let  you 

browse t hrough it em l ist     pages t o f ind t he    it ems you need. Cl ick t hese t ools t o display 

t he previous or  next     page of it ems in t he    it em l ist . The    navigat e_beforePrevious Page 

t ool is disabled when t he f irst     it em l ist  page is displayed; similar ly, t he    navigat e_

next Next  Page t ool is disabled when t he last    it em l ist  page is displayed.

Rows per page shows t he maximum number of it ems displayed on an    it em l ist  page. You 

can select  a dif ferent     page size from t he    Rows per page dropdown. Select ing a dif ferent

    page size, reset s t he    it em l ist  t o show t he f irst    page again.
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The         Brokers Space Details Screen
  Journey BrokersThis t opic relat es t o Journey Brokers   |     BrokersA Journey Brokers user    |  
21.11This f eat ure was int roduced in t he 21.11 release23.10This f eat ure was updat ed in t he 23.10 

release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Brokers 

port al. This is because t he feat ures descr ibed are based on a default  Brokers 

port al conf igurat ion, and your Brokers port al may be conf igured dif ferent ly; for  

example, wit h your company's branding or  wit h ot her f ields. Nevert heless, t he 

feat ures descr ibed work t he same way in every Brokers port al.

Overview

The             Brokers space's             Det ails screen is displayed when a user cl icks an it em on t he             Search 

screen. The             Det ails screen shows informat ion about  individual it em select ed on t he             

Search screen, and provides feat ures for  you t o work wit h t he             t asks and appl icat ion 

associat ed wit h t hat  it em. Informat ion is displayed in t he cont ext  of  a select ed             t ask, 

and is reloaded whenever t he user select s an it em in t he             t ask l ist .
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The Det ails screen in t he Brokers space support s many of t he st andard feat ures of a 

Workspaces Det ails screen. It  displays comprehensive informat ion about  t he select ed 

t ask, and provides access t o act ions t hat  let  t he appl icant  cont r ibut e t o t he appl ic-

at ion's progression t hrough it s l ife cycle. This includes t he fol lowing feat ures, each of 

which is cont ained in a separat e card or  card sect ion:

 l A simple t imeline display of appl icat ion st eps showing t he st at us of each st ep.

 l The l ist  of  t asks (My Tasks) yet  t o be complet ed from which you can select  one t o 

focus on.

 l Key informat ion about  t he select ed t ask.

 l A set  of  st andard act ions t hat  you can perform in t he Brokers space at  t he current  

st age of t he appl icat ion's l ife cycle. 

 l Applicant  det ails including a l ist  of  appl icant s from which you can select  one t o 

view more informat ion about  t hem such as ident it y and cont act  det ails. 

 l The out comes of pre- conf igured background checks which provide an assessment  

of  a select ed appl icant 's suit abil it y. 

 l A t imeline of not es relat ing t o t he appl icat ion.
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 l At t ached document s relat ing t o t he appl icat ion.

 l An opt ional display of cust om informat ion; for  example, informat ion t hat  is not  

included in t he st andard cards, or  t hat  is present ed dif ferent ly.

General ly, each informat ion it em or dat a f ield on t he         Det ails screen has a label and a 

value. The label ident if ies t he specif ic ent it y t hat  t he f ield relat es t o, and t he value is t he 

appl icat ion dat a corresponding t o t he label. Somet imes, t here may be mult iple values 

for  one label; for  example, when         dat a is present ed in a t able.

Fields display informat ion of var ious dat a t ypes including t ext  (name, email  address, 

some IDs), numbers (phone, SSN), and dat es. A dat e may represent  eit her  a specif ic 

point  in t ime (dat e of bir t h) or  a durat ion (appl icat ion age).

Numbers and dat es can be conf igured t o use a var iet y of  format s. For example:

 l Phone numbers can be format t ed for  t he current  local it y or  t o accommodat e 

int ernat ional izat ion.

 l 9- digit  Social Secur it y Numbers  are commonly displayed using t he format  "AAA-

GG- SSSS".

 l Dat es represent ing a point  in t ime can use eit her  absolut e ("1 Jan 2022", "t oday") or  

relat ive ("last  Wednesday", "6 days ago") format s. 
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 l Dat es represent ing a durat ion can use eit her  specif ic ("7 days, 3 hours, 26 

minut es") or  approximat e ("about  7 days", "last  week") format s. 

Somet imes a value might  be t oo long t o f it  in t he space available for  it ; in t his case, t he 

value is of t en t runcat ed and an el l ipsis ('…')   is appended t o indicat e t hat  you're not  look-

ing at  t he ful l  value. To see t he ful l  value, point  your cursor at  t he t runcat ed value and a 

t ool t ip is displayed showing t he ful l  value.

By default , values in t able columns wrap when t hey are wider t han t he column. 

However, somet imes t his behavior  is undesirable, and it  can be overr idden for  specif ic 

columns via conf igurat ion.

To ret urn t o t he         Search screen, cl ick t he Back t o ... l ink at  t he t op of t he screen, or  cl ick 

an it em in t he         Spaces navbar.

Progress stepper

The             progress st epper present s a high- level overview of appl icat ion progress against  sig-

nif icant  milest ones in t he appl icat ion l ife cycle.   The progress st epper is hidden for  saved 

appl icat ions, becoming visible once an appl icat ion has been submit t ed.

INFO

If  you need t o see more appl icat ion processing det ails, t he appl icat ion t imeline 

shows t he exact  st eps performed.

Current , complet ed and pending st eps are dif ferent iat ed visual ly, al lowing t he user t o 

see t he progress of submit t ed appl icat ions at  a glance. St eps t o t he lef t  of  t he current  

st ep are shown as complet ed even if  t hey were skipped, while st eps t o t he r ight  of  t he 

current  st ep are shown as pending even if  t hey have been complet ed. For example, t he 

fol lowing screenshot  shows an appl icat ion t hat  is being reviewed for  t he second t ime 

aft er  request ed informat ion has been provided. The progress st epper shows t he Inform-

at ion Request ed st ep as pending even t hough it  has been complet ed because it  is t o t he 
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r ight  of  t he current  st ep, while t he appl icat ion t imeline shows al l  st eps t he appl icat ion 

has been t hrough; in par t icular , t he t wo Manual Review st eps.

Key Information

The Key Informat ion card displays import ant  t ask informat ion t hat 's handy for  Brokers 

space users t o have at  t heir  f ingert ips.
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The Key Info card includes bet ween four  and six  it ems depending on t he widt h of your 

browser window. The ful l  widt h layout  accommodat es six key info it ems but  as t he 

widt h of your browser becomes smaller , it ems are removed progressively unt il  only four  

it ems are displayed. Each key info it em has a label and a value.

Each key info it em shows a single value but  t his can be l imit ing for  some kinds of inform-

at ion. To improve t his sit uat ion, addit ional informat ion can be displayed in a t oolt ip. 

When available, a t oolt ip is indicat ed by a infoToolt ip icon. To view t he t oolt ip, point  

your mouse at  t he infoToolt ip icon. 22.10This f eat ure was int roduced in t he 22.10 release

As an example, say you have an appl icat ion t ype cover ing mult iple opt ional product s 

and you have a Product  key info it em. If  an appl icat ion includes mult iple product s, only 

t he f irst  product  is displayed in t he Product  key info it em. In t his scenar io, a t oolt ip 

could be conf igured t o show al l  product s included in t he appl icat ion. 

The value displayed in t he Product  key info it em may correspond t o a form group. If  t his 

is t he case, t he specif ic form associat ed wit h t he t ask is displayed as t he Product .  |   22.10

    This f eat ure was int roduced in 22.10.

Applicant Details

When f il l ing out  an appl icat ion, it 's general ly necessary t o provide personally iden-

t if iable informat ion (             PII1) for  each appl icant  t hat  uniquely ident if ies t hem, and which is 

1Personally Ident if iable Informat ion (PII) is informat ion about  an individual t hat  can be 

used t o dist inguish or  t race an individual ‘s ident it y, such as name, social secur it y num-

ber, dat e and place of bir t h, mot her ‘s maiden name, or  biomet r ic records; and any ot her 

informat ion t hat  is l inked t o an individual.
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oft en used t o perform             background checks t hat  are cr it ical in successful ly processing 

t he appl icat ion. In t he             Brokers space, t his informat ion is displayed in t he             Appl icant  

Det ails card.

At  t he t op of t he card is an Applicant s sect ion l ist ing al l  of  t he appl icant s associat ed 

wit h t he appl icat ion. This sect ion displays key appl icant - relat ed informat ion for  each 

appl icant  including t heir  name and email  address. Select  an appl icant  f rom t his sect ion 

t o display more informat ion for  t hat  appl icant  in t he ot her sect ions of t his card below 

t he l ist .

Sect ions below t he Applicant s l ist  show informat ion about  t he select ed appl icant  in a 

gr id layout  t hat  improves t he user exper ience when deal ing wit h appl icat ions t hat  

include mult iple appl icant s. A Personal Info sect ion displays t he select ed appl icant 's 

personal informat ion including t heir  ful l  name, address, email , dat e of bir t h, and some 

count ry- specif ic ident it y informat ion (such as a Social Secur it y Number in USA). This 

sect ion may be fol lowed by ot her sect ions showing more det ailed informat ion relat ing 

t o t he select ed appl icant ; for  example, a more det ailed address, or  more det ails for  an 

associat ed ident it y document  such as t he document  t ype and number as well  as when 

and where it  was issued. Addit ional ly, your Brokers space may be conf igured t o include 

a sect ion displaying t he result s of  ident it y checks or  ver if icat ions relat ing t o t he 
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select ed appl icant . To learn more about  how t hese background checks are displayed, 

see Background Checks.

My Tasks

An it em select ed on t he     Search screen may have mult iple     t asks associat ed wit h it  t hat  

t he current  user needs t o complet e.     My Tasks displays t his l ist  of  out st anding    t asks and 

provides a way t o navigat e bet ween t hem.

The t asks displayed in t his l ist  are ordered by creat ion dat e in reverse chronological 

order. Br ief  informat ion is shown for  each     t ask including t he     t ask's ID, name, current  

st at us, and when it  was creat ed. When t he Det ails screen is displayed, t he last  (t hat  is, 

oldest ) t ask in t he l ist  is select ed aut omat ical ly. You can select  any     t ask from t he l ist  t o 

reload t his     screen wit h informat ion for  t hat  t ask. The current ly select ed    t ask is indic-

at ed visual ly in t he l ist .

Notes

Throughout  t he l ife cycle of an appl icat ion, t here may be t imes when an appl icant  

needs t o provide addit ional informat ion t o t he bank st aff  processing t heir  appl icat ion. 
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Bot h Workspaces and t he Brokers space support  t his kind communicat ion.

In t he Brokers space, appl icant s manage not es in t he Not es card (1). To add a not e, cl ick 

t he Add a not e f ield (2) and ent er  your not e t ext  (3) t hen cl ick Add not e (4). Your new 

not e appears below t he Add a not e f ield (5), and a message is displayed br ief ly in t he bot -

t om lef t  corner conf irming your not e has been added (6).

INFO

A charact er  count  is displayed below t he Add a not e f ield and updat ed as you 

t ype in your not e.

Al l  of  t he not es for  an appl icat ion ent ered by t he appl icant  are displayed in a l ist  at  t he 

bot t om of t he Not es card wit h t he newest  at  t he t op. The t ext  for  each not e is accom-

panied by t he dat e and t ime it  was creat ed and who added it .
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Bot h Workspaces and t he Brokers space al low users t o add not es t o an appl icat ion. Any 

not es added by t he appl icant  appear in t he Not es card, and can be viewed by bank st aff  

in Workspaces via t he View Not es act ion. However, not es added by bank st aff  in Work-

spaces cannot  be viewed in t he Brokers space.

My Documents

Applicant s are oft en required t o provide t hird- part y evidence, such as a dr ivers l icense 

or  an energy bil l , which is use t o ver ify t he det ails t hey ent ered in t heir  appl icat ion. 

These document s are at t ached t o t he appl icat ion, and made available t o an Brokers 

space user in t he Document s card.

Each it em in t he     Document s card cont ains t he fol lowing element s.

 l Document: This ident if ies t he kind of informat ion in t he document  f ile, and is 

assigned aut omat ical ly when a document  is uploaded by t he appl icant  while f il l ing 

in t he appl icat ion.

 l Date uploaded: A t imest amp t hat  shows when t he document  f ile was uploaded 

and at t ached t o t he appl icat ion.

 l File name: The f ile name of t he document  when it  was uploaded and at t ached t o 

t he appl icat ion.

 l linkView det ail: Available for  support ed document  t ypes only. On t he r ight - hand 

side of each document  it em is an     icon t hat  you can cl ick t o view t he document  in a 

modal window. Support ed document  t ypes are: JSON, XML, HTML, PDF, and some 

image format s (JPEG/ JPG, PNG, GIF). 23.10This f eat ure was int roduced in t he 23.10 

release

 l vert ical_align_bottomDownload: Available only if  l inkView det ail  is not  available. 

On t he r ight - hand side of each document  it em is an       icon t hat  you can cl ick t o 

download t he document  f ile.
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INFO

As a     Journey Brokers user, t he only document - relat ed act ion you can perform is 

t o download it . You cannot  change t he way document s appear on t he    Docu-

ment s card, nor  can you upload or  manage document s at t ached t o an appl ic-

at ion.

Custom information

Much of t he Workspaces user int er face present s var ious t ypes of cont ent  (informat ion 

and feat ures) in component s or  layout s specif ical ly designed for  each cont ent  t ype. In 

addit ion t o t he st andard cont ent  t ypes descr ibed above, your Journey Brokers port al 

may also be conf igured wit h addit ional cust om cont ent  specif ic t o your organizat ion.  

While cust om cont ent  is more commonly available on t he Det ails screen in separat e 

t abs 22.10This f eat ure was int roduced in t he 22.10 release, you may also f ind it  used on t he 

List  screen in expansion rows. 

Workspaces support s t wo format  opt ions for  cust om cont ent , designed for  t wo dif-

ferent  kinds of dat a:

 l Mult i- value data: Cont ent  is displayed in a t able, wit h a header row at  t he t op fol-

lowed by one or  more dat a rows. Each column represent s a dif ferent  kind of con-

t ent , ident if ied by t he column header, while each row relat es t o a single ent it y 

such as an appl icant , a background check, or  a document . Each individual dat a 

it em is eit her  a simple t ext / number display or  an icon but t on t hat  l inks t o 
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addit ional det ails or  funct ional it y. Al l  dat a it ems in t he same column are of t he 

same t ype.

 l Single- value data: Each dat a it em in a cont ainer (such as a t ab, card or  sect ion) is 

displayed separat ely, wit h a label and value, and an opt ional icon but t on t hat  l inks 

t o addit ional det ails or  funct ional it y.

 1. Mult i- value dat a

 2. Single- value dat a

INFO

Cust om cont ent  present s a read- only view of a predet ermined dat a set . A Jour-

ney Brokers user has no cont rol over t he way t he dat a appears, nor  can t hey 

modify t he displayed informat ion.

Several icon t ypes are support ed for  icon but t ons in cust om cont ent :

 l linkDet ail  Link: Indicat es addit ional det ails are available t o view. Cl ick t he icon but -

t on t o display t he addit ional det ails in a pop- up window.

 l vert ical_align_bottomDownload: Indicat es t he addit ional det ails are available t o 

download. Cl ick t he icon but t on t o download t he f ile cont aining t he addit ional 

det ails. 21.11This f eat ure was int roduced in t he 21.11 release
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 l Any ot her icon provides access t o addit ional funct ional it y. Cl ick t he icon but t on t o 

perform t he associat ed act ion. 22.10This f eat ure was int roduced in t he 22.10 release

No Data Scenario

Somet imes, dat a may not  be available in Journey Brokers for  one or  more dat a it ems. 

This could be because t he expect ed dat a does not  exist  (for  example, has not  been col-

lect ed) or  because a t echnical issue prevent s Journey Brokers from being able t o obt ain 

t he dat a. Journey Brokers can be conf igured t o indicat e t hat  expect ed dat a is not  avail-

able by displaying a dash '- ' inst ead of t he dat a value. The lack of dat a is reinforced by 

t he use of gray color  for  UI element s relat ing t o t hese dat a it ems.

Journey Brokers can also be conf igured t o hide it ems wit h no dat a, so you may not  even 

see f ields or  records wit h no dat a.

Brokers Space Actions

The Brokers space includes a set  of  st andard act ions for  working wit h appl icat ions and 

t asks. However, unl ike ot her Workspaces spaces, t he Brokers space funct ional it y can-
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not  be ext ended using cust om act ions as t hese aren't  current ly support ed in t he 

Brokers space.   

The             st andard act ions in t he             Brokers space are:

 l New Application: St ar t  a new applicat ion in t he Brokers space.

 l Receipt: See a read- only view of a submit t ed appl icat ion.

 l Recover: Recover an abandoned or  wit hdrawn appl icat ion so t hat  t he appl icant  

can cont inue wit h it . 19.11This f eat ure was int roduced in t he 19.11 release

 l Resume: Re- open an appl icat ion in t he same form used t o st ar t  t he appl icat ion.

 l Withdraw: Cancel an appl icat ion t hat  has been saved but  not  yet  submit t ed. 
19.11This f eat ure was int roduced in t he 19.11 release

Wit h t he except ion of             New Applicat ion, al l  of  t hese act ions are available from t he             

Det ails screen via t he Act ion but t on t o t he r ight  of  t he             Key Info card.    

NOTE

You can st ar t  a new applicat ion from t he     Search screen.

The Act ion but t on changes according t o how many act ions are available.    

 l One action:The but t on label is t he name of t he act ion, and cl icking t he but t on per-

forms t he act ion.      

 l Mult iple actions:The but t on label is 'Act ions', and cl icking t he but t on displays a 

dropdown l ist  cont aining one it em for  each available act ion. Select  an it em t o per-
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form t hat  act ion.      

Dif ferent  act ions may be available for  each             t ask because t he act ions t hat  can be per-

formed on a             t ask at  any t ime depend on several fact ors including t he             t ask's current  

st at e. For example, t he             Recover act ion wil l  be available only for  an appl icat ion t hat  has 

been abandoned.

NOTE

The but t on labels and t oolt ips for  t he st andard act ion t ypes are conf igurable, so 

t hey may be dif ferent  in your Journey Brokers port al t o what  is shown in t his doc-

ument at ion.

Some act ions display a br ief  message in t he bot t om r ight  corner of  t he screen con-

f irming t hat  your desired act ion was successful or  not ifying you t hat  somet hing went  

wrong.
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Resume an Application

Aft er  you st ar t  an appl icat ion, you may f ind t hat  you don't  have al l  t he informat ion you 

need at  hand t o complet e t he appl icat ion, so you save it  for  now while you go and f ind 

what  you need. Once you have al l  t he informat ion for  your appl icat ion,                 you can resume 

your saved appl icat ion t o complet e it  and submit  it .

INFO

To view t he informat ion for  an appl icat ion t hat  has been submit t ed, use t he      

Receipt  act ion.

When you resume an appl icat ion, t he informat ion previously ent ered is displayed in t he 

same form t hat  was used t o capt ure t hat  informat ion. While resuming an appl icat ion 

and viewing a receipt  bot h show you t he appl icat ion form, t hese t wo act ions dif fer  in 

one key way. When you view a receipt , t he appl icat ion form is displayed read- only. 

However, when you resume an appl icat ion, you can ent er  or  updat e informat ion in t he 

appl icat ion form and t hen submit  it .
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NOTE

Any Personally Ident if iable Informat ion (PII) in a recovered appl icat ion is not  

available if  t he dat a ret ent ion per iod has expired.

For more informat ion about  resuming appl icat ions, see                 Resume: Re- open an appl ic-

at ion form.

View a Receipt

When you're working on a         t ask or  appl icat ion, you oft en need t o see t he informat ion 

t hat  t he appl icant  has submit t ed; for  example, t o inform t he decision making process. 

You can use t he         Receipt  act ion t o view t he informat ion for  a submit t ed appl icat ion. 

TIP

To view an appl icat ion t hat  has been saved but  not  yet  submit t ed, use t he    View 

Form act ion.

 l 23.04

 l 22.10

 l 22.04 and ear l ier
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 1. Receipt  modal window

 2. Receipt  select or

 3. Pop out  t o new t ab

 4. Expand t o ful l  screen

 5. Close modal window

 6. Receipt  but t on
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 1. Modal window

 2. Expand t o ful l  screen

 3. Pop out  t o new t ab

 4. Close modal window

 5. Receipt  select or
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A receipt  is a read- only view of informat ion submit t ed by an appl icant  or  ot her Work-

spaces user, and displayed in t he same form used t o capt ure t hat  informat ion. You can 

view a receipt  f rom any space, and for  any it em (appl icat ion or  t ask) even if  it 's not  

assigned t o you. Each t ask associat ed wit h an appl icat ion may have a receipt . If  t here 

are mult iple receipt s for  an appl icat ion, you can view a specif ic receipt  using t he 

Receipt  select or  at  t he t op of t he modal window. Not e t hat  viewing a receipt  does not  

al low you t o change t he appl icat ion in any way.

When you select  t he Receipt  act ion, t he receipt  for  t he select ed t ask is displayed unless 

t here isn’t  a receipt  associat ed wit h t he t ask, in which case t he most  recent  receipt  is 

shown by default . However, if  you're using Workspaces 22.04 or  ear l ier , t he most  recent  

receipt  is always displayed by default .  |  22.10This f eat ure was updat ed in 22.10.

For more informat ion about  viewing receipt s, see                 Receipt  –  View a Receipt .

Recover an Application

Let 's say you st ar t  an appl icat ion but  your browser crashes before you can save or  sub-

mit  it . Maybe you give up on t he appl icat ion for  now, and so it  becomes abandoned.    A 

short  t ime lat er , you decide t o complet e t he appl icat ion aft er  al l . Rest  assured, you 
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haven't  lost  al l  t he informat ion you ent ered because you can recover your appl icat ion, 

t hen complet e and submit    it .

NOTE

Any Personally Ident if iable Informat ion (PII) in a recovered appl icat ion is not  

available if  t he dat a ret ent ion per iod has expired.

It 's easy t o recover an appl icat ion. Go t o t he    Search screen, locat e t he appl icat ion t o be 

recovered, t hen select  it  t o view it s    Det ails screen and recover t he appl icat ion from 

t here.

In addit ion t o abandoned appl icat ions, an appl icat ion t hat  has been wit hdrawn can also 

be recovered.

For more informat ion about  recover ing appl icat ions, see                 Recover an abandoned appl ic-

at ion.

Withdraw an Application

Now, let 's say you st ar t  an appl icat ion but , before submit t ing it , you decide not  t o pro-

ceed wit h t he appl icat ion aft er  al l . You could cont act  t he support  helpdesk and ask for  
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t he appl icat ion t o be canceled, but  you also have t he opt ion t o    wit hdraw t he appl ic-

at ion yourself .

Just  l ike recover ing an appl icat ion, it 's easy t o wit hdraw an appl icat ion. Go t o t he     

Search screen and locat e t he appl icat ion t o be wit hdrawn, select  it  t o view it s Det ails 

screen and wit hdraw t he appl icat ion from t here.

An appl icat ion t hat  has been wit hdrawn can subsequent ly be recovered should you 

have a change of heart .

For more informat ion about  wit hdrawing appl icat ions, see                 Wit hdraw an unsubmit t ed 

appl icat ion.
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Workspaces release compatibility
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Plat form Developer   |  18.11This f eat ure 

was int roduced in t he 18.11 release22.10This f eat ure was updat ed in t he 22.10 release

Each Temenos Journey Manager (TJM) release includes compat ible versions of Journey 

Workspaces1, Journey Manager2 (JM), and t he Workspaces REST API3. For  example, t he 

Temenos Journey Manager 22.10 release includes Journey Workspaces 22.10, Journey 

Manager 22.10, and t he Workspaces REST API packaged wit h Journey Manager 22.10.

By default , Workspaces is designed t o be bot h forward-  and backward- compat ible wit h 

Journey Manager and t he Workspaces REST API in al l  TJM product  suit e releases. Never-

t heless, some incompat ibil it ies may ar ise; where known, t hese are ident if ied below.

NOTE

To avoid any incompat ibil it y issues, we strongly recommend using Workspaces, 

Journey Manager, and the Workspaces REST API from a single release of the 

TJM product suite.

CAUTION

If  you have a specif ic need t hat  requires deployment  of  Workspaces from one 

release wit h Journey Manager or  Workspaces REST API from a dif ferent  release, 

we strongly recommend not mixing Journey Manager and Workspaces REST 

API releases. This is because, it  is highly l ikely t hat  incompat ibil it ies exist  

bet ween Journey Manager and Workspaces REST API from dif ferent  releases.

General ly, more recent Workspaces releases haven't  been tested with older TJM 

product suite releases; in par t icular , recent  Workspaces releases haven't  been t est ed 

1Journey Workspaces is a business port al designed t o support  resolut ion and cust omer 

service act ivit ies relat ed t o account  opening and onboarding.
2Journey Manager is a server appl icat ion, deployed in t he cloud or  on- premise, t hat  

host s forms, cont rols int eract ion wit h cust omers, cal ls on special ized services l ike iden-

t it y ver if icat ion or  r isk analysis and exchanges dat a wit h back off ice syst ems of record.
3The Workspaces REST API provides t he int egrat ion wit h Journey Manager t hat  Journey 

Workspaces needs.
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wit h TJM product  suit e releases t hat  have reached end- of- l ife. While any combinat ion 

of Workspaces, Journey Manager, and t he Workspaces REST API from support ed TJM 

product  suit e releases may be compat ible, we recommend t hat  you t est  any cr it ical fea-

t ures when deploying a Workspaces release wit h Journey Manager or  Workspaces REST 

API from a dif ferent  TJM product  suit e release.

Supported releases

To learn about  support ed releases, see Temenos Journey Manager End- of- Life Pol icy.

INFO

Workspaces was not  updat ed in t he TJM 20.11 and TJM 21.05 releases.

Compatibility

The t able below summarizes compat ibil it y bet ween support ed Workspaces releases 

and Journey Manager and t he Workspaces REST API included in support ed TJM 

product  suit e releases. It  is assumed t hat  Journey Manager and Workspaces REST API 

are always from t he same TJM product  suit e release. For example, if  consider ing com-

pat ibil it y bet ween Workspaces 21.11 and TJM 22.04, t his is equivalent  t o consider ing com-

pat ibil it y bet ween Workspaces 21.11, Journey Manager 22.04, and Workspaces REST API 

22.04.

The t able also ident if ies when t he fol lowing release- relat ed incompat ibil it y issues are 

appl icable. Addit ional det ail  about  t hese incompat ibil it y issues is available below.

 l CSRF token issue: A TJM 21.05 or  ear l ier  environment  upgraded t o TJM 21.11 or  

lat er  may be affect ed by a CSRF t oken implement at ion. For more informat ion, see 

CSRF t oken issue.

 l New 22.10 features: Some new feat ures int roduced in Workspaces 22.10 require 

Workspaces REST API 22.10. For more informat ion, see Feat ures t hat  require Work-

spaces REST API 22.10.

 l TJM 21.11 breaking changes: The Workspaces REST API packaged wit h Journey 

Manager 21.11 int roduced changes incompat ible wit h Workspaces 20.05 and ear l ier . 

For more informat ion, see Breaking changes in TJM 21.11.

Workspaces 

release
TJM release compatibility

Incompatibility 

issues

22.10 Compat ible wit h al l  support ed TJM product   l CSRF t oken 
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Workspaces 

release
TJM release compatibility

Incompatibility 

issues

suit e releases.1
issue

 l New 22.10 fea-

t ures

22.04
Compat ible wit h al l  support ed TJM product  

suit e releases.1
 l CSRF t oken 

issue

21.11

 l Compat ible wit h al l  support ed TJM 

product  suit e releases.

 l Compat ible wit h Workspaces REST API 

21.11 and ear l ier .

 l CSRF t oken 

issue

 l TJM 21.11 break-

ing changes

20.05

 l Compat ible wit h al l  support ed TJM 

product  suit e releases.

 l Compat ible wit h Workspaces REST API 

21.11 and ear l ier .

 l CSRF t oken 

issue

 l TJM 21.11 break-

ing changes

 1. Assumes Journey Manager and Workspaces REST API are f rom 

the same TJM product  suite release.

CSRF token issue

Aft er  upgrading a TJM 21.05 or  ear l ier  environment  t o TJM 21.11 or  lat er , you may be 

present ed wit h an HTTP 403 Forbidden st at us code when you at t empt  t o access Work-

spaces. This is due t o a CSRF t oken implement at ion. To learn more about  t his issue, 

including how t o address it , see HTTP 403 Forbidden st at us code when at t empt ing t o 

access Workspaces aft er  upgrading from 21.05 or  ear l ier .

Features that require Workspaces REST API 22.10

The fol lowing feat ures int roduced in Workspaces 22.10 require t he Workspaces REST 

API 22.10 or  lat er .

 l Bulk act ions

 l Support  for  invoking f luent  funct ions

Breaking changes in TJM 21.11

Changes t o t he Workspaces REST API  int roduced in TJM 21.11 (and ret ained in lat er  

releases) are incompat ible wit h ear l ier  Workspaces releases. Consequent ly, t he 
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Workspaces 19.11 appl icat ion can no longer be used in a TJM 21.11 or  lat er  environment , 

and you must  upgrade your Workspaces appl icat ion t o an Open UX form. For inform-

at ion about  developing and deploying a Workspaces Open UX form, see Journey Work-

spaces form development  and Form deployment  and secur it y.

Unsupported releases

Workspaces 19.11 and ear l ier  releases have reached end- of- l ife and are off icial ly unsup-

port ed. For more informat ion about  TJM product  support , see Temenos Journey Man-

ager End- of- Life Pol icy.

Compatibility

Workspaces 19.11 and ear l ier  releases are only compat ible wit h Journey Manager and 

t he Workspaces REST API included in t he TJM 21.05 and ear l ier  releases. This is due t o 

breaking changes in t he JM secur it y model and WAR f ile st ruct ure int roduced in TJM 

21.11.

A TJM 19.11 or  ear l ier  environment  upgraded t o TJM 21.11 or  lat er  may be affect ed by t he 

CSRF t oken issue ment ioned above.

Open UX form

Workspaces 20.05 replaced t he Workspaces cl ient  appl icat ion wit h an Open UX form. 

So, when upgrading a TJM 19.11 or  ear l ier  environment  t o TJM 20.05 or  lat er , we recom-

mend you migrat e your Workspaces cl ient  appl icat ion t o an Open UX form. To learn 

more about  developing and deploying a Workspaces Open UX form, see Journey Work-

spaces form development  and Form deployment  and secur it y.

While we don't  recommend a mixed- release deployment  using a non- Open UX Work-

spaces cl ient  appl icat ion in a TJM 20.05 or  lat er  environment , you can make t his work if  

you real ly need t o keep using a non- Open UX Workspaces cl ient  appl icat ion. However, 

t here are a few t hings you should know before proceeding down t his pat h.

 l To inst al l  a non- Open UX Workspaces cl ient  appl icat ion, you need t o download 

and import  t he Workspaces 19.11 WAR f ile int o a TJM 20.05 or  lat er  inst ance.

 l Import ing t he Workspaces 19.11 WAR f ile wil l  also inst al l  t he 19.11 version of t he 

Workspaces REST API int o your TJM inst ance, replacing any exist ing lat er  version 

of t his API.
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 l Consequent ly, you won't  have access t o any improvement s int roduced in lat er  ver-

sions of t he Workspaces REST API unless t he Workspaces 19.11 WAR f ile is inst al led 

wit h a dif ferent  name and cont ext  pat h .
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How to use the Journey Workspaces 

demo
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  23.04This f eat ure relat es t o t he 23.04 release

Every Journey Workspaces port al comes wit h a pre- def ined conf igurat ion t hat  makes 

al l  Workspaces feat ures available via cont rol led user access t o a set  of  role- specif ic 

spaces. While t his default  conf igurat ion can be used as t he basis for  your own Journey 

Workspaces port al, you need addit ional element s l ike forms, roles and users in order t o 

access t he spaces and feat ures in a meaningful way. The Journey Workspaces demo 

provides t hese addit ional element s in a sandboxed organizat ion, giving you everyt hing 

you need t o exper ience t he ful l  appl icat ion journey from st ar t  t o f inish in a safe envir -

onment  t hat  won't  int er fere wit h development  and product ion syst ems.

This t opic descr ibes t he appl icat ion journey demonst rat ed in t he video Workspaces: An 

Applicat ion Journey. This video fol lows an appl icat ion as it  t akes a journey via Work-

spaces from creat ion t o complet ion. This journey passes t hrough several st ages, each 

of which focuses on an act ivit y t hat  involves specif ic Workspaces users, spaces, and fea-

t ures.

 l St art  an appl icat ion in t he Assist ed Channel space.

 l Init ial  appl icat ion processing in t he Review and Document  Request s spaces.

 l Int eract ion bet ween t he appl icant  and processing st af f  about  uploading required 

document s.

 l Provide cust omer support  in t he Helpdesk space.

 l Perform applicat ion management  act ivit ies such as t ask assignment  in t he Manage 

space.

 l Complet e appl icat ion processing: creat e a review checkl ist , re- run background 

checks, and approve t he appl icat ion.

 l Applicant  complet es funding of t he appl icat ion.

Getting started

The Workspaces demo can be set  up in your Journey Manager environment  so t hat  you 

can invest igat e al l  t hat  Workspaces has t o of fer . Cont act  your TJM represent at ive t o 

request  a Workspaces demo in your Journey Manager environment .
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Demo users

At  t he core of t he Workspaces demo is a set  of  user ids t hat  provide access t o var ious 

spaces. Each space in t urn provides access t o feat ures and a subset  of  appl icat ion dat a 

t hat  are relevant  t o t he role performed by t he user. The demo user ids are as fol lows:

Role User ID Available spaces

Assist ed Channel* assist.staff@example.com Assist ed Channel

Helpdesk helpdesk.staff@example.com Helpdesk

Applicat ion Processing process.staff@example.com Review, Document  Request s

Manager manager@example.com Manage

*  In some regions, t his role corresponds t o a relat ionship manager.

In addit ion t o t hese space- rest r ict ed user ids, t here is a super- user user id (super-

.user@example.com) t hat  has access t o al l  of  t he spaces ment ioned above.

TIP

The default  password for  al l  users is: !n!t!@lP@$$w0rd

As shown above, most  of  t he users creat ed for  t his demonst rat ion are conf igured wit h 

access for  just  one space. This al lows us t o focus on role- specif ic feat ures and work-

f low as we move t hrough t he demonst rat ion. A consequence of t his is t hat  t he menu 

Spaces navigat ion icon is hidden most  of  t he t ime, only being displayed when mult iple 

spaces are available.

Accessing a Workspaces portal

To access a Workspaces port al, you need t o f ind t he port al 's form URL in Journey Man-

ager and browse t o it .

To f ind a port al 's form URL, fol low t hese st eps.

 1. Login t o Journey Manager and select  Forms > Forms.

 2. Locat e Journey Workspaces in t he l ist  of  forms.
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 3. On t he same row, cl ick  Form Test  Render

Alt ernat ively, you can copy t he URL from t he  Form Test  Render icon. For 

example, in Google Chrome, r ight - cl ick  Form Test  Render and select  Copy l ink 

address from t he menu.

The same st eps can be used t o f ind t he Journey Applicant s port al 's form URL by loc-

at ing Journey Applicant s at  st ep 2 inst ead.

Once you have t he port al 's form URL, past e it  int o a new browser t ab or  window t o 

access t he port al.

Conventions

Convent ions used in t his t opic are designed t o help you underst and where you are in 

t he demo.

 l Throughout  t he demo, you wil l  need t o login as dif ferent  users. To help you 

ident ify when you need t o swit ch t o a dif ferent  user, look for  t he loginLogin and 

logout Logout  icons.                             

NOTE

It 's recommended t hat  you clear  your browser 's appl icat ion cache when 

swit ching bet ween t he demo users. This is because Workspaces st ores dat a 

t hat  is incompat ible bet ween dif ferent  users in t he appl icat ion cache, and 

t his can cause problems in a Workspaces demo syst em where you are log-

ging in wit h dif ferent  user ids in t he same browser.

This is not  an issue in a product ion syst em where each user logs in wit h 

t heir  own user id only.

 l Each t ime you need t o login as a dif ferent  user or  swit ch t o a dif ferent  space, we'l l  

show you a graphic l ike t his:

personApplicat ion Processing (process.staff@example.com)space_dashboardJourney 

Workspacesrat e_review Review

The it ems displayed are:

 l person A role and t he corresponding user id t o login wit h.

 l space_dashboard An app in t he Journey Workspaces suit e.
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 l rat e_review A space in Journey Workspaces (omit t ed for  Journey Applic-

ant s).

 This provides cont ext  for  which port al and space you're in and who you're logged 

in as. You can mat ch t hese graphical element s t o similar  ones in t he video.

Start an application

The appl icat ion journey begins in t he Assist ed Channel space. Fol low t hese st eps.

local_l ibrary

To learn about  t he Assist ed Channel space, see Workspaces Assist ed Channel.

 1. loginLogin t o Journey Workspaces as t he Assist ed Channel user.

personAssist ed Channel (assist.staff@example.com)space_dashboardJourney Work-

spacesaccessibil it y_new Assist ed Channel

The Assist ed Channel space is select ed because t his is t he only space available for  

t his user.

local_l ibrary

To learn about  spaces, see Workspaces core concept s > Roles and spaces.

 2. St ar t  a new applicat ion.

local_l ibrary

To learn about  st ar t ing an appl icat ion, see New Form: St ar t  a new applicat ion.

INFO

The demo applicat ion form is US- cent r ic; for  example, it  uses SSN and US-

format  phone numbers. If  you're int erest ed in having a demo applicat ion 

form for  anot her locale, cont act  your TJM represent at ive t o regist er  your 

int erest .

 3. Fil l  out  al l  form pages unt il  you reach t he Support ing document s (Opt ional) page, 

t hen save t he appl icat ion and close t he modal window.

local_l ibrary

To learn about  modal windows, see Workspaces UI t our  > Modal windows.
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Closing t he modal window ret urns t o t he List  screen where t he saved appl icat ion 

is available in t he My Saved view. Ot her views al low you t o focus on t asks in dif -

ferent  st at es.

local_l ibrary

To learn about  views, see Workspaces core concept s > Views.

 4. Select  t he saved appl icat ion t o open t he Det ails screen where you can preview t he 

informat ion ent ered so far  and any syst em- generat ed dat a. Not e t hat  none of t he 

milest ones on t he progress st epper are marked as done yet  as t he appl icat ion is 

saved, not  yet  submit t ed.

local_l ibrary

To learn about  t he progress st epper, see The appl icat ion Det ails screen > Progress 

st epper.

 5. Open t he appl icat ion form again, and submit  it  wit hout  uploading any of t he 

required document s.

local_l ibrary

To learn about  opening a saved appl icat ion, see View Form: Re- open an appl ic-

at ion form.

Now t hat  t he appl icat ion has been submit t ed, it  is no longer available in t he My 

Saved view. Inst ead, you can f ind it  in t he Al l  appl icat ions view where al l  appl ic-

at ions are visible t o al l  Assist ed Channel users.

 6. Select  t he appl icat ion t o view it  on t he Det ails screen again.

Not e t hat  t he current  t ask is disabled. This is because t he t ask is now at  t he 

Manual Review st ep, as shown in t he Applicat ion Timeline, and t he Assist ed Chan-

nel user doesn't  have permission t o act  on t his t ask at  t his st ep.
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local_l ibrary

To learn about  t he Applicat ion Timeline, see The appl icat ion Det ails screen > 

Applicat ion t imeline.

Looking at  t he progress st epper, it  reveals t hat  not  only has t he appl icat ion been 

submit t ed, but  it  has complet ed an aut omat ed decision st ep and is current ly 

under review.

 7. logout Logout  of  Journey Workspaces.

There's not hing else t he Assist ed Channel user can do at  t his st age, so it 's t ime t o begin 

processing t he appl icat ion. 

Initial processing

The appl icat ion journey cont inues t o t he appl icat ion processing st age. An init ial  review 

of t he appl icat ion checks t hat  al l  required informat ion and document s are available.

 1. loginLogin: clear  your browser cache, and login t o Journey Workspaces as t he 

Applicat ion Processing user.

personApplicat ion Processing (process.staff@example.com)space_dashboardJourney 

Workspacesrat e_review Review

Two spaces are available under t he Process space group: Review and Document  

Request s. The Review space is select ed by default .

local_l ibrary

To learn about  space groups, see Workspaces core concept s > Roles and spaces.

To learn about  t he Review space, see Reviewing appl icat ions.

Our new applicat ion is available in t he Al l  out st anding view.

 2. Select  t he appl icat ion t o view it  on t he Det ails screen.
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In order t o st ar t  processing t he appl icat ion, it  must  be assigned t o you. You can do 

t his by claiming t he appl icat ion which assigns t he appl icat ion's current  t ask t o 

you. (We'l l  discover anot her way t o assign a t ask lat er .)

 3. Claim t he appl icat ion.

local_l ibrary

To learn how t o claim an appl icat ion, see Claim: Assign an unassigned t ask t o a 

yourself .

Now t hat  you've claimed t he appl icat ion, you can st ar t  processing it .

 4. The goal of  appl icat ion processing is t o decide whet her t he appl icat ion can be 

approved. Scan t he appl icat ion t o ident ify whet her anyt hing is prevent ing you from 

making t hat  decision.                 

The Applicant s t ab includes feat ures t hat  facil it at e appl icat ion processing. The 

Background Checks use color  t o highl ight  what  needs at t ent ion, as well  as provid-

ing a way t o view t he informat ion t hat  cont r ibut ed t o each background check's 

out come.

local_l ibrary

To learn about  background checks, see The appl icat ion Det ails screen > Back-

ground Checks sect ion.

The badge on t he Document  Checkl ist  t ab indicat es t he t ab cont ains cont ent  t hat  

requires at t ent ion; in t his case, ident ifying t hat  required document s are missing 

and need t o be uploaded. So, t he appl icat ion needs t o be sent  back t o t he appl ic-

ant  so t hey can upload t he required document s.

 5. Send t he appl icat ion back t o t he appl icant , request ing t he required document s be 

uploaded.     

local_l ibrary

To learn about  request ing informat ion from an appl icant , see Example: Request  

informat ion from applicant .

In response t o t his act ion:

 l a JM account  is creat ed for  t he appl icant  using t he appl icant 's email  as t he 

account  login name and wit h t he default  password
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 l t he appl icat ion is assigned t o t he appl icant

 l an email  is sent  t o t he appl icant  informing t hem of t heir  appl icat ion's pro-

gress and including det ails for  accessing t heir  appl icat ion in Journey Applic-

ant s

On ret urning t o t he List  screen, not e t hat  t he appl icat ion is no longer available in 

t he Al l  out st anding view. This is because it  no longer sat isf ies t he cr it er ia imposed 

by t hat  view. In fact , it  is no longer available in t he Review space; inst ead, it  is now 

available in t he Document  Request s space.

 6. Select  t he Document  Request s space.                 

local_l ibrary

To learn about  t he Document  Request s space, see Request  informat ion dur ing 

appl icat ion review.

You can see t he appl icat ion here. In t his space, Applicat ion Processing users can 

monit or  appl icat ions assigned t o appl icant s and communicat e wit h t hem t o 

handle any inquir ies.

 7. logout Logout  of  Journey Workspaces.

At  t his st age, t he appl icat ion is wit h t he appl icant  for  act ion, and bank st aff  can't  do any-

t hing t o advance t he appl icat ion t owards success. Next , we'l l  see how t he appl icant  and 

bank st aff  can communicat e wit h one anot her t o keep t he appl icat ion progressing 

along it s journey.

Applicant interaction

In t his sect ion, we discover how applicant s can communicat e wit h bank st aff , and how 

an appl icant  can add more informat ion t o t heir  appl icat ion aft er  t he init ial  submission.

 1. loginLogin: clear  your browser cache, and login t o Journey Applicant s using t he 

appl icant 's email  f rom t he appl icat ion.

personApplicant  (Applicant 's email)space_dashboardJourney Applicant s

Journey Applicant s uses a mobile- f irst  design, but  can also be used on t he 

deskt op. We'l l  use it  in deskt op- mode t hroughout  t he remainder of  t his demo.
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The progress st epper shows t hat  t he appl icant  has been asked t o provide more 

informat ion, and a t ask has been assigned t o t hem for  t his purpose.

A message in t he Informat ion Request ed sect ion indicat es t o t he appl icant  what  

t hey need t o do; in t his case, upload four  document s t o t he appl icat ion. In t he 

event  t hat  t he appl icant  needs assist ance in complet ing t he assigned t ask, t hey 

can use t he Not es and Comment s feat ures t o communicat e wit h t he bank.

 2. Add a not e t o t he appl icat ion, asking what ever you need t o know t o be able t o com-

plet e t he assigned t ask.

local_l ibrary

To learn about  Not es and Comment s, see Task not es and  comment s.

The appl icant  now wait s for  t he bank st aff  t o respond t o t heir  quest ion.

 3. logout Logout  of  Journey Applicant s.

We need t o ret urn t o Workspaces now t o respond t o t he appl icant 's inquiry.

 4. loginLogin: clear  your browser cache, and login t o Journey Workspaces as t he 

Applicat ion Processing user.

personApplicat ion Processing (process.staff@example.com)space_dashboardJourney 

Workspacesrat e_review Review

 5. Select  t he Document  Request s space.

personApplicat ion Processing (process.staff@example.com)space_dashboardJourney 

Workspacesupload_f ile Document  Request s

 6. Select  t he appl icat ion t o view it  on t he Det ails screen. The appl icant 's quest ion 

(not e) is available in t he Not es card.

 7. Cl ick Comment s on t he not e and reply t o t he appl icant 's inquiry.

This creat es a t hreaded conversat ion on t he not e bet ween t he appl icant  and bank 

st aff . The appl icant  and bank st aff  can add more not es or  comment  on exist ing 

not es unt il  t he appl icant  is sat isf ied t hey have what  t hey need t o cont inue.
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Having responded t o t he appl icant 's inquiry, it 's now back t o t he appl icant  t o com-

plet e t he t ask assigned t o t hem.

 8. logout Logout  of  Journey Workspaces.                    

We now ret urn t o Journey Applicant s so t hat  t he appl icant  can upload t he missing 

document s.

 9. loginLogin: clear  your browser cache, and login t o Journey Applicant s using t he 

appl icant 's email  f rom t he appl icat ion.

personApplicant  (Applicant 's email)space_dashboardJourney Applicant s

The appl icant  can view t he bank st aff 's response (comment ) t o t heir  quest ion 

(not e). Assuming t he appl icant  is sat isf ied wit h t he response, t hey can now move 

on t o complet ing t heir  assigned t ask.

 10. Resume t he appl icat ion t hen upload t he required document s and submit  t he 

appl icat ion (again).      

local_l ibrary

To learn how t o resume an appl icat ion, see The appl icat ion Det ails screen > Pro-

gress st epper.

To learn about  uploading document s, see The appl icat ion Det ails screen > Upload 

a document .

 11. In t he Informat ion Request ed card, cl ick Complet e t o progress t he appl icat ion, 

assigning it  back t o t he Applicat ion Processing user.

We can see t hat  t he t ask's st at us is Complet ed now, and t he progress st epper 

shows t hat  t he appl icat ion has ret urned t o t he Review st ep.

The appl icant  has not hing else t o do now unt il  t he appl icat ion is approved.

 12. logout Logout  of  Journey Applicant s.

The appl icat ion has been assigned back t o t he Applicat ion Processing user who 

can cont inue t o review it .
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 13. loginLogin: clear  your browser cache, and login t o Journey Workspaces as t he 

Applicat ion Processing user.

personApplicat ion Processing (process.staff@example.com)space_dashboardJourney 

Workspacesupload_f ile Document  Request s

The Document  Request s space is select ed by default  because it  was select ed 

when we last  logged out  as t he Applicat ion Processing user. The appl icat ion is no 

longer available here because t he appl icant  has complet ed our request  for  inform-

at ion. We need t o look for  t he appl icat ion in a dif ferent  space.

 14. Select  t he Review space.

personApplicat ion Processing (process.staff@example.com)space_dashboardJourney 

Workspacesrat e_review Review

We see t hat  t he appl icat ion is available here. Before we f inish processing our appl ic-

at ion, let 's t ake a look at  some of t he ot her spaces available in Workspaces.

 15. logout Logout  of  Journey Workspaces.

Helpdesk

Workspaces includes a Helpdesk space designed t o support  t eams who respond t o cus-

t omer inquir ies.

local_l ibrary

To learn about  t he Helpdesk space, see Workspaces Helpdesk.

 1. loginLogin: clear  your browser cache, and login t o Journey Workspaces as t he 

Helpdesk user.

personHelpdesk (helpdesk.staff@example.com)space_dashboardJourney 

Workspacesheadset _mic Helpdesk

General ly, responding t o a cust omer inquiry st ar t s wit h f inding an appl icat ion.

 2. Search for  t he appl icat ion. You can search by var ious cr it er ia such as appl icat ion id 

or  appl icant  name. However, you need t o ent er  t he ful l  value of whichever f ield 

you're searching on as part ial  mat ch is not  support ed. It ems mat ching your exact  

search cr it er ia are displayed in t he it em l ist .
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To learn about  f inding a t ask or  appl icat ion, see Finding t asks and appl icat ions.

The Helpdesk user can use t he informat ion in t he it em l ist  t o ver ify t he ident it y of  a 

cal ler . Once t he cal ler  is ver if ied (as t he appl icant ), t he Helpdesk user can con-

f ident ly share addit ional appl icat ion det ails wit h t he t hem.

 3. Select  t he appl icat ion t o view it  on t he Det ails screen.

While assist ing t he cal ler , t he Helpdesk user can examine t he appl icat ion's det ails 

t o check what  has happened wit h t he appl icat ion so far . The Progress st epper 

shows where t he appl icat ion is current ly in t he appl icat ion processing workf low, 

while t he Task swit cher and Applicat ion Timeline show al l  t he st eps t he appl ic-

at ion has been t hrough so far , some of which may have been repeat ed as t he 

appl icat ion is processed.

When t he cal l  ends, t he Helpdesk user can ret urn t o t he Helpdesk List  screen t o 

handle anot her inquiry, or  logout .

 4. logout Logout  of  Journey Workspaces.

Next , we'l l  t ake a look at  t ask management .

Manage

Workspaces includes a Manage space designed t o support  t ask management .

local_l ibrary

To learn about  t he Manage space, see Manage t asks and appl icat ions.

 1. loginLogin: clear  your browser cache, and login t o Journey Workspaces as t he Man-

ager user.

personManager (manager@example.com)space_dashboardJourney Workspacessuper-

vised_user_circle Manage

A manager can perform var ious t ask and appl icat ion management  act ivit ies such 

as:

 l preview al l  appl icat ions in dif ferent  queues

 l monit or  appl icat ions t o ensure t hey're meet ing SLAs
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 l assign, reassign, or  unassign t asks

 2. Assign t he appl icat ion t o t he Applicat ion Processing user.

local_l ibrary

To learn about  t ask assignment , see Assign a t ask t o a user, Reassign a t ask t o 

anot her user, and Unassign a t ask.

 3. logout Logout  of  Journey Workspaces.

Now t hat  t he appl icat ion is assigned t o t he Applicat ion Processing user, we can f inish 

processing it .

Complete processing

In t his sect ion, we f inish processing t he appl icat ion by making a decision about  it 's out -

come.

 1. loginLogin: clear  your browser cache, and login t o Journey Workspaces as t he 

Applicat ion Processing user. The Review space is select ed.      

personApplicat ion Processing (process.staff@example.com)space_dashboardJourney 

Workspacesrat e_review Review

The All  out st anding view is select ed by default . The appl icat ion appears in t he it em 

l ist , and it 's assigned t o t he Applicat ion Processing user.

 2. Select  t he Assigned t o me view.

All  appl icat ions assigned t o t he logged in user are available from t his view. Ot her 

views al low you t o focus on t asks in dif ferent  st at es.

 3. Select  t he appl icat ion t o view it  on t he Det ails screen.

Review t he appl icat ion.

 l The Document  Checkl ist  t ab shows t hat  al l  required document sare now avail-

able. To view any of t hese document s-  for  example, t o ver ify appl icant  det ails 

-  you can download it  f rom t he Document s card.

 l The Not es card shows al l  t he communicat ion t hat  has happened bet ween t he 

appl icant  and processing st af f .

 l Failed background checks appear on t he Applicant s t ab. These checks need 

t o be run again t o see if  t hey st il l  fail .
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 4. Workspaces funct ional it y can be ext ended using cust om act ions.

local_l ibrary

To learn about  cust om act ions, see: Workspaces act ions > Cust om act ions.

The fol lowing cust om act ions, t arget ed at  appl icat ion processing, are covered by 

t he Workspaces demo.

 l more_vertMore > Review Checklist: Creat e and maint ain a cust om checkl ist  

for  act ivit ies relat ed t o appl icat ion processing. This is useful if  an appl icat ion 

has a lengt hy review process, or  simply as a reminder of  which appl icat ion 

processing act ivit ies have been done and which are out st anding.

local_l ibrary

For an example of how t he Review Checkl ist  works, see Example:  Review 

Checkl ist .

 l more_vertMore > Re- run Background Checks: Run t he background checks 

again, usual ly done t o see if  fail ing checks pass now.

local_l ibrary

For an example of how t o re- run background checks, see Example: Re- run 

Background Checks.

Having reviewed t he appl icat ion's det ails, we're now ready t o make a decision 

about  t he appl icat ion's out come. We're going t o approve it .

 5. Approve t he appl icat ion.

local_l ibrary

For an example of how t o approve an appl icat ion, see Reviewing appl icat ions > 

Approve an Applicat ion.

The Det ails screen closes, ret urning t o t he List  screen. The appl icat ion no longer 

appears in t he Assigned t o me view but  it  is st il l  available under t he Complet ed 

t asks view if  it  needs t o be viewed again.

The appl icat ion is t ransferred back t o t he appl icant , and an email  is sent  t o t hem 

advising how t o complet e t he f inal st ep: funding t he appl icat ion.

 6. logout Logout  of  Journey Workspaces.
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Fund the application

Final ly, t he appl icat ion has been approved and t he appl icant  needs t o fund t heir  new 

account .

 1. loginLogin: clear  your browser cache, and login t o Journey Applicant s using t he 

appl icant 's email  f rom t he appl icat ion.

personApplicant  (Applicant 's email)space_dashboardJourney Applicant s

A funding t ask is assigned t o t he appl icant .

 2. Resume t he appl icat ion, complet e t he funding st age on t he form, and submit  t he 

appl icat ion one last  t ime. The appl icat ion is complet ed.

Al l  of  t he t asks assigned t o t he appl icant  (in t he t ask swit cher) now appear as com-

plet ed.

 3. logout Logout  of  Journey Applicant s.

 

Wit h t he appl icat ion funded, t his appl icat ion journey ends here.

You can learn more about  Workspaces feat ures in t he Workspaces user guide, and 

informat ion for  solut ion builders is available in t he Workspaces t echnical guide.
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Journey Workspaces demo examples
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Workspaces UserIncludes bank st af f , 

helpdesk, relat ionship managers, and managers   |  23.04This f eat ure relat es t o t he 23.04 release

The Journey Workspaces demo video Workspaces: An Applicat ion Journey fol lows an 

appl icat ion journey t hrough several st ages, demonst rat ing many st andard feat ures as 

well  as some cust om processes. While t he st andard feat ures are descr ibed in t he Work-

spaces user guide, t his t opic present s st ep- by- st ep inst ruct ions for  some cust om pro-

cesses t hat  are descr ibed in t he demo video and which may be conf igured in your 

Workspaces port al.

Examples for  t he fol lowing processes are provided below.

 l Request  informat ion from applicant

 l Review checkl ist

 l Re- run background checks

Example: Request information from applicant

An applicat ion can be conf igured t o al low it  t o be submit t ed wit hout  ent er ing al l  of  t he 

required informat ion. Al lowing an incomplet e appl icat ion t o be submit t ed general ly 

reduces t he fr ict ion exper ienced by t he appl icant  while f il l ing out  t he appl icat ion which 

improves t he chances of t he appl icat ion being submit t ed successful ly. However, t his 

improved cust omer exper ience is balanced by t he need for  appl icat ion processing st af f  

t o review appl icat ions for  missing informat ion and request  t hat  informat ion from applic-

ant s.

This example shows how t o send an appl icat ion back t o an appl icant , request ing t hat  

document s required for  appl icat ion processing be uploaded. In t his example, we locat e 

an appl icat ion on t he List  screen and view it s det ails where we ident ify t hat  some 

required document s are missing. Final ly, we t ake a decision t hat  sends t he appl icat ion 

back t o t he appl icant  so t hat  t hey can upload t he missing document s.

The inst ruct ions below fol low t he st eps shown in t he Workspaces demo video when 

demonst rat ing how t o request  informat ion from an appl icant  dur ing init ial  processing.
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 1. Login t o             Workspaces and select  t he Review space.

 2. Locat e an appl icat ion of int erest  in t he it em l ist , and select  it  t o view it  on t he 

Det ails screen.

 3. Review t he appl icat ion det ails, not ing t hat  some background checks have failed. 

Furt her, t here is an  act ion badge on t he Document s Checkl ist  t ab indicat ing 

at t ent ion is required here.

 4. Select  t he Document s Checkl ist  t ab.

Not e t hat  several required document s are not  available, so we need t o ask t he 

appl icant  t o upload t hem. Before we can do t hat , we need t o t ake ownership of 

t his t ask.

 5. Cl ick l ibrary_addClaim t o assign t he t ask t o yourself .

You can skip t his st ep if  t he t ask is already assigned t o you.

 6. Cl ick cal l_spl it Decision t o display t he Decision modal window.

 7. Cl ick t he Choose a Decision box, select  Request  for  Informat ion from t he l ist , t hen 

ent er  informat ion in t he Not es box descr ibing what  informat ion you need from t he 

appl icant .

In t his example, ent er  t he l ist  of  missing document s in t he Not es box along wit h 

t he inst ruct ion t o upload t hem.

 8. Cl ick Submit .

The Decision modal window closes and Workspaces ret urns t o t he List  screen. A 

message is displayed at  t he bot t om of t he screen indicat ing whet her t his act ion 

was successful.
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On ret urning t o t he List  screen, not e t hat  t he appl icat ion is no longer available in t he Al l  

out st anding view. This is because it  no longer sat isf ies t he cr it er ia imposed by t hat  view. 

In fact , it  is no longer available in t he Review space; inst ead, it  is now available in t he 

Document  Request s space.

Aft er  t he request  for  informat ion is submit t ed, t he fol lowing occur:

 l a JM account  is creat ed for  t he appl icant  using t he appl icant 's email  as t he 

account  login name and wit h t he default  password

 l t he appl icat ion is assigned t o t he appl icant

 l an email  is sent  t o t he appl icant  informing t hem of t heir  appl icat ion's progress and 

including det ails for  accessing t heir  appl icat ion in Journey Applicant s

Example: Review  checklist

Some applicat ions are complicat ed, requir ing a lengt hy review process, or  simply con-

f igured wit h a lot  of  st eps in which case it 's handy t o have a t o- do l ist  as a reminder of  

which appl icat ion processing act ivit ies have been done and which are out st anding. In 

t he Workspaces demo video, a cust om review checkl ist  feat ure is demonst rat ed t hat  

let 's you creat e and maint ain a cust om checkl ist  for  act ivit ies relat ed t o appl icat ion pro-

cessing. 

This example shows how t o use t he cust om review checkl ist  feat ure t hat 's conf igured 

in t he default  Workspaces t emplat e on which your Workspaces port al may be based. In 

t his example, we locat e an appl icat ion on t he List  screen and view it s det ails where cus-

t om act ions l ike t he review checkl ist  are available. We'l l  see how t o creat e a review 

checkl ist  and how t o use it  t o keep t rack of appl icat ion processing act ivit ies.

The inst ruct ions below fol low t he st eps shown in t he Workspaces demo video when 

demonst rat ing t he review checkl ist  while complet ing appl icat ion processing.

 1. Login t o             Workspaces and select  t he Review space.

 2. Locat e an appl icat ion of int erest  in t he it em l ist , and select  it  t o view it  on t he 

Det ails screen.

 3. Cl ick more_vert More, and select  Review Checkl ist  f rom t he l ist  of  cust om act ions.

The Review Checkl ist  modal window is displayed wit h f ields for  t he st at us of act iv-

it ies relat ing t o personal det ails, background checks, and at t achment s, and a t ext  

f ield for  any remarks.
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 4. Select  appropr iat e values for  t he Personal Det ails, Background Checks, and At t ach-

ment s f ields, and ent er  ot her relevant  informat ion in t he Remarks box.

 5. Cl ick saveSave t hen close t he modal window. Workspaces ret urns t o t he Det ails 

screen.

When you save t he review checkl ist , a new Review Checkl ist  t ab is creat ed on t he 

Task pane.

 6. Select  t he Review Checkl ist  t ab

The informat ion ent ered on t he Review Checkl ist  modal window is available here, 

using t he same color- codes used elsewhere t o indicat e posit ive and negat ive 
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st at es. In t his example, Personal Det ails and At t achment s are shown in green indic-

at ing review is complet e while Background Checks is shown in red indicat ing t his is 

out st anding and t here's more t o do for  t hese.

The Review Checkl ist  t ab is persist ent , meaning it  wil l  cont inue t o appear here even if  

you logout  of  t he current  Workspaces session and come back lat er .

Example: Re- run background checks

Applicat ion processing oft en rel ies upon t he out comes of var ious background checks. 

Some of t hese checks are used t o ver ify informat ion ent ered by t he appl icant   while ot h-

ers count  t owards or  against  t he assessment  of  an appl icant  as being a suit able bor-

rower or  debt or . Regardless of t he purpose of t hese checks, t heir  out comes can change 

t hroughout  t he course of appl icat ion processing, in par t icular  af t er  informat ion is 

added t o or  changed in a submit t ed appl icat ion. This necessit at es t he abil it y t o run t he 

background checks again t o det ermine whet her t he out comes of any checks have 

changed.

The Workspaces demo video demonst rat es a cust om act ion t hat  let 's you re- run back-

ground checks while processing an appl icat ion. This cust om act ion is conf igured in t he 

default  Workspaces t emplat e on which your Workspaces port al may be based, and t his 

example shows how t o use it . In t his example, we locat e an appl icat ion on t he List  

screen and view it s det ails where cust om act ions are available. We'l l  see how t o re- run 

t he background checks and t hen ascert ain if  any out comes have changed.

The inst ruct ions below fol low t he st eps shown in t he Workspaces demo video when 

demonst rat ing how t o re- run background checks while complet ing appl icat ion pro-

cessing.

 1. Login t o             Workspaces and select  t he Review space.

 2. Locat e an appl icat ion of int erest  in t he it em l ist , and select  it  t o view it  on t he 

Det ails screen.

 3. Cl ick more_vert More, and select  Re- run Background Checks from t he l ist  of  cus-

t om act ions.

The background checks run and a message is displayed at  t he bot t om of t he 

screen indicat ing whet her t his act ion was successful. If  it  was successful, t he Back-

ground Checks sect ion of t he Applicant s t ab is refreshed showing t he updat ed 

background check out comes.
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 1. Negat ive background checks

 2. Re- run background checks

 3. Success message

 4. Posit ive background checks

You can re- run background checks as oft en as you need t o t hroughout  t he appl icat ion 

journey t o ensure you're always looking at  up- t o- dat e background check out comes.
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Journey Workspaces FAQ     
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Plat form Developer   |  18.11This f eat ure 

was int roduced in t he 18.11 release22.04This f eat ure was updat ed in t he 22.04 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

Compatibility

 l Is Workspaces available for  my browser version?

 l Is t here a compat ible version of Workspaces for  my Journey Manager envir -

onment ?

Deployment

 l How do I promot e Workspaces from lower t o higher Journey Manager envir -

onment s?

 l How do I import  t he Workspaces WAR f ile t hrough t he Journey Manager admin-

ist rat ion console?

 l How do I deploy t wo Workspaces port als in one Journey Manager environment ?

 l Can Workspaces 19.05/ 19.11 and Workspaces 20.05 be deployed t o t he same Jour-

ney Manager inst ance?

 l Can I have mult iple Workspaces 20.05 Open UX forms in a single Journey Manager 

inst ance?

 l Can I deploy t he Workspaces 19.11 port al in a TJM 20.05, 20.11, or  21.05 envir -

onment ?

 l Can I deploy t he Workspaces 19.11 port al in a TJM 21.11 or  lat er  environment ?
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Fresh installation of                 Workspaces

 l When I login t o Workspaces for  t he f irst  t ime, I just  see a progress bar con-

t inuously loading

 l What  Journey Manager roles and permissions are required t o access Workspaces?

 l What  resources are required by Workspaces aft er  a fresh inst al lat ion?

Logging in to                 Workspaces

 l Logging in t o Workspaces while already logged in displays t he login screen wit hout  

any st yl ing appl ied

 l When I login t o Workspaces again aft er  logging out , an error  page is displayed

 l Can I login t o Workspaces from t wo dif ferent  browsers (mult iple sessions) at  t he 

same t ime?

 l HTTP 403 Forbidden st at us code

 l HTTP 403 Forbidden st at us code when at t empt ing t o access Workspaces aft er  

upgrading from 21.05 or  ear l ier

 l HTTP 403 Forbidden st at us code aft er  logging in t o Workspaces

Configuration

 l Can t he Applicant  card or  Background Check card be removed from t he Work-

spaces UI?

 l Can t he Timeline card or  Document s card be removed from t he Workspaces UI?

 l How do I conf igure t he views and t able columns in t he Workspaces List  screen?

 l How do I conf igure t he Key info card in t he Workspaces Det ails screen?

 l How do I conf igure t he act ions t o be displayed for  each Workspaces space?

 l How do I hide a st ep from t he appl icat ion t imeline?

 l How do I rest r ict  a Workspaces user t o view only cer t ain spaces in t he Workspaces 

appl icat ion?

 l Are job propert ies support ed in t he Workspaces conf igurat ion?

 l Space icons in Workspaces 20.05 and lat er  don't  have labels

 l What  is t he default  t imeout  for  Workspaces, and can it  be changed?

Workspaces Features

 l When I t ry t o change or  reset  my password, I can't  ent er  my old password

 l There's a dupl icat e form name in t he Form /  Product  Type select or
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 l Can I hide t he Search bar on t he Workspaces l ist  page?

 l Does Workspaces support  par t ial  searches?

 l Searching for  a t ransact ion is very slow when t here is a huge volume of t rans-

act ions in Journey Manager

 l Is it  possible t o ret ain search and f il t er  values t hroughout  a user 's Workspaces ses-

sion?

 l Fil t er ing on more t han t wo submission propert ies at  once does not  ret urn t he 

expect ed result s

 l I can't  f il t er  on an appl icat ion's met adat a aft er  t he appl icat ion is complet ed

 l I can't  view cert ain t ransact ions in Workspaces

 l I can't  view t he PDF receipt s -  is t his due t o access rest r ict ions?

 l Does Workspaces 20.05 support  role- based access t o view cust om cards?

 l Is t here a l imit  on t he number of not es t hat  can be added t o a t ask or  appl icat ion 

in Workspaces?

 l The Decision act ion but t on is st il l  visible af t er  t he appl icat ion is approved or  rejec-

t ed

 l How do I pass t he Workspaces locale t o a form rendered in t he Workspaces modal 

window (for  example, t he decision form)?

 l How do I close t he Workspaces modal window from a form rendered inside it  (for  

example, t he decision form)?

 l If  I st ar t  a form in t he Workspaces Assist ed Channel, can I hand it  over t o t he cus-

t omer /  appl icant  t o cont inue t he journey?

Maestro Form

 l The Decision form cannot  read t he Syst emProf ile propert y

 l The Add document s but t on doesn't  appear for  appl icat ions t hat  are not  yet  sub-

mit t ed

 l Can I conf igure Workspaces so t hat  Helpdesk users view saved forms in a read-

only st at e?

 l How do I conf igure Workspaces so t hat  Assist ed Channel users can f il l  out  a Maes-

t ro form?
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Journey Workspaces FAQ -  Compatibility     
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Plat form Developer   |  18.11This f eat ure 

was int roduced in t he 18.11 release20.05This f eat ure was updat ed in t he 20.05 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

Is Workspaces available for my browser version?

Journey Workspaces has been designed for  and t est ed against  t he fol lowing web 

browsers.

 l Google Chrome

 l Mozil la Firefox

 l Microsoft  Edge

NOTE

Journey Workspaces support  for  Int ernet  Explorer  is discont inued. For det ails, 

see Updat e on TJM Support  for  IE11.

For t he best  exper ience, we recommend t hat  you use t he lat est  version of Chrome, Fire-

fox, or  Edge, and t hat  you keep your browser updat ed, especial ly t hrough t he appl ic-

at ion of secur it y pat ches.

While you may be able t o access Journey Workspaces using ot her browsers, t here's no 

guarant ee t hat  everyt hing wil l  work, and you may not  enjoy t he great  user exper ience 

available when using a support ed browser. We st rongly recommend t hat  you use a sup-

port ed browser for  t he best  Journey Workspaces exper ience.
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Is there a compatible version of Workspaces for my Jour-

ney Manager environment?

St art ing wit h Transact              Manager 18.11, a compat ible             Workspaces release is available for  

every             Journey Manager /  Transact              Manager release. For example,             Workspaces 18.11.0 is 

compat ible wit h Transact              Manager 18.11.0.         

Check t he release not es for  your Workspaces version Workspaces 19.11.x             , Workspaces 

19.05.x              or  Workspaces 18.11.x                          t o ident ify t he correct  version of             Workspaces t o use wit h 

your             Journey Manager plat form.         

St ar t ing wit h             Workspaces 19.05,             Workspaces is forward and backward compat ible wit h             

support ed             Journey Manager versions. You can pick t he             build t hat  is compat ible wit h 

your plat form in t he downloads area.         

St ar t ing wit h             Workspaces 20.05, t he             Workspaces cl ient  appl icat ion is deployed as an 

Open UX applicat ion             and t he             Workspaces API (form space) WAR f ile comes packaged             

wit h t he             Journey Manager inst al ler . For more             informat ion, see             t he Workspaces t ech-

nical guide             .         
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Journey Workspaces FAQ -  Deployment
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Plat form Developer   |  18.11This f eat ure 

was int roduced in t he 18.11 release22.04This f eat ure was updat ed in t he 22.04 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

How do I promote Workspaces from lower to higher Jour-

ney Manager environments?

Promot ing                 Workspaces bet ween environment s is achieved by                 export ing t he                 Workspaces 

archive from one environment  and import ing                 it  int o anot her environment . This t rans-

fers t he def init ions, pages, propert ies, resources                 and submission forms associat ed wit h 

t he port al.             

NOTE

Before import ing t he                     Workspaces archive t o your environment , make sure                     you 

have already had a fresh inst al lat ion of                     Workspaces in t hat  environment .                 

There is an issue in                 Workspaces 18.11.3 and ear l ier  releases t hat                  prevent s you from 

export ing your                 Workspaces archive. In t his case, t o promot e your                 Workspaces port al, 

inst al l                  Workspaces in your environment  t hen manually copy t he                 Workspaces asset s l ike 

propert ies, pages and                 resources which are t o be replaced.             

St ar t ing wit h                 Workspaces 20.05, t he                 Workspaces cl ient  appl icat ion is deployed as an 

Open UX form in                 Journey Manager. To promot e t he                 Workspaces cl ient  appl icat ion from 

a lower                 environment  t o a higher one, export  t he                 Workspaces Open UX form (which 

includes al l                  Workspaces conf igurat ion det ails) and import  it  int o                 t he t arget  envir -

onment .                 No fur t her  conf igurat ion is required in t he t arget  environment .             
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How do I import the Workspaces WAR file through the 

Journey Manager administration console?

The                 Workspaces WAR f ile is inst al led using t he                 Journey Manager administ rat ion con-

sole. Login                 t o                 Manager t hen select  Forms                     > Form Spaces and cl ick Import  WAR. For 

more                 informat ion about  import ing                 WAR f iles, see Import  a Form Space as                     a WAR 

archive.             

NOTE

The Import  WAR but t on is disabled in mult i- node Journey Manager envir -

onment s. To inst al l                      t he WAR f ile, cont act  cloud host ing support  or  your infra sup-

port  t o manually deploy t he                     WAR f ile f rom t he Journey server.

St ar t ing wit h                 Workspaces 20.05, t he                 Workspaces API (form space) WAR f ile comes pack-

aged                 wit h t he                 Journey Manager inst al ler .             

How do I deploy two Workspaces portals in one Journey 

Manager environment?

To inst al l  mult iple copies of                 Workspaces in one                 Journey Manager environment , you 

need t o change                 t he name of t he                 Workspaces appl icat ion.             

For  example, t o change t he name from Workspaces t o Temenos, you would need t o make t he                 

fol lowing changes t o t he cont ent s of t he                 Workspaces WAR f ile.             

 l \WEB-INF\jboss-web.xml: Change t he cont ext  root .

<jboss-web>

     <context-root>temenos</context-root>

 </jboss-web>

 l \Index.htm: Change t he cont ent  URL.
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<html>

     <head>

         <meta http-equiv="Refresh" content="0;URL=/temenos/secure/index.html">

     </head>

 </html>

 l \WEB-INF\classes\db-config1.xml: Change t he port al name, cont ext  pat h and WAR f ile 

name.

<portal name="Temenos">

 <context-path>http://localhost:9080/temenos/</context-path>

 <description><![CDATA[Temenos Workspaces]]></description>

 <version>19.5.0</version>

 <war-file-name>tm-temenos.war</war-file-name>

 l \META-INF\maven\com.avoka.tm\tm-workspaces-war\pom.xml

<artifactId>tm-temenos-war</artifactId>

 <name>TM: Temenos WAR</name>

 <packaging>war</packaging>

 

 <properties>

     <portal>temenos</portal>

     <portal.project.name>Temenos Workspaces</portal.project.name>

     <portal.project.description>Temenos Workspaces</portal.project.description>

     <portal.war.file.name>tm-temenos.war</portal.war.file.name>

     <project.context>temenos</project.context>

 </properties>

 

 <build>

 <finalName>tm-temenos</finalName>

 l \META-INF\maven\com.avoka.tm\tm-workspaces-war\pom.properties

groupId=com.avoka.tm

 artifactId=tm-temenos-war

 l \META-INF\MANIFEST.MF
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Specification-Title: TM: Temenos WAR

 Implementation-Title: TM: Temenos WAR

NOTE

Rename t he WAR f ile as well  as t m- t emenos.war.

Once t he above changes are done, deploy t he new WAR f ile in t he                 Journey Manager 

environment .             

Can Workspaces 19.05/ 19.11 and Workspaces 20.05 be 

deployed to the same Journey Manager instance?

Yes, you can have mult iple dif ferent  versions of                 Workspaces in t he same inst ance of                 

Journey Manager. When set t ing up                 Workspaces 19.05/ 19.11, make sure you select  t he                 

Workspaces WAR f ile compat ible wit h your                 Journey Manager version.             

Can I have multiple Workspaces 20.05 Open UX forms in 

a single Journey Manager instance?

Yes, you can have mult iple                 Workspaces 20.05 Open UX forms in a single                 Journey Man-

ager inst ance.             

To deploy                 Workspaces wit h a dif ferent  name /  version, edit  t he                 transact-config.json f ile.             
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{

     "buildDir": "build",

     "domainModelFile": "transact-schema.json",

     "appDef": {

         "name": "WorkspacesX",

         "formCode": "workspacesx",

         "clientCode": "workspaces",

         "transactInsights": false,

         "formVersion": {

             "versionNumber": "20.05"

         }

     }

 }

Can I deploy the Workspaces 19.11 portal in a TJM 20.05, 

20.11, or 21.05 environment?

CAUTION

The 19.11 release reached end- of- l ife in lat e 2022 at  which t ime off icial  support  

for  t his release ended.

The short  answer is "yes". However, we don't  recommend this mixed- release deploy-

ment , and t here are a few t hings you should know before proceeding down t his pat h.

 l A key st ep in any Workspaces deployment  is import ing a Workspaces WAR f ile int o 

your TJM inst ance. Pr ior  t o t he 20.05 release, t he Workspaces WAR f ile cont ained 

bot h t he Workspaces REST API, which provides necessary int egrat ion wit h Journey 

Manager, and t he Workspaces cl ient  appl icat ion.  The 20.05 release removed t he cl i-

ent  appl icat ion from t he Workspaces WAR f ile, inst ead deploying t he cl ient  appl ic-

at ion as an Open UX form using a command- l ine int er face t ool, and leaving just  t he 

Workspaces REST API in t he Workspaces WAR f ile.

 l When upgrading a TJM 19.11 inst ance t o a 20.05 or  lat er  release, we recommend 

you migrate your Workspaces application to an Open UX form. However, if  you 

want  t o cont inue t o use a non- Open UX Workspaces appl icat ion, you can down-

load and import  t he Workspaces 19.11 WAR f ile int o a TJM 20.05 or  lat er   inst ance. If  

you do t his, t he 19.11 version of t he Workspaces REST API is inst al led int o your TJM 

inst ance, replacing any exist ing lat er  version of t his API. Of course, t his means you 
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won't  have access t o any improvement s int roduced in a lat er  version of t he Work-

spaces REST API.

 l This mixed- release deployment  has not  been t est ed for  product ion deployment , 

so t here is no guarant ee it  wil l  work seamlessly.

Can I deploy the Workspaces 19.11 portal in a TJM 21.11 

or later environment?

No. TJM 21.11 int roduces changes t o t he Workspaces REST API t hat  are incompat ible 

wit h ear l ier  Workspaces releases. To learn more, see Workspaces release compat ibil it y 

> Breaking changes in TJM 21.11.
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Journey Workspaces FAQ -  Fresh Install-

at ion     
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Plat form Developer   |  18.11This f eat ure 

was int roduced in t he 18.11 release20.05This f eat ure was updat ed in t he 20.05 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

When I login to Workspaces for the first time, I just see a 

progress bar continuously loading

This happens in t he fresh inst al lat ion of             Workspaces 18.11.x due t o t he missing             space 

propert y af t er  t he deployment . Add t he default  space             propert y t hat  comes wit h t he 

inst al lat ion package t o Forms > Form Spaces >                 Work Spaces > Propert ies and con-

f igure it  for  your needs.         

NOTE

St art ing from                 Workspaces 19.05, t he space                 propert y is refact ored int o a                 Global 

propert y and a set  of  Space                 propert ies, wit h one Space propert y for  each of t he 

support ed spaces such as “Process”,                 “Helpdesk”, et c. A conf igurat ion wit h 

default  t emplat e propert ies (for  Global and                 spaces) is included wit h t he WAR f ile 

in                 Workspaces 19.05 release.             
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What Journey Manager roles and permissions are 

required to access Workspaces?

From             Workspaces 18.11.3, t here is a st r ict  permission             check enabled in             Workspaces as 

part  of              t he secur it y enhancement .         

In             Workspaces 18.11.x releases, make sure t he “Work             Spaces St aff”  role has t he Col-

laborat ion             Job Complet ed View, Collaborat ion Job View and Help Desk View per-

missions. Assign t he “Work             Spaces St aff”  role t o each             Workspaces user t hat  needs t o 

access t ransact ions             f rom             Journey Manager.         

From             Workspaces 19.05, you can assign any             Journey Manager role t o a space in t he             

Workspaces “Global”  propert y in order t o rest r ict              access t o t he spaces t o just  cer t ain             

users. Ensure t he role has t he Collaborat ion Job Complet ed View, Collaborat ion Job 

View and             Help Desk View permissions.         

What resources are required by Workspaces after a 

fresh installation?

The fol lowing resources must  be added t o t he             Workspaces aft er  a fresh inst al lat ion.         

 l 20.05

 l 19.11 /  19.05

 l 18.11

St ar t ing from                     Workspaces 20.05, al l  required resources are                     included and changed from 

t he IDE. For det ails refer  t o t he                     Workspaces t echnical guide                     .                 
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 l company- logo.png

 l en.json

 l favicon.png

 l workspaces- logo.png

NOTE

Sample resources are supplied for  each version in t he                         Workspaces download 

folder .                     

 l company- logo.png

 l en.json

 l favicon.png

 l workspace- logo.png
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NOTE

Sample resources are supplied for  each version in t he                         Workspaces download 

folder .                     
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Journey Workspaces FAQ -  Configuration     
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Plat form Developer   |  18.11This f eat ure 

was int roduced in t he 18.11 release22.04This f eat ure was updat ed in t he 22.04 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

Can the Applicant card or Background Check card be 

removed from the Workspaces UI?

Yes, t he Applicant  card and Background checks card can be removed from t he             Work-

spaces UI.         

 l To remove t he Applicant  card: Add an empt y applicants propert y                     inside t he space 

JSON:

{

     ...

     "applicants": [ ],

     ...

 }

 l To remove t he Background checks card: Add an empt y integrations                     propert y 

inside t he space JSON:                 
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{

     ...

     "integrations": [ ],

     ...

 }

From             Workspaces 19.11, t hese cards are int egrat ed int o             cust om cards. More informat ion 

is available t o help you underst and how t o              conf igure cust om cards.         

Can the Timeline card or Documents card be removed 

from the Workspaces UI?

No, it ’s not  possible t o remove t he Timeline card or  Document s card from t he             Work-

spaces UI.         

How do I configure the views and table columns in the 

Workspaces List screen?

Click one of t he l inks below for  more informat ion about  how t o conf igure views and 

t able             columns in t he             WorkspacesList  screen.         

Supported releases Unsupported releases

Configure views in         Workspaces 22.10        Conf igure views in         Workspaces 19.11

Configure views in         Workspaces 22.04        Conf igure views in         Workspaces 19.05

Configure views in         Workspaces 21.11        

Conf igure views in         Workspaces 20.05        

How do I configure the Key info card in the Workspaces 

Details screen?

This feat ure was int roduced in             Workspaces 19.05. Cl ick one of t he l inks below for              more 

informat ion about  how t o conf igure t he Key Info card in t he             WorkspacesDet ails screen.         

Supported releases Unsupported releases

Configure key info in         Workspaces 22.10        Conf igure key info in        Workspaces 19.11

Configure key info in         Workspaces 22.04        Conf igure key info in        Workspaces 19.05
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Supported releases Unsupported releases

Configure key info in         Workspaces 21.11        

Conf igure key info in         Workspaces 20.05        

How do I configure the actions to be displayed for each 

Workspaces space?

This feat ure was int roduced in             Workspaces 19.05. Cl ick one of t he l inks below for              more 

informat ion about  how t o conf igure t he act ions available for  each space.         

Supported releases Unsupported releases

Configure act ions in         Workspaces 22.10        Conf igure act ions in        Workspaces 19.11

Configure act ions in         Workspaces 22.04        Conf igure act ions in        Workspaces 19.05

Configure act ions in         Workspaces 21.11        

Conf igure act ions in         Workspaces 20.05        

How do I hide a step from the application timeline?

This feat ure was int roduced in Workspace 19.05.

To hide a st ep, conf igure t he Global JSON propert y t o include t he             hideSteps at t r ibut e 

wit h t he l ist  of  st eps t o be hidden. For example:         

"hideSteps": ["Helpdesk View"]

For more informat ion, refer  t o t he Global             conf igurat ion in t he             Workspaces t echnical 

document at ion.         

How do I restrict a Workspaces user to view  only certain 

spaces in the Workspaces application?

Cont rol l ing user access t o spaces using Journey Manager roles or  groups was int ro-

duced in             Workspaces 19.05.         

To rest r ict  a             Workspaces user ’s access t o cer t ain spaces, conf igure             t he spaces at t r ibut e 

in             t he Global JSON propert y wit h a l ist  of  roles and/ or  groups t hat  are             conf igured wit h 

t he appropr iat e permissions.         
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 l Workspaces 20.05: Access t o spaces is cont rol led in TypeScr ipt  conf igurat ion. For 

det ails,                     see                     Migrat ion from v19.11 t o v20.05 > spaces in t he                     Workspaces t echnical 

guide.                

 l Workspaces 19.11: Conf igure t he permissions at t r ibut e.

"spaces": [

     {

         "label": "Process",

         "icon": "BallotOutlined",

         "value": "Process", 

        "permissions": {

             "type": "role",

             "value": ["Processing Staff", "Work Spaces Staff"]

         }

     },

     {

         "label": "Helpdesk",

         "icon": "HeadsetOutlined",

         "value": "Helpdesk", 

        "permissions": {

             "type": "role",

             "value": ["Helpdesk Staff", "Work Spaces Staff"]

         }

     }

 ]

More informat ion is available t o help you underst and how t o conf igure per-

missions in                     t he Global conf igurat ion.

 l Workspaces 19.05 –  conf igure t he roles and groups at t r ibut es
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"spaces": [

     {

         "label": "Process",

         "icon": "BallotOutlined",

         "value": "Process", 

        "roles": ["Processing Staff", "Work Spaces Staff"],

         "groups": ["Manual Review", "Fraud Review", "Error Review"]

     },

     {

         "label": "Helpdesk",

         "icon": "HeadsetOutlined",

         "value": "Helpdesk",

             "roles": ["Helpdesk Staff", "Work Spaces Staff"]

     },

 ]

More informat ion is available t o help you underst and how t o conf igure per-

missions in                     t he Global conf igurat ion.

Are job properties supported in the Workspaces con-

figuration?

St art ing wit h Workspaces 21.11, job propert ies are support ed in t he Global con-

f igurat ion. To learn more, see Mappings > Job Propert ies.

Pr ior  t o Workspaces 21.11, job propert ies were not  support ed.         

Space icons in Workspaces 20.05 and later don't have 

labels

Workspaces 20.05 int roduced some new design element s, including a change t o t he nav-

igat ion rail  and space icons. The nav rail  is now sl immer, al lowing more screen widt h for  

space cont ent . As a consequence, space icons no longer include labels, so if  you have 

spaces using t he same icon t hat  you previously dif ferent iat ed by icon label, we recom-

mend using dif ferent  icons for  your spaces inst ead.    
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What is the default timeout for Workspaces, and can it 

be changed?

The default  Workspaces session t imeout  is 30 minutes but  you can change t his if  you 

need t o. Two values cont rol t he session t imeout .

 l The session t imeout  def ined in your Secur it y Manager

 l The idleTime at t r ibut e def ined in your transact-config.json

To learn about  t he session t imeout  in Journey Workspaces and how t o change it , see 

Session Timeout .
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Journey Workspaces FAQ -  Logging in     
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Plat form Developer   |  18.11This f eat ure 

was int roduced in t he 18.11 release21.11This f eat ure was updat ed in t he 21.11 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

Logging in to Workspaces while already logged in dis-

plays the login screen w ithout any styling applied

This issue was f ixed in                 Workspaces 19.11.

This issue affect ed                 Workspaces 19.05 and ear l ier .             

When I login to Workspaces again after logging out, an 

error page is displayed

This issue was f ixed in                 Workspaces 18.11.4.

This issue affect ed                 Workspaces 18.11 and ear l ier .             

Can I login to Workspaces from two different browsers 

(multiple sessions) at the same time?

Journey Manager al lows only one act ive                 Workspaces session. You can login t o                 Work-

spaces on                 mult iple browsers, but  only t he f irst  browser in which you perform an act ion 

wil l  be                 successful. The second and subsequent  browsers in which you at t empt  an 

act ion wil l  report  an                 HTTP 403 Forbidden st at us code.             
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HTTP 403 Forbidden status code

There are several reasons why you may encount er  an HTTP 403 Forbidden st at us code 

when logging in t o Workspaces. Some common scenar ios are l ist ed below. If  none of 

t hese mat ch your circumst ances, t ry searching t he Q&A forum. If  you don't  f ind what  

you're looking for , you can ask a quest ion t here. Alt ernat ively, cont act  your Temenos 

represent at ive for  assist ance.

 l If  you've recent ly upgraded a 21.05 or  ear l ier  environment  t o 21.11 or  lat er , see 

HTTP 403 Forbidden st at us code when at t empt ing t o access Workspaces aft er  

upgrading from 21.05 or  ear l ier .

 l If  you've recent ly changed a Workspaces conf igurat ion, HTTP 403 Forbidden 

st at us code aft er  logging in t o Workspaces may help you.                 

HTTP 403 Forbidden status code when attempting to 

access Workspaces after upgrading from 21.05 or earlier

Aft er  upgrading a Journey Manager 21.05 or  ear l ier  environment  t o 21.11 or  lat er , you 

may be present ed wit h an HTTP 403 Forbidden st at us code when you at t empt  t o access 

Workspaces. To f ix t his, you need t o add t he CSRF1 t oken t o t he fol lowing Workspaces 

port al pages:

 l Login

 l Change Password

 l Forgot t en Password

 l Two Fact or  Aut hent icat ion Set up

Failure t o add t he CSRF t oken t o t hese pages prevent s users wit h val id credent ials f rom 

passing login aut hent icat ion.

To add t he CSRF t oken t o a Workspaces port al page:

 1. Login t o Manager

 2. Select  Forms > Form Spaces and cl ick Work Spaces. For  more informat ion about  

form spaces, see View Form Spaces.

1Cross- sit e request  forgery (CSRF), also known as one- cl ick at t ack or  session r iding, is a 

t ype of malicious exploit  of  a websit e where unaut hor ized commands are t ransmit t ed 

from a user t hat  t he web appl icat ion t rust s.
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 3. Select  t he Pages t ab, locat e t he page t o updat e, and cl ick  Edit . For  more inform-

at ion about  form space pages, see View Form Space Pages.

 4. Add t he fol lowing code t o t he page's cont ent  inside t he HTML <form> element .   

#if ( $csrfParamter )

     <input type="hidden" name="${csrfParamter}" value="${csrfToken}"/>

 #end

 5. Cl ick Save.

Repeat  t his process for  each page t hat  needs t o be updat ed.

HTTP 403 Forbidden status code after logging in to Work-

spaces

If  you encount er  an HTTP 403 Forbidden st at us code when logging in t o Workspaces, it  

could be relat ed t o an SSO set up using SAML- based aut hent icat ion.

Unlike OAut h- based request s, a SAML aut hent icat ion request  does a POST on t he Work-

spaces form URL which is conf igured in t he Journey Manager console via t he Work 

Spaces form space. Any POST request  on Workspaces is redirect ed t o secure/index.htm 

which needs t o be conf igured wit h t he Workspaces appl icat ion URL.

To address t his issue, ensure t hat  secure/index.htm in t he Work Spaces form space is con-

f igured t o open your Workspaces form. Fol low t hese st eps.

 1. In Journey Manager, select  Forms > Form Spaces. The l ist  of  available form spaces 

is displayed.

 2. In t he l ist  of  form spaces, cl ick Work Spaces, and swit ch t o t he Pages t ab.

 3. In t he l ist  of  pages, cl ick Index Secure, and select  t he Port al Page t ab.

 4. Ensure t he code in t he Page Cont ent  box is conf igured t o open your Workspaces 

page; somet hing l ike t his: 
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<html>

     <head>

         <meta http-equiv="Refresh" content="0;URL=/workspaces/app/FORM_CODE/FORM_

VERSION" />

     </head>

 </html>

If  you make any changes, cl ick Save.

 5. Cl ick Close.

NOTE

If  t he Work Spaces form space propert y CSRF Prot ect ion is enabled (which it  is 

by default ), a CSRF t oken is generat ed on init ial  aut hent icat ion wit h t he secur it y 

manager, and any subsequent  POST request s on t he Workspaces appl icat ion need 

t o pass t his CSRF t oken in t he request  header. However, if  you're unable t o 

ret r ieve t he CSRF t oken t o include it  in t he subsequent  POST request s and it 's 

deemed secure for  your environment  t o not  send it , you can disable CSRF Pro-

t ect ion  for  t he Work Spaces form space.

If  you modify t he CSRF Prot ect ion propert y, you must  rest ar t  t he port al for  t he 

change t o t ake effect .
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Journey Workspaces FAQ -  Features
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Plat form Developer   |  18.11This f eat ure 

was int roduced in t he 18.11 release20.05This f eat ure was updat ed in t he 20.05 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

When I try to change or reset my password, I can't enter 

my old password

This issue was f ixed in             Workspaces 19.11.7 /  19.05.9. if  t he feat ure does             not  work even 

aft er  upgrading             Workspaces, cl ick             Restore base content  on t he Pages t ab of t he             Work-

spaces form space in             Journey Manager.         

There's a duplicate form name in the Form /  Product 

Type selector

The Form /  Product  Type select or  displays t he names of al l  forms in al l  organizat ions 

t hat  you have access t o. If  t he same form name exist s in more t han one of t hese organ-

izat ions, you'l l  see t hat  form name repeat ed.             
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General ly, t his occurs only in edge cases such as t raining scenar ios.

Can I hide the Search bar on the Workspaces list page?

No, it ’s not  possible t o hide or  suppress t he Search bar in t he             Workspaces l ist  screen. 

However, st ar t ing from             Workspaces 20.05, it  is possible t o specify t he             search scope in             

Workspaces by adding t he fol lowing at t r ibut e t o t he             current  space conf igurat ion:         

search: [<field name 1>, <field name 2> …],

Does Workspaces support partial searches?

No, part ial  search is not  support ed in             Workspaces. This is because searches are appl ied 

against  st ored dat a which is encrypt ed before being st ored.

An alt ernat ive t o part ial  search is t o break a compound dat a f ield apart  int o separat e 

f ields t hat  can be searched individual ly. For example, if  your solut ion is conf igured wit h 

a Full name f ield composed of f irst  and last  names, conf igure it  wit h searchable First  

name and Last name f ields inst ead.
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Searching for a transaction is very slow  when there is a 

huge volume of transactions in Journey Manager

Enhanced search performance is available st ar t ing wit h             Workspaces 19.05.8 and             Work-

spaces 19.11.6, and in al l  lat er  versions.             To improve search performance, add t he 

“Enhanced PII Search” port al propert y and set  it  t o             t rue. For det ails, see             Conf igure                 

Workspaces Propert ies              in t he Workspaces t echnical guide.         

Is it possible to retain search and filter values through-

out a user's Workspaces session?

Yes, t his is support ed st ar t ing from             Workspaces 20.05.         

Filtering on more than two submission properties at 

once does not return the expected results

This is now support ed in             Workspaces 19.11. This issue affect ed             Workspaces 19.05 and 

ear l ier .         

I can't filter on an application's metadata after the 

application is completed

Make sure PII Search Purge Mode is set  t o PII Purge Time             for  t he Dat a Ret ent ion Man-

agement  service in             Journey Manager under Services > All                 Services.         
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NOTE

Fil t er ing on an appl icat ion’s met adat a wil l  work unt il  t he PII Purge Time is 

elapsed

I can't view  certain transactions in Workspaces

Make sure t he form relat ed t o t he t ransact ion is l inked t o t he “Work Spaces” form 

space in             Journey Manager.
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I can't view  the PDF receipts -  is this due to access 

restrictions?

This can happen when you cl ick t he Receipt  but t on in t he Process view and t he message 

"You are not  aut hor ized t o access t his             resource." is displayed.

Make sure Show PDF receipts is select ed for  t he form associat ed wit h t he             t ransact ion. 

This opt ion is available on t he form’s Flow Config t ab. Form             more informat ion about  

t his opt ion, see Conf igure Receipt s Delivery                 Mode.
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In addit ion, if  you are running Workspaces 18.11.x, make sure t he receiptUrl             propert y is 

present  in t he t ransact ion’s submission propert y and t he cont ext              pat h is point ing t o /work-

spaces/.

Does Workspaces 20.05 support role- based access to 

view  custom cards?

Yes,             Workspaces 20.05 support s role- based access cont rol             t o view cust om cards. For 

det ails, see             Cust om Cards in t he             Workspaces t echnical guide.         

Is there a limit on the number of notes that can be 

added to a task or application in Workspaces?

There is no l imit  on t he number of not es t hat  can be added t o a t ask or  appl icat ion in             

Workspaces. However, each not e's message must  not              exceed 2000 charact ers in lengt h.
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The Decision action button is still visible after the applic-

ation is approved or rejected

If  you are using a cust om decision form t hat  needs t o communicat e wit h             Workspaces, 

you need t o cal l  t he browser 's POST             message API t o pass messages back t o             Work-

spaces. Add t he fol lowing code t o t he             Submit  but t on's cl ick event .         

 l If  t here are just if icat ion comment s t o pass t o                     Workspaces:                 

window.parent.postMessage({ submit: data.typeANote }, '*'); 

 l If  t here aren't  any just if icat ion comment s t o pass t o                     Workspaces:                 

window.parent.postMessage({ submitDecision: true }, "*") 

How do I pass the Workspaces locale to a form rendered 

in the Workspaces modal w indow (for example, the 

decision form)?

This feat ure is support ed st ar t ing from             Workspaces 19.11.7. To ret r ieve t he locale from 

t he             browser 's event , use t he fol lowing JavaScr ipt  code.         

window.addEventListener('message', function(event) {

     console.log(event);

     locale = event.data.locale;

 }, false)

How do I close the Workspaces modal w indow from a 

form rendered inside it (for example, the decision form)?

This feat ure is support ed st ar t ing from             Workspaces 19.11.7. To close t he modal window 

from             t he form, use t he fol lowing code in t he form.         

window.parent.postMessage({close: true}, '*');
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If I start a form in the Workspaces Assisted Channel, can 

I hand it over to the customer /  applicant to continue the 

journey?

No, t his workf low is not  possible in             Workspaces due t o reasons relat ing t o secur it y.         

However, t his can be achieved by breaking t he appl icat ion form int o sect ions t hat  are 

bundled             wit h a col laborat ion job t o manage t he workf low.
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Journey Workspaces FAQ -          Maestro Form    
  WorkspacesThis t opic relat es t o Journey Workspaces   |     Plat form Developer   |  18.11This f eat ure 

was int roduced in t he 18.11 release22.04This f eat ure was updat ed in t he 22.04 release

NOTE

Some of t he t ext  and images below may not  mat ch what  you see in your Work-

spaces port al. This is because t he feat ures descr ibed are based on a default  

Workspaces port al conf igurat ion, and your Workspaces port al may be con-

f igured dif ferent ly; for  example, wit h your company's branding or  wit h ot her 

f ields. Nevert heless, t he feat ures descr ibed work t he same way in every Work-

spaces port al.

The Decision form cannot read the SystemProfile prop-

erty

Make sure Unif ied App Data is select ed for  t he review form.
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The Add documents button doesn't appear for applic-

ations that are not yet submitted

The Add documents but t on is visible only dur ing t he review st ages for  t hose             who are 

assigned t o review t he appl icat ion. For inf l ight  appl icat ions (pr ior  t o submission),             you 

can use t he View Form but t on t o render t he form which may al low you t o             upload doc-

ument s.

St ar t ing wit h             Workspaces 19.11,             Workspaces support s cont rol l ing t he Add                 documents 

but t on t hrough conf igurat ion. More informat ion is available t o help             you underst and 

how t o conf igure at t achment s such as document s.         
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Can I configure Workspaces so that Helpdesk users view  

saved forms in a read- only state?

Saved forms can be rendered in a read- only st at e by cl icking View Form, as             long as t he 

form is designed t o act ivat e t he cont ent s in a read- only st at e upon receiving             t he &pageId-

d=view paramet er  in t he URL while render ing t he form.

Workspaces 19.11 now support s passing messages using             t he post Message API. For 

det ails, see Act ions             in t he             Workspaces in t he t echnical guide.         

How do I configure Workspaces so that Assisted Channel 

users can fill out a Maestro form?

This feat ure was int roduced in             Workspaces 19.05.         

For  informat ion about  how t o conf igure             Workspaces t o al low Assisted                 Channel users 

t o f il l  out  a             Maest ro form, cl ick one of t he l inks below.         

 l Configure t his feat ure in                     Workspaces 22.04                 

 l Configure t his feat ure in                     Workspaces 21.11                 

 l Configure t his feat ure in                     Workspaces 20.05                 

 l Configure t his feat ure in                     Workspaces 19.11                 

 l Configure t his feat ure in                     Workspaces 19.05                 
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