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 The purpose of this solution is to replace an existing InfoPath form that was difficult for users 

to navigate and built in an outdated software platform. 

 The stakeholders requested a new solution that corresponds with current business processes 

and features an updated user interface consistent with company branding guidelines. 

 I created the new solution using SharePoint 2019 and the Nintex form and workflow platform. 

Solution purpose
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 Upon submission

– Employee or contingent worker submits request  EHS team member is notified  HR is 

notified (if preexisting condition is applicable)  Evaluation scheduled (offline)

 Evaluation 

– EHS team member completes evaluation  team member starts workflow to notify EHS 

and submitter that evaluation is complete

Business Process
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 Purpose of form:

– Request an EHS team member ergonomic evaluation of workstation

 Users:

– Submit the form: Employees and contingent workers

– Evaluation: EHS team member (based on location)

 Scope: 

– Office workstations only  

Office Ergo Assessment
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 Requestor:

– Environmental, Health, and Safety team

 Deliverables:

– SharePoint list, Nintex form and workflow

– SharePoint assignments list (custom list)

– SharePoint landing page

 Where:

– SharePoint 2019 production farm

Office Ergo Assessment
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SharePoint list access
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List access

 Requests are submitted via a 

SharePoint landing page with 

promoted links. 

– Employees and contingent workers can 

submit a request via the “submit an office 

ergo assessment request” link. 

– The link takes users directly to the form 

in “new” view. 

– Resources are specifically for EHS team 

members and are permissions restricted. 
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Nintex form settings
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EHS evaluation 

 EHS evaluation 

– Employee discomfort

– Workstation evaluation

– Manager responsibilities

– EHS recommendations

– Workstation layout 
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 Requester information:

– “New,” “Edit,” and “Display” modes 

– Submitter only sees the requester section on opening a new form

 EHS evaluation:

– Hidden in “New” mode

– Viewable in “Edit” and “Display” mode

– For EHS team members only 

Form settings
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 User profile lookup for requestor details

– Employee ID, job title, department, location, phone 

Form settings
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Form settings

 Formatting 

– Hide EHS only section in “new” mode

 EHS only section

– Employee discomfort

– Workstation evaluation

– Manager / Supervisor responsibilities 

– EHS recommendations

– Workstation layout (attachments)
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Form settings

 Validation 

– Required depending on choices selected

 EHS only section

– Employee discomfort

– Workstation evaluation

– Manager / Supervisor responsibilities 

– EHS recommendations

– Workstation layout (attachments)
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Usability testing feedback

 Add additional notes fields in 

workstation evaluation section

 Consider who reports manager 

feedback 

 Consider print to pdf view line 

breaks 

 Remove redundant fields

 Number question fields

 Left justification 

 Bold field labels

 Clarify terms

 Field alignment 
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Nintex workflow settings
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Workflow actions 

 Office Ergonomic request workflow 

– Starts when a new item is created 

 Action set: variables

– Several actions to set variables for requestor, 

HR manager, and EHS contact by location

 Send notification: confirm submission

– Sends notification to requestor to confirm 

form submission

 Send notification: EHS

– Sends notification to EHS team member 

based on location

 Condition: pre-existing condition True?

– If preexisting condition is selected, and 

employee is True, sends notification to 

Human Resources department 
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 [Screenshot of workflow here]
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 Example notification for workflow action: Send notification: confirmation submission

Workflow notifications
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 Example notification for workflow action: Send notification: EHS

Workflow notifications
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 Example notification for workflow action: Send notification: HR

Workflow notifications
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Workflow actions 

 Evaluation complete (2nd workflow)

– Starts manually following completion of 

EHS team member evaluation 

 Action set: variables

– Several actions to set variables for requestor name 

and EHS contact by location. 

 Send notification: evaluation complete

– Sends notification to EHS team confirming that 

evaluation is complete

 Send notification: requestor manager

– Send notification with brief summary of employee 

or contingent worker assessment 

 Send notification requestor: evaluation 

complete

– Sends notification to requestor confirming that 

evaluation is complete

 Update field: request status

– Request Status field value changed to complete
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Evaluation complete workflow 

 Evaluation complete (2nd workflow)

– Starts manually following completion of 

EHS team member evaluation 
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 Example notification for workflow action: Send notification: evaluation complete

Workflow notifications
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 Example notification for workflow action: Send notification requestor: evaluation complete

Workflow notification
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Permissions
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Content approval 

 Only users who approve items and the 

author of the item can see draft items. 

 Approvers can see all items, employees 

can only see their individual entry.

 All items will remain “pending” 



Nintex Solution Documentation: Office Ergonomic Assessment / Nicole Harris 30

 Approvers: Only EHS team members and managers can see all items submitted.

 All SharePoint Users: All employees and contingent workers can add items.

Permissions groups


