
Upload & Open 
Document - defaults 
to ‘Edit Draft’ View 

Opens document from 
My Assigned Tasks > 

Edit

Start Edits and Select 
‘Save Draft’ Assign Editing to Person A

Person A: receives 
notification to start 

editing

Document moves to 
ready for tagging 

state

Assign Tagging to Person B

Assign approval to Person C

Return to Edits and 
Select ‘Done Editing’ 

Was someone 
assigned to tag 

document?

Assigned Task Flow

Opens document from 
My Assigned Tasks > 

Tag

Document moves to 
ready for approval

Document will already 
be available to 

approver

Was someone 
assigned to approve 

document?

Was document 
previously published?

Start Tagging and 
Select ‘Save Draft’ 

Return to Tagging and 
Select ‘Done Tagging’ 

Start reviewing 
and can select 
‘Save Draft’ to 

return to this at a 
later time 

Publish

Receive appropriate 
confirmation message 
prior to publishing or 
discarding

User has option to 
Publish Changes 

(replace publisghed 
document) or Discard 

changes

Person B: receives 
notification to start 

tagging

Person C: receives 
notification to 

approve document

Opens assigned tasks 
to see if all tasks have 

been completed

Opens document from 
My Assigned Tasks > 

Tag

Open document

Unassigned Edits/Tagging Flow

Was document 
previously published?

A second version of the 
document ‘draft’ is created 
and opened

User can edit or tag 
document and save draft, 
publish changes or discard 
changes

User can edit or tag 
document and save draft or 
publish document

A second version of the 
document ‘draft’ is created

Receive appropriate 
confirmation message 
prior to publishing or 
discarding

Receive appropriate 
confirmation message 
prior to publishing 


