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Our Objectives - WorkView

Be prepared for an immediate launch of 
WorkView for Commercial Insurance:

1. Understanding what WorkView is and its 
benefits

2. Becoming familiar with task workflow, 
including task types, ownership, and 
outcomes

3. Understanding how to navigate and manage 
tasks in WorkView



WorkView Agenda 

What is WorkView?

WorkView Tasks and Task Outcomes 

Accessing WorkView

Opening a Task and Completing a Task

Resources Available 

Filters, Sorting, and Search Features

View Related/Predecessor Tasks



What is WorkView?



What is WorkView?

including any 
subsequent 

transactions and 
renewals

to the time the policy is 
issued…

WorkView is the tool 
where tasks are created 
and managed from the 

time the submission 
comes into the 
company…



WorkView Tasks and Task 
Outcomes 



WorkView Task Matrix Job Aid

Selected supporting resources were omitted to protect proprietary materials.



Accessing WorkView



Open WorkView

Business Center

Using the Desktop Version of Document 
Management System



Click Work Management



Select Filters



Select Business Center

Note: You will not see IT 
Admin, Business Admin, and 
IT QA & Testing under Filters



Notice the filters/queue for 
Clearance for Condo Office and 

Inland Marine



By default, the tasks are sorted 
by oldest to newest



Filters, Sorting, and Search Features



Each filter will show you 
the applicable tasks in the 

queue



Click a column heading to 
sort by that column

Note: keep in mind the filters/queue tasks 
must be worked starting with the first 

created (or oldest)



If you click the column 
again, it reverses the sort 

order



Questions?



Opening a Task and Completing a 
Task



To open a task, double-click 
the task



The task will open in a new 
window

When you open a task, the 
task will be assigned to you 
and will no longer appear 

in the filter/queue



The History button allows you to 
view the events related to the task



Selected operational workflows, job aids, and 
proprietary support materials were removed 
from this portfolio sample.



View Related/Predecessor Tasks



Selected operational workflows, job aids, and 
proprietary support materials were removed 
from this portfolio sample.



Resources Available



Resources From this Training

PowerPoint Slides



When contacting Duck Creek Support, please 
remember to include the following information in the 
email or voicemail.

• User Name

• Segment 

• Reference Number

• Effective Date

• Template if applicable

• Description of the Issue

• Expected Results

• What is the urgency (is the system down, is 
the Agent awaiting a quote)

• Please provide screen-prints if available 

The Support team is available to walk through the 
issue with you!

Business Application Support



Please complete the Evaluation 
form and Thanks for attending!
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