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BPManager - Business Process Management

Introduction

BPManager is similar to e-mail in many ways, offering a method of sending messages and file
attachments to other BPManager users.

But BPManager is also unique, offering three distinct kinds of messages:

e Requests

¢ Notifications

e Request Responses

BPManager allows the user to establish 'request types' and 'templates' for recurring kinds of
requests.

BPManager is also similar in many ways to work-flow management software. But BPManager is
usable immediately on installation without extensive business process analysis. Rather than
conforming to strict pre-defined business processes, BPManager offers an adaptable method for
filing, delegating, and completing requests within the organization. BPManager is designed so that
managers and designated employees can add to, modify, and adjust the behaviour of business
processes on the fly.

Basic Capabilities

e BPManager is used to issue requests to other participants of the SLAP system.

e Various items may be attached to the requests, such as:
1. a document or file, or
2. a hyperlink, or
3. a link to application software such as an order or estimate number.

o Participants may be specific, named individuals (users), or identified by title or department
(groups).

e The request recipient may delegate, reject or complete the request.

¢ Notifications of request actions may be sent over the SLAP network, by e-mail, fax, or by using
an SSI product called Pipex.

e Each participant can use the BPManager program to handle outstanding requests, to review
requests made, to read notifications, and to issue new requests.

e 'Request types' can be added by authorized personnel, such as managers to handle recurring
requests. Requests of a given type are automatically routed to certain groups or users, and
trigger subsequent requests on completion.

e Requests may, but do not have to be categorized by type.
e Requests can be stand-alone or automatically connect to the software program required to fulfill
the request, such as a Purchase Order program within an ERP system. (Not available in

version 0.9)

e Requests can be triggered by application software through an API. (Not yet available in
version 0.9)

© 2003 Slofstra Software Inc.



Features 4

3 Features

3.1 A sequence of requests can be pre-defined, but it is not necessary

Request completion, delegation, or rejection can trigger a new request. The system can be set up
so that a new request is triggered every time a request of a certain type is completed (or
delegated or rejected), or the user can choose to add a next step request to any individual
request sent out. Notifications also be established for every request of a particular type, or for
individual requests.

Here is an example: When a new drawing is received from the customer by a customer liaison,
you might like to send the drawing to Engineering. When the drawing has been reviewed,
Estimating must determine if a new estimate should be developed. To handle this, you would
create two request types - "Review drawing" which is handled by Engineering, and "Review for
estimate" handled by the Estimating Manager. When Engineering indicates that "Review
drawing" is complete, the "Review for estimate" action can be triggered automatically. If desired,
the engineering department can be sent a draft of the action for release, before the action is sent
to Estimating.

see
New Request: Next Step TAB
New Request: Notify TAB
Maintain Request Type: Next Step TAB
Maintain Request Type: Notification TAB

3.2 Requests can be cancelled, rejected or delegated

The requester can cancel a request at any time before completion by the request recipient. The
request recipient has three options: complete the request, reject it or delegate it. The original
requester can trigger another request for any or all of these actions, and can also determine who
to notify. Or, a subsequent request can be set up so it is triggered every time a

request of a given type is completed, rejected or delegated.

3.3 Recipient can either be a user or a group

Request can be directed to a specific participant by name, or by responsibility or department. The
latter cases are handled through setting up 'groups'. For example, EstimatingDepartment might
be a group. But, EstimatingManager could also be set up as a 'group'. This allows requests to be
directed to whoever bears the EstimatingManager title.

34 Flexible attachment types
BPManager supports two kinds of attachments:
e Files, such as a Word .DOC file, or an AutoCAD .DWG drawing
e Pointers to objects in an ERP system (or other application software), such as a Customer

Request Form or an Order

File attachments are simply uploaded to the server and distributed to the request recipient(s) who
can download them to his or her PC and view them.

Pointers to objects can be accessed through hyperlinks to the ERP system. For example, clicking
on an Order attachment brings up the view order page for the selected order.

© 2003 Slofstra Software Inc.



BPManager - Business Process Management

3.5

3.6

3.7

3.8

Mandatory attachments

Certain requests can only be sent when an object is attached. For example, a "Change Estimate"
request might require an existing estimate to be attached. Other attachments may be optional,
for example a "fix bug in program" request may or may not include a screen capture of the error
message.

Other attachments may be required not when a request is made, but when it is completed or
cancelled. For example, a "Create estimate" request can only be marked completed if the new
estimate number is attached.

Whether a request requires an attachment or not can be set up through the
Request Type Maintenance.

Automatic tracking of chains

In BPManager, a "chain" is a sequence of requests or notifications. These sequences do not need
to be pre-defined in the BPManager system.

BPManager tracks chains of requests as they occur. Reports can be extracted from the system to
reveal the business process implicit in the chains.

The advantage of this approach is that managers can use the BPManager system to "get the job
done", in the same order and progression they do today. BPManager provides an immediate
benefit in improving communications and in reducing business cycle times. After a period of
usage, reports can be produced to analyze inefficiencies and bottlenecks in the process flow. This
information can then be used to streamline the process flow as defined within BPM.

Application software such as an ERP system can trigger SLAP
BPM requests.

Requests can be made that are automatically based on certain conditions arising in application
software. BPManager provides an API to initiate these kinds of requests directly from an
application program. For example, when a record is saved, an order is cancelled, or an invoice
run is completed, the ERP system can automatically make a request or notify the person
responsible for the next step(s). The application software interface is extremely simple. The
BPManager need only be passed a "trigger point name". BPManager itself will determine the
requests that will be made based on the trigger.

Examples:

e The inventory level for a part goes below the warning level. Rather than running reports and
checking them periodically, a request is immediately sent to a scheduler to review the re-
order position.

e A credit limit has been exceeded by a new order or shipment...
e An important rush order has been shipped by the shipping department...

BPM can be used to request application software actions.
This can be done in one of two ways:

¢ A request made of the request recipient contains an attachment which is a link to an
application software object such as an order or estimate number.

For example,

© 2003 Slofstra Software Inc.
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1. An estimator is asked to raise a new estimate. The link is a job or customer number.

2. An estimator is asked to modify or cancel an existing estimate. The link is an estimate
number.

3. Aninventory clerk is asked to cycle count a part. The link is a part number.

e A special type of 'notification' can be used to directly run an application program. For
example, a request is made to run an inventory status report overnight.

3.9 Various delivery methods of notification

Those employees that are on the road or people that are not part of the organization can be
notified in different ways:

Internal (through BPM)

E-mail

Fax

Text message to cellular phone
Pipex

see
Maintain User: Address TAB

4 BPM Quick Start (Introduction)

4.1  Start the system
After installation of the system, double click the BPM icon on the desktop.

This will open the main screen where you can enter requests, check what is in your work queue
and view all notifications sent to you.

In the default configuration (Panel View), this main screen is split into three parts (from top to
bottom): your work queue, notifications and issued requests.
In the Notebook Configuration, these three parts become three separate TABs or pages.

4.2  Enter users/groups

From the Maintenance menu option select Users.
5

On the Groups TAB click the Add new record button =] and select the Groups. Groups can
be created once all users have been entered into the system.

Click the Create new record button . Enter the User information.

On the Addresses TAB click the Add new record button o *'":l =l Select from the Delivery
Method drop down box which option to use and enter the corresponding address.

4.3 Enter request

Click the Create request button beside the Issued Requests panel, or right click in the
display area for a drop down menu of options. This will work in any of the 3 queues (My Work

© 2003 Slofstra Software Inc.



7 BPManager - Business Process Management

Queue, Notifications and Issued Requests). Enter all information required to enter a
request on the pop up window. (You can use the system with the default requests setup.)

Complete the information for Attachments, Next Step and Notification if desired. To add
any new items to these TAB's click the Add new record button.

If this request can be used in the future you can save it as a Template. Click the checkbox and
enter a Template name.

Clicking the Save Draft button will save this request as a draft for some future release. This will
be indicated by the draft column being set to Yes.

(This will allow the user to set up (develop) a process that is not yet ready for use in the
system).

When all information is entered click the Issue a request button.

The new request will show up as an Issued Request in that corresponding panel and you can
now take further action. The options are cancel the request, edit the request or create a child
request by clicking the appropriate button.

Double clicking a request in any window will open a new window that will display all actions on
this request with complete history. You then have the option to reject, delegate, complete or
cancel this request.

To release draft requests select the appropriate one from the screen and click the
Release Draft button, which will then activate this request and send it to the recipient.

4.4 Request Types
Add your own reguest types in addition to the default requests that come with the system. The
default request actions of the system are: Request, Cancel, Complete, Delegate, Reject and

Draft.

From the Maintenance drop down menu select Request Types.

Add new request for your own internal usage.

Set the Next Step and Notification information.

You need to set the permissions for this new request by selecting the appropriate group and
action. If no permissions are set up, the new request will not be available to users.

5 User Manual

51 Action links

Setup or Maintenance
e Users
Groups

Request Types
Notifications

Attachments
Triggers

Delivery options
e Setup of e-mail address for delivery via e-mail of a notification
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Request Options
e Enter a new request

e Attachments
e Next Step
e Notification

e Show my requests

¢ Show my notifications

e Show request I entered

52 General Information

5.2.1 Icons inthe system
From the Options Menu, you can choose to view menu buttons such as Save as an image
|

H |

, an image with text _23¥e
options.

Save

, or as text only by checking one or two of the two

Standard Icons used throughout the BPM system.

——1 Request (New item in Database) / Save a Draft of a Request

Issue a new Request to User

Reject Request / Delete Notification / Cancel Request

Show/Hide the search Panel

Close this screen

Edit item in the maintenance screen

Iy
g View a Parent request from Request view
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9 BPManager - Business Process Management

g Create a Child request from Request view

Add new record

Delegate Request

Create Child Request

Complete Request

Create Request

Edit

Release Draft

Drop down window selection options

Sort Data in ascending order

Sort Data in descending order

Checked checkbox (Allow or perform option)

Unchecked checkbox (Do not allow or perform action)

&l
Bl
=|
=l
&
=
[
[

o
.\-l\

Open the calendar window for Date entry

5.2.2 Main

BPM main system.

This is the default screen that will show on system startup.
From here all activity can be initiated and reviewed.

The system default is set to Panel view.
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B ppM

File Maintenance Wiew Options Help

10

=131 x|

My wark Queue Show: ¥ Outstanding [~ Completed [ Rejected [ Cancelled
Due Date < | Pririt | Group | From | Request Type | Subject | )(l
~|

Matifications
Time Created | From | Group | Subject | Mum Attachments | )(l
Izsued Fequests Show: W Open | Completed | Rejected | Cancelled
Due Date 57 | Draft | Friorit | Recipient | Request Type | Subject | |

|Requests: 0 past due, 0 kokal

|NcutiFicatic-ns: 0 new, O total

o | | X

To change the view, select View from the top of the screen, then select either Show as Panels
or Show as Notebook.

Notebook view.

© 2003 Slofstra Software Inc.
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H BPM

File Maintenance ‘iew Options

Help

My Wwiark Qugue | M atifications I Open Requests I

=10l x|

b W ork Clueus Showe W Outstanding [~ Completed [~ Fejected [T Cancelled
Due Dake | Priarity | araup | From | Fequest Type
1| | i

|4 | |2 |x

Requests: 0 past due, 0 bokal

|N|:|tiFi|:ati|:uns: 0 new, 0 tokal o

Menu options

B BPMail

File Maintenance Wiew Opkions

The File Menu

Creake Mew Request. ..

Ipdate Lists

Logouk
Exit

The Maintenance Menu
Akkachment Type
Group
Motification Template

Program Triggers and Motifications

RequestTvpe
Lzer

Help

The View Menu
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Show a5 Panels

Show as Mokebook

The Options Menu

v Show Menubar Images

Show Menubar Text

Change Password, ..

The Help Menu

Check for updates. ..

Abouk

5.3 Application
5.3.1 Login

Username and Password must be set up by the system administrator before you can
access the system.

To start the system double click the BPM Client Icon on your desktop.

The login screen will display.

%% BPMail : O] x|
Uzermame: I
Fazsword: I

[~ Remember Passwaord

Optionsg > | | Laain I

Enter your user name and password and press Enter or click Login.
You can check Remember Password so the system will remember your password the next
time you log in. For better security, leave this checkbox unchecked.

© 2003 Slofstra Software Inc.



13 BPManager - Business Process Management

Error

Q Authentication Failure

If you enter a wrong password, the system will respond with this error. Obtain the
correct password from the system administrator or re-type it if you made a typing error.

5.3.2 Password Change

You can change your own password once you are an established user of the BPM system.

From the Options menu select Change password...

: Change Password X|

Type Old Passward: ||

Type Mew Pazsward: I

Retype Mew Passward: I

Change Pazgword I Cancel

Enter the old and new password and retype it for confirmation.
Click the Change Password button to change or Cancel to exit without changing.

5.3.3 Exit & Logout
The Logout option in the File Menu will take you back to the login screen, where you can login

again.
The Exit option in the File Menu will exit the BPM system and finish this session.

5.3.4 New Request

Add a new request to the BPM system.

From the File Menu select the Create New Request option or click the Create New Request

button

—1 beside the Issued Requests screen.

New request entry screen:

© 2003 Slofstra Software Inc.
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X

3| H]l | ©

|zzue Request Save Draft Cloze

Request |.-’-'-.ttau:hments| Ne:-:tStepI f ctify I

Fiequest Template: I

Fequest Tupe: IF'hu:une Call Received

Subject; I
B ady:

Recipient: ' LUser: IBF'M Administratar j
" Group: Iadmin j
Pricrity: INDrmaI j

Due Date:; I

[T Save as template

Template Mame: I

See: Request TAB
Attachments TAB
Next Step TAB
Notify TAB

5.3.4.1 Request TAB (New Template)

H pdd Request

SN,

|zzue Hequest Save Draft Cloze

Request |.-’-'-.ttau:hments| Ne:-:tStepI f ctify I
Request Template; I

Request Tupe: IF'hu:une Call Received

Subject; I
B ody:

[
Recipient: ¢ Lger: IErnsthethrich j
[ GTDUDiladmin j
© 2003 Slofstra Priciity: | Normal |
Due Drate: I

[T Save az template




15 BPManager - Business Process Management

Request Template:

Request Type:

Subject:
Body:

Recipient:

Priority:

Due Date:

Save as Template:

To use a request template, select one from the drop down box.

If the desired template is not in the list, the user can

create a new template.

To create a request without a template, simply leave the field blank.

Select from the drop down window.
If the desired request type is not available, the user can
create a new request type.

Enter a subject heading (usually a quick summary of the request).
Enter any information into the Body text box.

Select either User or Group, and then select the appropriate User or
Group from the drop down box.

If the desired User or Group is not available, create a new group or
create a new user.

Select the appropriate priority from the drop down window (Normal is
the default).

Enter the due date. To use the calendar click the calendar icon and
select the appropriate date by double clicking it.

The bottom of the recipient's main screen will show when he or she has
passed the due date on any request, and the overdue request will be
shown in red in the sender's and receiver's work queues.

Select this check box to save this request as a new template so that if
similar requests are issued in the future, the same information does not
need to be re-entered. Enter the Template name in the Template
Name field. For future requests, this request will be available in the
Request Template drop down box.

Any Request showing in the Issued Request panel on the main screen
can be saved as a Request Template. Highlight the request and right
click the mouse, then select Save as Template from the drop down
menu and enter a Template name.

To save the request as a draft, click the Save Draft button and the request will be added to the
Issued Requests screen, but will not yet be sent out to the recipient.

If the request is complete, click the Issue Request button.
Or, add attachments, next steps, or notifications.

5.3.4.2 Attachments TAB

B add Request ﬂl

®

h ]

o

Fequest Attachments | Mext Stepl M atify I

attachm, .. | Moke

I Key | Filename

Slofstra Software Inc.



User Manual

© 2003 Slofstra

To add a new attachment click the Add new Record button

This will bring up a new window.

B add attachment

a]jo|

File:
Databasze kew:
M ate:

JPEG Bitmap

PHGE Bitmap

Ewcel Spreadshest
Access Database
YWiord D ocurnent

[

A

Attachment Type:

File:

Note:

Select from the drop down window options.

If the desired Attachment Type is not available, see
Maintain Attachment Type to add a new type.

Enter the file name or click the Choose a file to attach button

Select a file from your computer and press Open.

Enter any text pertaining to the attachment.

When all selections are completed click the Save & Exit button.

5.3.4.3 Next Step TAB

B add Request

®

]

o

Hequestl itachments  Mext Step | M atify I

on dckion <

| Mext Re...

| Recipient. ..

| Recipient. ..

| ek Prid. .,

16
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Next Steps can be added to any request. A next step is a request that is sent automatically
following the completion (or rejection or delegation) of the prior request.

For example, you might send out a request for an employee to review a report for errors and
make any necessary corrections. You might add a next step so that when the employee is
finished reviewing and presses Complete, a request is sent automatically to the printer asking
him or her to print the report.

To delete a step from the next step window, select the desired step and click the Delete button

x|

To add a new Next Step, press the Add new record button

B add Mext Step x|

ul)| @]

On Action: I

Mext Request Type: I

Lef Ll L L

i Gru:uupl
[ ext Pricrity: INnrmaI vI
Mext Subject: I
Mext Body: ;I
! _'*I_I
Diraft; [
| Y
On Action: Select from the drop down window. This determines when the next step

will be sent. For example, select Complete and the next step will be
sent as soon as the first request is completed.

Next Request Type: Select from the drop down window.
If the desired request type is not available, the user can
create a new request type.

Recipient User: The user or group who will be receiving the next step request. Select
either User or Group, and then select the appropriate user or group
from the drop down box.

Next Priority: Select from the drop down window.

Next Subject: Enter a subject heading (usually a quick summary of the request).
Next Body: Enter any information into the Body text box.

Draft: Check the draft box if the next step request is a draft. Instead of being

sent, the request will be added to the sender's Issued Requests screen

© 2003 Slofstra Software Inc.



User Manual 18

where it can be edited, deleted or sent out.

Click the Save & Exit button to save the new step entered.

5.3.4.4 Notify TAB

B add Request ﬂl

]| Y ®

Hequestl .ﬁ.ttachmentsl Mext Step  Motify I
on Ackion < | Mexk Rec. ., | Mexk Rec. ., | Motification Template

®

| 4

Notifications can be added to any request. A notification is a message that is sent out
automatically to a specific user or group once a request has been completed (or rejected or
delegated), or when a certain request has been sent out.

For example, a request can be set up so that when the recipient fulfills the request and selects
Complete, a notification is sent to the sender, simply informing him or her that the request has
been completed.

To delete a notification from the notification window, select the desired notification and click the

x|

Delete button .

To set up a notification to be sent automatically, select the Add new record button

This will bring up a new window.

© 2003 Slofstra Software Inc.



19 BPManager - Business Process Management

x

B add Notification

]

Or Action: I j

Fiecipient: {* i I j

" Group I j

Motification Template: I j
| 4

On Action: Select from the drop down window. This determines when the
notification will be sent. For example, select Complete and the
notification will be sent as soon as the request is completed.

Recipient: Check User or Group and select who the notification should be sent to.
Notification Template: Select from the drop down window.

If the desired template is not available, the user can
create a new notification template.

Click the Save & Exit button to add the notification.

5.3.5 Request Screen
=10/ x|

File Maintenance Wiew Options Help

My wark Queue Show: ¥ Outstanding [~ Completed [ Rejected [ Cancelled
Due Date < | Pririt | Group | From | Request Type | Subject | )(l
~|

Matifications
Time Created | From | Group | Subject | Mum Attachments | )(l
Izsued Fequests Show: W Open | Completed | Rejected | Cancelled
Due Date 57 | Draft | Friorit | Recipient | Request Type | Subject | |

o | | X

| |Requests: 0 past due, 0 kokal Mokifications: 0 new, O total

The screen is split into 3 working sections.
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User Manual 20

My Work Queue (Top): Requests in your current work queue.
Notifications (Middle): Notifications sent to you.
Issued Requests (Bottom): Requests that you have issued to others or yourself.

5.3.5.1 My Work Queue

I =10 x|

[~ Outstanding [ Completed | Rejected [ Cancelled
|Su|:ujeu:t I }(I

Check the appropriate boxes to see the data in your work queue. If you would like to see all the
completed requests select the Completed check box. All requests that have been completed by
you or by someone in the recipient group will be displayed on the screen.

To respond to a request displayed on the screen, select the request with a mouse click, then
click the appropriate action button on the right hand side of the screen.

My wiork Queue [ Dutstanding I~ Completed ™ Rejected [ Cancelled

Due Date & Priorit: Grou| From Request Tvpe Subjeck

Ernst “Wuethrich ewDane Action completed

Mone Mormal Mone Ernst Wuethrich Phone Call Recieved

& |2 ||

Eis -«F’l
You can reject il, delegate EI, create a child request , or complete — lthe

highlighted request.

5.3.5.1.1 Create Child Request

Requests can be linked together as a chain.
When a request in a chain is sent out, the request it is linked to is called its Parent Request,
and any request that is linked to it is called its Child Request.

To create a Child Request, select the request to link it to in either the My Work Queue screen,

E 5
or the Issued Requests screen and press the Create Child Request button . This will open
the New Reqguest screen.

To view a request's Parent Request, double click the desired request in My Work Queue, then
Iy

select View Parent _tj .

5.3.5.2 Notifications

This middle section shows all notifications that have been sent to you. You can delete
notifications from the window by selecting them and then clicking the Delete Notification

x|

button .
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5.3.5.3 Issued Requests

W Open [ Completed [ Rejected [ Cancelled

Check the appropriate boxes to display Requests that you have Issued that are still Open, or
have been Completed, Rejected, or Cancelled.

To work with a specific request select it with a mouse click.
Use the different action buttons to perform the desired action for the selected issued request.

&l B
The options are: Create Request , Cancel Request =1, View request ,

En _|
Create Child request , and Release Draft = .

If a request is a draft, the Draft column of the request will display Yes. This means the request
has not yet been sent to the recipient.

To edit the draft, double click on it to open the request screen.

To send the draft to the recipient as a request, click on the draft and select the Release Draft

button il

54 Maintenance

The Maintenance menu, found by clicking Maintenance at the top of the main screen, can be
used to change, delete, or add new records to the database.

The Maintenance menu options are only accessible to users who have been granted permission
through the Maintain Group: Function TAB menu option.

Select one of the menu options to begin making changes.
See Maintain:
Attachment Types
Groups
Notification Templates
Program Triggers and Notifications

Request Types
Users

5.4.1 Maintain User

User Maintenance =10] x|

W% ®

ser Mame & | First Mame | Last Marne | Inackive &
admin EPM Administrator Ho
ernsk Ernst Wuethrich Mo
hslofstra Henirsy Slafstra R
jadrnanski John Adrmanski Mo
jdorlas John Dorlas Mo —
kdankn Krisztian Danko Mo -
g ol
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With this screen the administrator can add a new user to the database, change an existing user,
or delete a selected user. By clicking on the search button the administrator can show/hide the
search window.

User Maintenance O] x|
]| %[ O
IJzer Hame: I Firgt Marme: I
Last Marme: I |nactive: I.-’-‘-.II j
Search I Clear |
ser Mame < | First Mame | Last Mare | Inackive &
admin EPM &drministrator Mo e
Rrhsk Frnst Whiethrirh n hal
4 I]' b
| y

The administrator can search for users by entering in any of the available fields to find a specific
or multiple users. After entering the search criteria click the "Search" button.
Clicking the Clear button will show all users in the system.

n)

—— Create a new user.

Delete a selected user from the database.

Show/Hide the search option window.

_E Close the User Maintenance window and return to BPM main screen.

Click the Close button to return to the BPM main screen.

To add a new user, press the Create a new user button, or double click on an existing user to
make changes to that user.
Whether creating a new user, or making changes to an existing one, a new window will open.

-1oj x|
Wl X| ©

User | Gn:uupsl .ﬁ.ddressesl
Izer Mame: || Firzt Mame: I

Lazt Marme: IThiS iz default Faszword: I
Inactive: [
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Fill in or change the information in the User, Groups, Addresses tabs.

54.11 User TAB

BEA User Maintenance

=101 x|

]

Uzer | Groups | Addresses |

Idzer Mame: Iernst First Manne: IErnst

Lazt Marme: I'W'uethrich Inactive: [

Fill in or edit the User Name, First Name and Last Name.

The User Name is what the user will use to login.

If a new user is being created, the User TAB will also have a field for the new user's password.

To change the password of an existing user, see Password Change.

54.1.2 Group TAB

Clicking the Group TAB will allow the user to make changes to the groups in which the user is

included.

B User Maintenance

=101 x|

H

Uger  Groups | Addrezses I

Group <

| O

admin
550

To add the user to a new group, press

To change which group(s) the user is a part of select one of the groups listed, and press Edit

o |
-

This will open a new window.
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B Edit ;IEIEI
ul| @

Group Id; j
| 4

Select a new Group Id from the drop down window by clicking the arrow on the displayed
name window.

If the desired Group is not available, add a new group through the Maintain Group menu option.
Or, to remove the user from a group, highlight one of the groups listed, and select delete il

5.4.1.3 Address TAB

Clicking the Addresses TAB will allow the user to make changes to the contact addresses of the
selected user.

=Tk
W] X| ©

Llzer IErDupg .ﬂ.ddressesl
Delivery ... | Address s

Click the Add new record button to add a new address to the user or

Click the Edit button to change a selected address.
This will open a new window:

Edit =101 %]
vl @
Delivery Method: j Address: I

E-mail

Fax

Fipex

I 4

Select address method from the Delivery Method drop down window. Enter the appropriate
address corresponding to the Delivery Method.

Internal: No address is required.
E-mail: Enter the e-mail address for the person that is to receive an e-mail
informing them of the request.
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Fax: Enter the fax number where to fax the request notification.
Pipex: ??27??

5.4.2 Maintain Group

This option allows the administrator to set up Groups of people within the BPM system.

B Group Maintenance - O] x|

aEN]

I arne: I Descriptian: I

Inactive: I.-'l'-.ll j | Search I Clear

Mame &£ | Description | Inactive |

adrnin Adminiskrators Mo
s5i 551 Employees Mo

I Y

Hl

Create a new group.

Delete a selected group from the database.

LLI Show/Hide the search option window.

Close the Group Maintenance window. Return to BPM main screen.

To change an existing Group, highlight the Group and then double click it with the mouse to
open the maintenance screen.

Adding a new group or changing an existing one will open the maintenance screen .

-lo/x]
Wl X| ®

Group |Fur‘u::ti-:nns| Request T_I,Ipel Meml:nersl

M amne: I Description: I
Inactive: [

I 4

Fill in or change the information on the Group, Functions, Request Type, or Members TABs.

5.4.21 Group TAB
Select the Group TAB on the Add/ Change Group Maintenance screen.
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=1k
Wl X| ®

Group |Fur‘u::ti-:nns| Request T_I,Ipel Meml:nersl

M amne: I Description: I

Inactive: [

I 4
To Add a new Group enter the new name and a description for the Group.

5.4.2.2 Function TAB

Select the Function TAB on the Add/ Change Group Maintenance screen.

This TAB is used to edit which functions the group is allowed to complete.

For example, if maintain_request _type is added as a permission, all members of the group
will be able to access the Maintain Request Type menu option and make changes to the
database's request types.

=] Click the Add new record button to add a new function to the Group or

Select a function and click the Edit button to change the function.

This will bring up a new window:

X Edit =10 x|

kl|[©]

Function Hame: IE

Lo

maintain_request_type
maintain_attachment_type
maintain_notification_template
maintain_group

mnaintain_Lizer
maintain_program_notification
rnaintain_prodgrany_trigger
maintain_trigger_points
maintain_function_permizsion

ftp_upload

ftp_download —
purge

qQUEIY_ 0N =

| i

Select the Function from the drop down window.
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When the selection is made click the Save & Exit button.

5.4.2.3 Request Type TAB

Select the Request Type TAB on the Add/ Change Group Maintenance screen.
This TAB is used to give the selected group permission to respond to certain request types in
in ways.

| Click the Add new record button to add request type permissions to the Group

Click the Edit button to change request types permissions.

This will bring up a new window:

B3 Edit =10 x|

T ]

Request Travel Code
Support Request
Feature request

Fix bug

Request Timecode
Submit Timeshest
Phone Call Received

I 4

Select a Request Type from the drop down box.
If the desired request type is not available, see Maintain Request Type to add a new request

type.

Select an Action from the drop down box.

This will allow the selected group to respond to this request type with this action.

For example, if a permission is not set up to allow a group to reject a certain request type, then
if a user in that group attempts to reject a request of that type, he will receive an error
message, and the rejection will not be completed.

To allow a group to perform all actions on this request type, select All in the Action drop-down
box.

When the selection is made, click the Save & Exit button.

Multiple permissions can be added to a group. Click the Add new record button to add
another new request type permission.

These permissions can also be changed or updated through the Maintain Request Type menu
option (see Maintain Request Type: Permission TAB).

5.4.2.4 Members TAB

Select the Members TAB on the Add/ Change Group Maintenance screen.

Click the Add new record button to add members to the group or

Select an existing user, and press the Edit button to change the group member to a
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different user

This will bring up a new window:

Edit NI=lES

adrir
jdorlas
hzlofztra
kdanko
jadmanszki
MiMmCCans
| ernst

TR

Select the new user from the drop down window. When the selection is made, click the Save &
Exit button.

5.4.3 Maintain Request Type
With this screen a user can set up the request types of the system.

B Request Type Maintenance - |EI|£|

W] X[ ©

Cescription <™ I Hwperlink. | Inactive |
Feature request Mo
Fix bug Mo
Phone Call Recieved Mo
Request Timecode Mo
Request Travel Code Mo
Submit Timesheet Mo
Suppork Request Mo

B

Hl

Create a new Request Type.

Delete a selected Request Type from the database.

Show/Hide the search option window.

X
3
L]

Close the Request Type Maintenance window. Return to BPM main screen.
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5.4.3.1 Add New Request Type

ol
WX ©

Fequest Type | F'ermissi-:unsl b andatory .ﬁ.ttachmentsl Mext Stepl Nu:utifiu:atiu:unl
Huperlink: I

Dezcription: ||
Inactive: [

Enter the Description for the new Request type.

5.4.3.2 Permissions TAB

Clicking the Permissions TAB will allow the user to add or change permissions.

Request Type Maintenance ;IEIEI

H][X| ©

Flequest Tppe  Pemmizsions | bl ardatony .ﬁ.ttachmentsl Hext Stepl Nu:utifiu:atiu:unl

Group

|.ﬁ.|:ti|:|n | --------- L,j

L
o

A

type in certain ways.

| Click the Add new record button to add new Permissions or

Click the Edit button to change existing Permissions.

Permissions are set up on a request type to allow certain groups to respond to requests of that
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_ ol x|
H]| ©

Save Cloze
[Eroup: j Actiomn: IE j
I y

Select a Group from the drop down box.
If the desired group is not available, see Maintain Group to add a new group.

Select an Action from the drop down box.

This will allow the selected group to respond to this request type with this action.

For example, if a permission is not set up to allow a group to reject a certain request type, then
if a user in that group attempts to reject a request of that type, he will receive an error
message, and the rejection will not be completed.

To allow a group to perform all actions on this request type, select All in the Action drop-down
box.

Multiple permissions can be added to a request type. Press Save to add the new permission
and return to the Request Type Maintenance screen. Then press the Add new record button
again to add another new permission.

These permissions can also be changed or updated through the Maintain Group menu option
(see Maintain Group: Request Type TAB).

5.4.3.3 Mandatory Attachments TAB

Clicking the Mandatory Attachments TAB will allow the user to add or change what
attachments must be attached either to the request or to the request response before one or
the other is sent.
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_lo/x
Wl X| ®

Fequest Typel Permissions  Mandatary Attachments | Ne:-:tStepI Nl:utifil:aticunl
Attachrm... | Action | L]

Click the Add new record button to add attachments or

Click the Edit button to change existing attachments.

This will open a new window:

B2 Edit =10 x|

4] o

Attachment Type: (IEEEIE

j Action: I-"l"-” j

Access Databaze
YWhord Document

FHG Bitmap

JPEG Bitrnap
YWindows Bitrmap [BMP]
Ewcel Spreadshest

I 4

Select the appropriate Attachment Type from the drop down window.
If the desired attachment type is not available, see Maintain Attachment Type to add a new

type.

Select the appropriate Action from the drop down window.

If the attachment must be attached to the request before it is sent, select Request as the
action.

If the attachment must be attached to a specific type of request response, such as Complete
or Reject, select that response as the action.

Click the Save & Exit button.
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5.4.3.4 Next Step TAB

Clicking the Next Step TAB will allow the user to add or change next step procedures.

Request Type Maintenance - |EI|£|
WX ©

Request T_I,Ipel F'ermissiu:unsl fandatory Attachments Mext Step | Nu:utifiu:atiu:-nl

Ackion | MextRequestTvpe | MextRecipientUser | MextRecipientaroup | Mexk Prio LJ
_—
&
X
1| | i

I 4

A next step is a request that is sent automatically following the completion (or rejection or
delegation) of the prior request.
Use this TAB to add next steps that will automatically be added to any request of this type.

| Click the Add new record button to add new steps or

Click the Edit button to change existing steps.

This will open a new window:

Edit =10 x|

4] o

Achion:

e =s R N = | =gt Travel Code

Mext Becipient User: Im
M est Recipient Group: IM

Lef Ll L L] L

I et Pricirity:

M ext Subject; I

M et Body:

Drraft: [
Locked: [

I 4

Select the desired information from each of the drop down windows, and fill in the Next
Subject and Next Body (see New Request: Next Step TAB for more information).
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Click the Save & Exit button.

5.4.3.5 Notification TAB

Clicking the Notification TAB will allow the user to add or change notification procedures.

Request Type Maintenance - |EI|£|

H][X| ©

Request T_I,Ipel F'ermissiu:unsl bl andatory .ﬁ.ttachmentsl Mest Step  Motification |
Action & | Mextreci... | Mextreci... | matificati. . | Locked |

L)

J

|x

I 4

A notification is a message that is sent out automatically to a specific user or group once a
request has been completed (or rejected or delegated), or when a certain type of request has
been sent out.

Use this TAB to add notifications that will be added automatically to any request of this type.

Click the Add new record button to add new notifications or

.
Click the Edit button to change existing notifications.
1 Edit =]
B
Wl O
Action:

Mext Recipient User: IM
Mext Recipient Group: Im

M otification Template: |(EiEalEsenlis =]
Locked: I

| 4

Select the desired information from each of the drop down windows (see New Request:
Notify TAB for more information).

Lef Led Lo L4

5.4.4 Maintain Notification Template

With this screen a user can add or change Notification Templates. A Notification Template can
be used when adding notifications to a request (see New Request: Notify TAB) or to a request
type (see Maintain Request Type: Notification TAB).
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B3 MNotification Template Maintenance - O] x|
| | XL ®
Subjeck | 0., | Body |
Mew time code available (e-mail) ~ E-mail & new time code database is available,
Mew time codes available Internal & news time code database is available.
Request cancelled Inkernal
Request completed Inkernal
Request rejecked Inkernal
I y

Hl

Create a new Notification Template.

Delete a selected Notification Template from the database.

d Show/Hide the search option window.

Close the Notification Template Maintenance option. Return to BPM main screen.

To change an existing Notification Template select it from the window and double click it to
open the maintenance screen.

5.4.4.1 New Notification Template
H]|X| ®

Matification Template | M ardatany Attachments I

Subject: ||
Deliven Methad:

=101 x|

Body:

=l
-
[~

I Y

Enter the Subject, Delivery Method and the Body for the new template.
If any Mandatory Attachments are required, select the Mandatory Attachments TAB.
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5.4.4.2 Mandatory Attachments TAB

A Motification Template Mainkens

W[ X| ©

Matification Template  Mandatary Attachments |

=101 x|

Atkachment Tyvpe

| O

5 |>< | i

Edit

a]| ©

Click the Add new record button to add attachments or

Click the Edit button to change existing attachments.

=10l x|

Attachment Type: IE

=~

4

Select the appropriate Attachment Type from the drop down window.
If the desired attachment type is not available, see Maintain Attachment Type to add a new

type.
Click the Save & Exit button.

5.4.5

Maintain Attachment Type

EA Attachment Type Maintenance

WX ®

=10 x|

Description s | Ca... | E.. | Hyperlink {isw) | Hyperlink (Edit) | Inactive |
Access Database Yes mdb Mo
Excel Spreadsheet | Yes Jxls [l
JPEG Bitmap Yes .ipg Mo
PMG Bitmap Yes .png Mo
Text File Yes bk Mo
Windows Bitmap (... ‘Yes .brp Mo
Word Docurnent Yes Jdoc Mo
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" |
——J Create a new Attachment Type.

Delete a selected Attachment Type from the database.

'[—LI Show/Hide the search option window.

Close the Attachment Type Maintenance option. Return to BPM main screen.

To change an existing Attachment Type, select it from the window and double click it to open
the maintenance screen.

5.4.5.1 New Attachment Type

Attachment Type Maintenance -0l |

Wl X| O

Dezcription: I Can Upload: [ 1

E stenzion: I Hyperlink [Wigw]: I

Hyperlink, [Edit]: I |nactive: [ 1

| 4
Description: Enter a short description of the attachment type.

Extension: Enter the attachment type extension (ex. .gif, .xls, .doc).

Hyperlinks: If the attachment is a link to another program, enter the link in the

Hyperlink (Edit) field or the Hyperlink (View) field.
Can Upload: Select this box if the attachment is a document to be uploaded.
For example, a file with an extension can be uploaded, but if the
attachment is simply a link to another program, it cannot be uploaded.
Inactive: If the Inactive box is checked, the attachment type cannot be used.
5.4.6 Maintain Program Triggers and Notifications

Requests and Notifications can be sent not only by users, but by external programs.
Use this menu option to set up Triggers that external programs will act upon.
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Program Triggers and Motifications Maintenan - |EI|£|
w][X%[) ©
User Mame & | Firsk Marne | Last Marne | Inactive |
admin EFM Administratar Mo
ernsk Ernsk Wuethrich Mo
hslofskra Henry Slafstra Mo
jadmanski John Admanski Mo
jdaorlas John Darlas Mo
kdanko Krisztian Drankio Mo
mjmccans Mark. MciZans Mo
I Y

Hl

Create a new program trigger.

LLI Show/Hide the search option window.

screen.

Delete a selected program trigger from the database.

Close the Program Triggers and Notifications Maintenance window. Return to BPM main

To change an existing Program Trigger select it from the window and double click it to open

the maintenance screen.

5.4.6.1 New Program Triggers

Use this TAB to add program triggers that will allow the programs to trigger requests.

Program Triggers and Motifications Maintenance

Wl X| ©

Pragram Triggers | Motifications |

=101 x|

TriggetP. .. | Triggerkey | MextReq...

| MextRed. ..

| MextRedi,

L]
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| Click the Add new record button to add new Program Triggers or

b
Click the Edit button to change existing Program Triggers.
B8 Edit O] x|
bY
Wl ©
Trigger Paint: I j Trigaer Key: I
Mext Fequest Tope:  |EEEDCARlERaIWE  ~ | Mest Fecipient User: I j
Mext Recipient Group: j Diraft; I
| 4

Select from the drop down window the Next Request Type, Next Recipient Group, Next
Recipient User and click the Draft checkbox if this is for a draft.

5.4.6.2 Program Trigger Notifications TAB

Use this TAB to add program triggers that will allow the programs to trigger notifications.

Program Triggers and Motifications Maintenance - |EI|£|

Wl X| ©

Save | Delete| Cloze

Program Triggers  Motifications |

TriggetP. .. | Triggerkey | MextRed, .. | MextRed, .. | Mokificati, I_J

J

X

I 4

| Click the Add new record button to add new Program Trigger Notifications or

Click the Edit button to change existing Program Trigger Notifications.
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=101 x|

Trigger Point: ||

j Trigoer Kew: I

Mext Recipient Uzer:

Motification Template: |[EEREEEEE =10

j Mext Recipient Group: I
-
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