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Introduction

This book is intended for users who want to master ELMA BPM on their own and for
professionals who plan to implement ELMA. It is a tutorial rather than a reference guide and
it contains enough information to give a basic understanding of the system. This book also

describes main ELMA functions and settings and allows users to get started with ELMA easily.
Below is the list of quick-start manuals:

e Quick Start of ELMA Web Portal
e Quick Start of ELMA ECM+

e Quick Start of ELMA Projects+

e Quick Start of ELMA KPI

It introduces the reader to the main settings and functions of ELMA and allows getting started

with ELMA BPM.
Brief Review of ELMA Architecture
ELMA consists of the following applications:

e ELMA Server (applications server)
e ELMA Designer

e External applications
See the system architecture in the Fig. 1.

ELMA Server (applications server) provides communication between the following ELMA

components:

e Databases
e Web Applications

¢ File Server, etc.
ELMA Server is the root element of the system. Register your server before starting it.

ELMA Designer is an application with a simple and user-friendly interface used to develop
process models, describe a company's organizational structure and create configurations. You

install ELMA Designer on your PC.



https://www.elma-bpm.com/data/User_Manual_ELMA_Web_Portal.pdf
https://www.elma-bpm.com/data/User_Manual_ELMA_ECM.pdf
https://www.elma-bpm.com/data/User_Manual_ELMA_Project.pdf
https://www.elma-bpm.com/data/User_Manual_ELMA_KPI.pdf
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You can also use ELMA Designer for a number of other tasks. You need to register your ELMA

Designer before starting it.

-
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File Firebird/MS SQL Server / Asterisk /
Server Oracle dalabase Oktell / Infratel

ASP.NET APPLICATION SERVER (l1S/ CASSINI)

@ ELMA System
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Internet Explorer Mozilla Arefox

Fig. 1. ELMA architecture

Chapter 1. Installing System

This chapter describes how to install and register ELMA step-by-step. Before you start working

with ELMA, you must install and register it. Please, contact our manager to get the link to the

software installation package.

ELMA BPM Platform



1.1. Installing Server and ELMA Designer

ELMA is available in three editions: Community, Standard and Enterprise. The installation
process is almost identical for each edition except for some minor differences. Depending on
the type of ELMA edition one of the following DBMS can be used: PostgreSQL, Firebird, MS
SQL Server, Oracle Database 10g or Oracle Database 11g.

To install ELMA Server and ELMA Designer use the same installation package. Install ELMA
Agent separately on your PC.

To install ELMA follow the steps below:
Step 1. Starting the ELMA Setup Wizard

Run the ELMA installation package. The Setup Wizard will check your OS for the
installed IIS server 7.0 or higher.

If the server is not yet installed you will be offered to install the embedded web

server from the installation package.

If the installed IIS server 7.0 or higher is detected on your computer, the ELMA
Setup Wizard will automatically go to the Step 2.

Step 2. Setup Wizard Welcome screen

The Setup Wizard Welcome screen opens. Click the Next button to continue. If

possible, close all running applications before installing the system.
Step 3. License Agreement

Please read the license agreement. If you accept the terms and conditions, click I

accept the agreement and then click Next.
Step 4. Selecting directory

In this step of the wizard, choose the ELMA Server installation directory. It is
recommended to use the default directory. To change the default directory click

Browse and specify the new path. Click the Next button to continue.
Step 5. Selecting components

Use the drop-down list at the top of the dialog box to select the system components
you want to install. By default, the Setup Wizard will install both ELMA Server
and ELMA Designer. Click Next to continue.




Fig. 2. Select Components dialog box

Step 6. Selecting configuration

Specify the location of the ELMA configuration files:

{) Setup - ELMA 3.8 Standard I |
Configuration selection
Select ELMA configuration bo use
™ Existing configuration
Brawse, .. |
f+ Mew configuration
Configuration folder
IC:'|,ELM.ﬂ-Standard'l,UserConFig Browse. .. |
Database type
" Firebird
+ Microsoft SOL Server
ELM& 2008-2015 hikkp: e, elma-bprm, com < Back | Mexk = I Cancel

Fig. 3. Configuration Selection dialog box




Existing Configuration. To select the existing ELMA configuration, click Browse
and specify the path to the configuration folder that contains the configuration file

configuration.config.

New Configuration. To select a new ELMA configuration, click Browse and specify
the path to the configuration folder that will contain ELMA configuration files. It

is recommended to use the default UserConfig folder.

If you select New configuration, select the required DBMS in the Database type
field. The list of available DBMS depends on the system edition:

ELMA Express — PostgreSQL and Firebird;

ELMA Standard — PostgreSQL, Firebird and Microsoft SQL Server;

ELMA Enterprise — PostgreSQL, Firebird, Microsoft SQL Server and Oracle;
ELMA Community Edition — PostgreSQL, Firebird and Microsoft SQL Server.

When installing ELMA Standard or ELMA Enterprise, in the New Configuration
field you can specify the system's DBMS type: Firebird DBMS or Microsoft SQL
Server - for ELMA Standard, and Firebird, Microsoft SQL Server or Oracle for
ELMA Enterprise (Fig. 4). Click the Next button to continue.

1'_:, Setup - ELMA 3.8 Enterprise

IS B3

Configuration selection
Select ELMA configuration ko use

™ Existing corfiguration

{+ Mew configuration

Configuration folder

&
_browse.. |

IC:'I,ELMP.3-Enter|:urise\,LlserCu:unFig Browse, ..

Database type

" Firebird
" Microsoft SQL Server
{* Cracle
ELMA 2006-2015 hikbp o P, elrna-bpm, con < Back | Mexk = I Cancel |

Fig. 4. Configuration Selection dialog box (ELMA Enterprise edition)




Step 7. Establishing connection to the DBMS server.

7.1. Firebird DBMS. To establish the connection between ELMA Server and
Firebird server specify the port number in the Select Firebird server port field
(Fig.5). It is recommended to use the default port number - 3056.

) Setup - ELMA 3.8 Standard [_ O]

Configure Firebird server connection
Configure connection parameters For Firebird server

Select Firebird server pork |3055|

This port will be used ko run firebird server.
all server files are located in Firebird3erver subfolder of wour installation Folder,
This installation will not break your currently installed Firebird DB server (f wou have one).

Check this port is free For use,

£ ELM& 2006-2015 btk v elrma-bprn, corm < Back | Mext = I Cancel |

7.2. MS SQL Server. Fill in the required fields in the dialog box (Fig. 6) and

MY d L o~ mat o

click
Fig. 5. Configure Firebird Server Connection dialog box

|
Configure MSSOL server connection
Configure connection parameters for M3S0L server 1

Select M33QL server host name IELM':~ ﬂ
Select database name IELP\’I":"3 j
[~ Use Windows Authentication

Liser name Indmininstratur

Password I----o--ol

Check MSS0L server connection |
ELMA Z006-2015 bkkp: f frw  elma-bprm . com = Back. | Mext = I Cancel |

Fig. 6. Configure MS SQL Server Connection dialog box




After you have filled in all the fields, click Check MSSQL server connection. The
system will attempt to connect to the server specified in the Select MSSQL server
host name field. Then you will see a dialog box informing you that your test

connection succeeded (Fig. 7).

Setup |

[O] Connection test successfull

Fig. 7. MS SQL Server Connection Check dialog box

Step 8. Configuring the Web Server

In the dialog box that opens fill in the required fields (Fig. 8) and click Next.

) Setup - ELMA 3.8 Standard M= E3

Configure web server service ‘ah

Configure server to run ELMA 3.8 web application

weh site part |8IIIIIIEI|

Selected port must NOT be used by another application
{115 Server % ELMA Internal Server

Port address is used in url. For example, if you install ELMA server on pork 8000, then in browser you should use url:
http:/flocalhosk: G000

ELMA 2006-2015 hkbp: v, elma-bprn, con < Back, | Mext = I Cancel

Fig. 8. Configuring web server parameters

Web Site Port is a port for connection to ELMA Web Server. The default port

number is 8000. If this port is occupied, the system will display a relevant




notification. In this case, enter another port number instead of the default port

number.

Then specify the type of the system web server: IIS server or ELMA Internal Server

(Cassini web server) - by checking the relevant box.
If the IIS service is not available for your OS, the IIS Server box will be disabled.

If you select IIS Server, the additional fields will appear in this dialog box (Fig.
9).

Web Site Name is the name of ELMA Web Server in IIS service.

Web Application Pool is the name of the web application pool that will be created
for ELMA Web Server.

Web Application Pool Identity is a name of the identity account that Web
Application Pool uses to operate the Web Application.

It is recommended to use the LocalSystem identity - an account with the local
admin permissions. It forms a part of the Administrators group on the web

SErver.

Click Next to continue.

€ Setup - ELMA 3.8 Standard M= E3
Configure web server service |uh

Configure server ko run ELMA 3.3 web application

Web site port =000
Selected port must NOT be used by another application
¥ 115 Server £~ ELMA Internal Server
Web site name |ELMA3-Standard
Application pool name IELMAS-Standard|
Application pool identity Local syskem {Local3ystem) j

Port address is used in url. For example, if vou install ELMA server on port S000, then in browser vou should use url;
http:/flocalhost: G000

@ ELMA 2006-2015 bkt fenen, elma-bom. com < Back | Mexk = I Cancel

Fig. 9. Configuring web server dialog box — IIS Server switch




Step 9. Selecting Additional Options

To create shortcuts for quick launch of ELMA Web Application and ELMA

Designer from Desktop check the box Create a shortcut on user desktop.
Step 10. Checking Selected Parameters

In this step, you can check the full list of the setup parameters specified before.
If necessary, you can change these parameters by clicking Back and returning to

one of the steps described above.
Click Install to start installation.
Step 11. Installation

In this step, Setup Wizard copies ELMA files and installs ELMA on the PC (Fig.

10). Please wait until the installation is complete, it may take a few minutes.

After copying all the files, Setup Wizard will automatically go to the next step.

{ Setup - ELMA 3.8 Standard M= B3
Installing | uh

Please wait while Setup installs ELMA 3.8 Standard on your computer,

Extracting Files. ..
CELMA-Standard)PackagesiEle'Wise  ELMA . BPM. Web. Common.Help, 3.8.0. 22551 .nupkg

I

ELMA 2006-2015 hkEp: v, elrma-bom, com Zancel |

Fig. 10. Installation Progress dialog box

Step 12. Completing Installation




Now the dialog box appears informing you that the installation is complete. If you

want to start ELMA Designer immediately after installation check the Start

Designer box.

To complete the installation process, click Finish.




1.2. Verifying ELMA Server and ELMA Designer Installation

When starting ELMA for the first time, make sure that the server is installed properly and
then activate the system. To check the functions of the installed server, open your web browser
and enter the following in the address bar: http://localhost:<port number> or
http://127.0.0.1:<port_number>, where localhost - IP address of the computer where ELMA
is installed; port address - the port number specified in the Step 7 of the System Setup Wizard
(by default - 8000). The system supports the following browsers: Internet Explorer, Mozilla

Firefox and Google Chrome.

You can observe the server start progress on the current browser page (Fig. 11).

Starting the server. Please wait...

Initializing components

ELMAZA022551 R 1ac313532adc2

Fig. 11. Server Start Progress

Initial ELMA start-up can take a long time. Then the product registration window will open in

your browser.

Business Process
Management System

% Software Registration

To start working with the software please enter activation key for ELMA Server.
To get the activation key, please contact the dealer that sold you the software and tell them
Registration Key

System Edition Express

Registration Key 04919-28674-03802-27821-14858-15754

Semver Activation Key

The system is not activated

ELMA 3.8.0.23072 © ELMA 2006 - 2015

Fig. 12. Product Registration Window

Find the description of further steps in the next chapter "Getting started with ELMA".




Chapter 2. Getting started with ELMA

The first chapter describes how to install ELMA. This chapter focuses on how to get started
with ELMA.

2.1 Getting Started with Server

After you have installed ELMA, one of the following folders will appear in the Start menu
depending on the ELMA edition: ELMA Community, ELMA Standard or ELMA Enterprise.
Open this folder to start the required ELMA component. The folder contents (Fig. 13):

e ELMA Designer. Start ELMA Designer to describe the company's organizational
structure, design business process models, configure document flow and document
management setting

e Open ELMA in your browser. Open ELMA Web Application in your browser for further
operations.

¢ Uninstall ELMA. If for some reason you want to uninstall ELMA, choose this option in

the menu.

, ELM& 3.8 Standard
¥ ELMA 3.5 Desigrer
& Open ELMA 3.5 in browser
¥ Uninstall ELMA 3.5

Fig. 13. ELMA components shortcuts in the Start menu




The components shortcuts will also be available on your desktop if in the Step 9 of ELMA

Setup Wizard you have selected Create a shortcut on user desktop.




2.2 Registering the Application

To get started with ELMA Server and ELMA Designer you must register them. You cannot
use unregistered system components. The system registration procedure is also known as

system activation.

Normally, you must register ELMA Server only once — the first time you start it. You must
register ELMA Designer individually on each computer. If any of ELMA components have
been activated on your computer previously, you do not have to activate other components
individually. E.g., if you have already registered ELMA Server on your PC, registration of

ELMA Designer on this computer is not required.

When you start a non-registered component for the first time, the product registration window

appears (Fig. 14). Enter your activation key in the respective field.

Business Process
Management

» Registering the product
To begin, enter your activation key for ELMA Designer

To get an activation key, please contact your dealer
that sold our software o you and tell him your registration key,

Fegistration Key 04028-78530-10512-30571-06799-68461

ELMA 3.8.0.22531 & ELMA 2006-2015

Fig. 14. ELMA Registration Window

In the following paragraphs, you will find out how to register ELMA Server and ELMA

Designer.




2.2.1. Registering ELMA Server

You can register ELMA Server in the system's Web Application. Simply open it in your browser

and the registration window will appear automatically.

In the product registration window, you will see your registration key. Contact your dealer
company where you purchased the software and tell them ELMA Server registration key. In
response, they will send your product activation key. Enter the activation key in the respective

field and click Activate.

If you bought the software directly from ELMA company, please call + (352) 20-30-11-40 to

activate your product or contact a manager of your supplier company.

If you have already activated ELMA Designer that forms a part of the system installed on this
PC, you do not have to activate ELMA Server individually.

If the registration is successful, the authorization window will open. When you sign in for the
first time, use the admin login. By default, the password is not required for the Administrator

account. After authorization, the main page of ELMA Web Portal will open (Fig. 15).

‘ o, \\ 55 & Administrator ?
Task Send Message — Start Process Create Event Create Register — ey
\ Document Document | T 19;
Welcome to ELMA! (Y mainPage
- —
v Type Task Instance Process End Date Priority No event for this time
Mo data to display
L3
Ll | Tasks from Me: Overdue: 0; Task Monitoring: 0; Completion Check: 0
—
= age gensrated
o
w

Fig. 15. ELMA Main Page (first start)




2.2.2. Registering ELMA Designer

To get started with ELMA Designer you have to register it as well (unless you have already
activated ELMA Server on this computer). When you start a non-registered ELMA Designer,
a window will open. In this window, you will see the registration key and the field for ELMA

Designer's activation key.

This window also provides contact information you need to get the keys. Contact your dealer
company where you purchased the software and tell them the registration key. In response,
they will send your product activation key. Enter the activation key in the respective field and

click Activate. If the keys are correct, you will be able to access the system.




2.3 Connecting to ELMA Server and Specifying Configuration
Now ELMA is almost ready to use. Before you start, you need to connect to the server and
specify the configuration that describes the structure of your company's activities.

To specify the server configuration use ELMA Designer.

Start ELMA Designer. The window will open. In the right corner of the ELMA Designer start
window, below the Current Configurations button, you will see the list of all available

configurations.

In the ELMA Designer start window, you can create a new server configuration or select one

of the existing configurations.

Your company's configuration is located on ELMA Server. To connect to this configuration,

please follow the steps below:
Step 1.

In the ELMA Designer start window, click To the list of configurations, and

then click Add Configuration (Fig. 16).

Add Configuration

Fig. 16. ELMA Designer start window — Create Configuration link




Step 2.
In a dialog box that opens fill in the required fields (Fig. 17) and click Next.

In the Configuration name field, specify your company's name. The default

Configuration type is Remote.

In the Server Address field, specify the address of the server that hosts ELMA
Server. Server address format: http://SERVER_NAME:SERVER_PORT/.E.g.:
http://ServerName:8000/. The default port number is 8000, however the

Administrator can change it when installing or using the system.

O Configuration settings — =
Conhguration name ™~ Compary
Conhguration type * Local ® Remote
Server address ~ kttp:// Serveriame: 2000]
© oK &) Cancel

Fig. 17. Adding a remote configuration

Click OK to save your settings. Your configuration will appear in the configuration

list.
Step 3.

Click on the configuration name in the right part of the ELMA Designer start

window - the login/password window will open.

By default, you can sign in as admin. Password is not required. Click OK.



http://servername:8000/

By default, ELMA Designer uses the 7100 port to connect to the remote
configuration. Make sure that the server hosting ELMA has a rule that allows

incoming connections to this port.

After you have signed in you can start working with the system. Learn more about

the initial system setup in Chapter 4.




Chapter 3. Getting Started with Web
Application

This chapter describes the main interface elements of ELMA Web Application and explains

how to work with them.

A user who has a good understanding of the interface will easily master the rest of the system.
Since users spend most of their time in ELMA Web Application when working with ELMA,
they should read this chapter carefully.

3.1 Main Page

The main page is a start page of ELMA Web Portal. It opens immediately after you sign in or
click the main menu button (Fig. 18, number 1). In the upper right corner of the page, you

will see a set of main pages that provide quick access to frequently used information.

It is recommended to get started with ELMA Web Application by browsing the main page.
The main page contains ELMA navigation elements and controls. Every user can customize

their personal main page display.
Structure of Main Page

The main page contains four menus. See an example of the main page in Fig. 18.




Chapter 3

Getting Started with Web Application

Main menu
icon Top menu User menu
= o — The set of main pages 3 Administrator | ?
('\ ) ® 0 ) o g ° !
Task Send Message ~ Start Process Create Event Create
1 . Documen: | 2 > v @ &
[S=| Messages 5| c\ Main page  Control page |
3 CRM Tasks & @® [ = companyEmployees & @
Tasks Type Create Task Instance Process End Date  Priority Search ; ﬂ
@ Supplemental agreement No. to the contract No. 9 Bithd
._!_. Company Supplemental agreement No. to the contract No. 76868 832015 — = : ! s
Author: Administrator @ 29 June, Monday
fEa| Calendar Tasks from Me: Overdue: 0; Task Monitoring: 0; Completion Check: 0 ¥ Flores P (Sales department Head)
(| Processes = Deals - ’ @ n Document Search ’ @
E Entities Quantity: | 16 ltems found: 2 Pages o)
Name Deal Stage Contractor Responsible
F‘ Documents Ad as n
Sale of specialty-equipment 01. Initial contact QOrmit Lid Callins E vanced searc
Services for the company Brand Leamning 01. Initial contact Brand Learning TaylorE
02. Infc I
Equipmentinstallation nformation UMB AG Collins E.
gathering
4 6 "

T T

Left menu Page content

Fig. 18. Main page of ELMA web application
1. Main menu

Provides quick access to ELMA main activities and allows you to browse different sections.

2. Top menu
Provides quick access to tasks, events, documents, allowing you to create and send messages
and start processes. Fig. 18 shows the standard top menu (configurable). The display of the

top menu changes depending on the portal page and user access permissions.

3. User menu

Shows the unread messages and new tasks. Use this menu to open the user’s profile or to

sing out.

4. Left menu

Provides quick access to ELMA sections. Here you can see a list of all the ELMA Web
Application sections available to you. The content of this menu depends on ELMA
configuration, the menu settings and the current user's permissions. While you are working
with ELMA, the display of the menu items change. The current menu section is highlighted

yellow and you can always find a link to the main page in the first line of the side menu.

To the right of the user menu there are two buttons: Customize Main Page and Help.

ELMA BPM Platform 25



Tk
Lot

— Customize Main Page. Click this button to choose portlets and set their location on

the page as well as to configure them.

7 _ Help. Click this button to open the help page containg detailed information about the

currently open section.

5. Set of Main Pages

You can create several main pages. Each main page can contain different sets of portlets. E.g.,
the first main page of the system is set up for document management, the second is for project
management and the third is for your subordinate employees control, etc. The system users
and the administrator can create and configure main pages; it is also possible to customize

main pages for specific user’s needs.

The set of main pages contains all the main pages available to you. To go to a page you must

click on its name.

The users permitted to configure the set of main pages can see the list button ¥ next to the

page name.

Names of main pages

/ \ The list button opens

the drop-down menu
\ . ~
L Main page = Control page -—— for configuring

the set of main pages

Fig. 19. Drop-down menu for configuring the set of main page

6. Page Content
This area contains your most frequently used portlets.

A portlet is a plug-in component of the user interface of ELMA Web Application. A portlet
shows specific up-to-date information. To arrange portlets click Page Settings in the top right

corner of the window near the user menu.

ELMA offers many standard portlets; you can create your own portlets as well. You can easily

configure the content and location of the main page portlets.

The rest of the pages of ELMA Web Application differ from the main page mostly in terms of

the page content and dashboards. In other ways, their interfaces are similar.
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3.2 System Menu

This section describes in detail all the above-mentioned ELMA menus.
Main Menu
Use this menu to:

e create the main system activities (tasks, messages, documents etc.) and start processes;

e quickly go to any main section or subsection of the system.

To open the main menu move your mouse pointer over the ELMA logo in the top-left corner of
the main page and wait until the blue button appears. This button opens the main menu (Fig.
20).

The button that opens
the main menu

l

e ct14 Y9 6 G = ® o

nesday Task Send Message = 5tart Process Create Event Create X Regiscer_
Document Daocument

'

[{Z| Messages Welcome to ELMA!

Fig. 20. The button that opens the main menu

Place the mouse pointer over the blue button - the system main menu will open (Fig. 21).

o + Create Tasks Time Report Company Calendar Documents

vl Create Task
]
= Periodic Task

#» SMART Task

Gl Start Process

7) Send Message

o Create Document CRM Processes Administration

o Add Event to Calendar
]

a CRM

= Create Call
= Create Meeting

= Create Mail

= | Submit Time Report
=+ ]

Fig. 21. ELMA main menu
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If you want to hide the main menu click on the empty space on a dark gray background
outside the main menu area.

When you place the mouse pointer over Tasks, Documents, CRM etc., the subsections’
buttons appear. Use these buttons to go to the subsections of current section. E.g., in Fig. 30,

the pointer is over Tasks. To go to the selected subsection, move the cursor to it and click.
Top Menu

Provides quick access to the functions of ELMA elements and contains the user menu. The
Top Menu is also known as a toolbar. The top menu buttons change depending on the page
you are currently browsing. You can show/hide the top menu buttons by editing the interface

(see Chapter 6).

Fig. 22. Top Menu of Main Page

User Menu

User Menu forms a part of the Top Menu. If you want to expand the User Menu, move the
mouse pointer over the list button and click. The expanded User Menu has two available

items:

e Profile. Click on this item to open the user’s profile page. On the profile page, you
can change user's personal data, control trusted devices and select other options.

e Log Out. Log out and sign in using a different account.
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Nelson ). . Nelson J.

x Profile
The list button that
opens the user menu "F Log Out

Fig. 23. Collapsed user menu Fig. 24. Expanded user menu

Left Menu
Provides quick access to ELMA sections.

You can adjust the size of the Left Menu. To do this simply drag the edge of the menu with
the mouse to the desired location. If you are not using the left menu, save the screen space
and just collapse it (Fig. 25). To do this click on the arrow button on the right side of the menu.

If you want to expand the menu, click the same button once again.

v
© ) (0 = o
Task Send Message  Start Process Create Event Create
v Document

Welcome to ELMA!

)
a Tasks &
o

Type Task Instance Process End Date Priority
Collapsed

Qutgoing mail No.00004 to Key Solutions
left menu

®  Outgoing mail No.00004 to Key Solutions
Author: Murphy E

6/24/2015

Approve the business proposal
Business proposal for Blocket 6/20/2015
The "Approval of business proposal for Blocket"instance  7:13 AM —
Theb L8] . . ) .
e button (Murphy E.) in the "Approve Business Proposal” process

that expands H Accept
the left menu Create the  Order. Research equipment and

O  business (Customer: Impact — .
Process
( proposal International) (Miller A.)
Order

= Create sales presentations 62472015
[ Task (Brooks T.) —

@ Reach revenue of EUR 50 million 12312018
¥ Goal : Reach revenues of EUR 50 million —

~) Tasks from Me: Overdue: 0; Task Monitering: 0; Completion Check: 0

Fig. 25. Collapsed left menu
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@Mﬁmgﬁ Welcome to ELMA!

6/24/2015
i—l—-. Company

Calendar
6202015

@ Processes 713 AM
E Entities

Accept

and
G Documents Process
@ Reports 6/24/2015

ﬁ Administration o
12/31/2015

Fig. 26. Expanded left menu
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3.3 Portlets

A portlet is a plug-in component of the user interface of ELMA Web Application. The portlet

shows specific up-to-date information.

Tasks & @ | = calendar O]
Type Task Instance Process End Date Priority
Outgoing mail No.00004 to Key Solutions O 300 Create the business proposal Miller A,
. 62472015 PM - 4:00
®  Outgoing mail No.00004 to Key Solufions . PM
Author: Murphy E
Approve the business proposal Thursday, 11 June
® Business proposal for Blocket 6202015 ] 10:00 Create sales presentations Miller A.
The "Approval of business proposal for Blocket” instance  7:13 AM — AM -12:00
(Murphy E.) in the "Approve Business Proposal” process PM
A t
Createthe  Order: Research equipment c:ep
an
O business (Customer: Impact Process Ko =
proposal International) (Miller A.)
Order
- Create sales presentations G/24/2015
Task (Brooks T.)
& Reach revenue of EUR 50 million 12312015
Goal : Reach revenues of EUR 50 million
Tasks from Me: Overdue: 0; Task Monitoring: 0; Completion Check: 0

Fig. 27. Main page portlets

You can add and customize portlets for each user according to their needs. The portlets are
displayed on the main pages of ELMA Web Application. You can change the set of portlets
and their location when configuring the page settings. You can also change the content shown

in the portlets when configuring the portlet settings. Learn more about the portlets in Chapter
6.

By default, the main page already contains a set of standard portlets. If you want, you can

select another portlets and change their arrangement on the main page.

Learn how to create your own portlets in ELMA Help.
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3.4 Messages

Messages is an important section of the Web Application. This section displays all the
notifications on system events and changes as well as messages from the system users (e.g.,

created or edited tasks, documents, related comments, etc.).

When you create or edit documents, tasks, events, relationships, projects and other system
elements, ELMA automatically sends system messages to the users involved with these

elements.

This ELMA function is always available, whether you enable the system to send messages to

your e-mail or not.

If you have new unread messages, you will see their number in the red circle next to the
Messages icon in the left menu. In the user menu, above the Messages icon you will also see

the same red circle that informs you on the number of unread messages (Fig. 28).

| g IMessages |

Fig. 28. Message notification

To go to the Messages page click Messages in the left menu of ELMA main page.
See an example of Messages page in Fig. 29.

ELMA shows unread messages highlighted bright. Messages marked as read appear in a pale
color. If you click on an unread message, it will automatically change its color and the system

will mark it as read.

The Messages section shows the message itself and the related comments. You can leave a

comment or ask a question in the special field.
The most recent messages are displayed at the top of the list.

By default, this section displays the last 10 messages and 10 related comments. To view more
messages click Next under the last message or scroll down the page. Click on the subject of

a message to open its page.




QMessages Messages

1=l Messages

i Sent From

=+ B Public Channels
#Sales Now viewing MNew u All Messages Received = o

~ B Projects

- Archive

B Approve the business proposal
R Document Approval from: Murphy E
< Add Comment Ask Question
=
9 ¥ Sales incentive program changes
CRM B

(] P Messsage from: Miller A, to: #Sales

-/eTaskS As many of you know, we have adjusted the current sales incentive program to make it more flexible. Please provide us with feedback
.__!_.. Company =) Flores P

o, I offer to bring this matter up at weekly staff meeting. There's much to discuss.
—
w| Calendar
- Collins E
O Processes ‘ | agree. Some terms seems to be questionable
u Entities Add Comment
Documents
= -
= o/ Create the business proposal
In| Reports ¥l [ Workow Process Task | from Miller A

37 Administration

Add Comment Ask Question

=) KPI

ﬁ @ Reach revenue of EUR 50 million

wlv b | SWMARTTask  from Brooks T.

m Brooks T. Edited
- Deadline 12/31/2015 (previous: "6/30/20157)
Add Comment Ask Question

Next &

Fig. 29. Messages

Sent. This section shows a list of sent messages.

06/19/2015 7:13 AM

06/19/2015 9:36 AM

06/19/2015 3:45 PM

06/19/2015 6:47 PM

06/152015 7:16 PM

02/02/2015 9:08 AM

02/02/2015 9:11 AM

Public Channels. Shows a list of the available communication channels and their content. In
this section, employees can create groups to discuss specific subjects, e.g., the company's

news. It allows you to see the whole discussion on a specific subject in one place.

Projects. Here you can see a list of the available project channels and their content (If you

have enabled the Project Management module).

Archive. Shows a list of the information channels sent to archive.




Searching messages

Quick Search allows you to search the section you are currently browsing. E.g., if you are in
Messages, Quick Search will search through the content of the Messages section, and among
system messages. If you are currently in Sent section, Quick Search will search through the

sent messages.

See a search filter for messages in Fig. 30.

Reviewing... New B Mot Important Received T until =
Fig. 30. Search filter for messages

You can search by specific criteria. To do this start typing first letters of the message subject
or its content in the search box or set search parameters (e.g., sender name or reception date)
and then click Search. The system will display all the messages with subjects and contents,

which match specified search criteria.

In addition, when you are in the Messages section, you can send a message to another system
user. Click Send Message button in the toolbar. In the dialog box that opens, type the names
of the recipients (you can send a message to several users at a time), enter the subject and

type the text of your message.

If you want to send a message to an information channel, check the name of the required
information channel. All your recipients will receive the relevant notification and will see it in

their Messages.
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Before you read this chapter, it is recommended to add a configuration as described in Chapter

2.

4.1 Setting the Administrator Password

An Administrator is a special user who configures ELMA General Settings. Administrator

controls ELMA performance in your organization.

To sign in and configure the settings, specify admin as your username when authorizing.
System Administrator can assign other administrators, thus, other authorized users will have

the administrator permissions.

First, the Administrator must set a new password. When you install ELMA, the administrator
password filed is empty; it means that you are not required to enter a password to sign in. The
administrator account is a system account and it is not counted in the number of occupied

licenses.

To change the administrator password follow the steps below:

Step 1. Sign in to ELMA Web Application using the Administrator account. Username:

admin; password is not required.
Step 2. Click on Profile in the user menu. The user profile page will open.

Step 3. In the right upper corner of the user profile page, you will see Actions; in Actions

click Change password (Fig. 31).




Operations

@ Change Password
[&] Assign Absence

B2 Assign Substitute User

"

jﬂ Interface Language

Fig. 31. User profile

Step 4. In the Change Password dialog box, you must enter the current password and
the new one. When you set the administrator password for the first time, the field
for the current password is empty, and you only need to type a new password. The
new password must be complex enough. Since Administrator has access to all the
system resources, it is very important to prevent unauthorized persons from

accessing these resources.

Step 5. Click Save. If the current password is correct, the New password and the Confirm
password fields match, the password will change and the Change Password dialog

box will close.

Do not forget the administrator password. It cannot be recovered!




4.2 Initial Server Settings

After you have installed ELMA Server, it must be set up to integrate in your company's IT

environment.
To configure the settings:

- Sign in the Web Application as Administrator (username: admin);
- In the left menu click Administration. The left menu will display the content of
this section. Here you will see all the available settings. The similar settings are

grouped in blocks.

37 Administration |

i System Settings

General Seftings Calendar Settings

Document Task Settings Messages Settings

Business Process Task Settings General Settings of the "Projects+" Mo..
User Management Seffings Telephony Settings

SMS Notifications Settings General Settings of the "CRM+" Module
E-Mail Notifications Setfings General Settings of the "KPI" Module

Time Report

Fig. 32. A fragment of the Administration page

Below see the description of the most important settings blocks.

4.2.1. General Settings

To configure block settings click the 54 icon to the right of the block header. The edit window

will open.
In the General Settings block, you can edit the following settings (Fig. 33):

e Window title. Specify the title of the window you are currently browsing. By default, it
is {Title} - ELMA. {Title} is a dynamic value and it changes depending on the section you

are currently in. You can put your company name in the window title.
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General Settings 4

Window title {Title} - ELMA
Base System URL hitp:M127.0.0.1:8000
Maximal file size to load (MB) 1000

Designer connection port 7100

Forms by default English (United States)

Fig. 33. A fragment of the "System Settings" page

E.g., Replace {Title} - ELMA with {Title} - Company. You will see the following: Fig. 34.

_ ¥ Contractors - ELMA X '-._\ . ) Contractors - Company X '-._\
€« 2>CH D € >CH D
Jun 10 + v Jun 10 + v
Wednesday Add Selected Wednesday Add Selected
3 CRM Contractors 3 CRM Contractors
Fig. 34. Default page title Fig. 35. Edited page title

e Base System URL. This is the address of web application. When working with ELMA

users receive notification that contain links to the system pages. To generate these links
ELMA uses Basic System URL.

You must specify the Basic System URL as: http://<server_address>:<port_number>,

where:
<server_address> — the IP address of the computer where ELMA is installed;

<port_number> — the port number specified in the Step 7 of System Setup Wizard (the
default port number is 8000).

Please note: It is very important to write Basic System URL correctly, as it affects the

operation of the system. An example of a correct Basic System URL: http://127.0.0.1:8000
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e Maximum file size to upload (Mb). This setting allows you to set a limit on the size of
files users upload. ELMA will check the size of the files before users can upload them
to the system server. Larger files will be automatically rejected by the system.

e Designer connection port. This port connects ELMA Designer to ELMA Server.

After changing the settings, click Save.
4.2.2. Setting Access to the Web Application

You can connect remotely to ELMA Web Application. To do this, in your browser address bar

enter an address in the format of http://<server address>:<port number> , where:

<server_address> — the IP address of the computer where ELMA is installed;

<port_number> — the port number specified in the Step 7 of System Setup
Wizard (the default port number is 8000).

To provide access through the Internet you must use an external static IP-address. The server
where ELMA is located must allow connections to this port. If there are anti-virus or Firewall
software installed on the server, you must change its settings to allow connections to this port

as well.
4.2.3. Outgoing Mail Settings

Users send outgoing e-mails to inform each other about the events inside the system. If this
function is enabled, you will receive e-mails containing information about assigned and

completed tasks, and other system activities you are involved in.

To ensure correct system operation, your outgoing mail settings must match your mail server
settings. ELMA will send notifications only to those users who specified their e-mail address

in their profiles.
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E-Mail Notifications Settings 4

Send E-Mail Notifications MNo
Outgoing Mail Server (SMTF)

Port Mumber (25 by default) 25
Charset UTF-8
Use S5L No
Server with Authentification Na
Sender's Name ELMA

Sender's mailbox

Prefix in Message Subject [ELMA]

Separator for Message Signature -

Signature in Message Body This message is automatically generated by ELMA
Mail Wait Timeout (In Seconds) 15

Send a test mail to the current user

Fig. 36. Outgoing mail settings

In this setting unit, you must enter your mail server parameters and specify a sender name

and e-mail. ELMA will send notifications on behalf of the specified sender.

You can change the prefix in the message subject as well as the separator and the signature
in the message body. You will see the prefix in the message subject. E.g., by default, when you
assign a new task, the executor of this task will receive a mail with the following subject:
"[ELMA] (New Task) Task Subject". You will see the separator and the signature in the e-mail

message body.
After editing the settings, click Save.

To check settings of the mail server click Send a test message to the current user. The
system will send a test message to the mailbox specified in the profile of the current user (be

sure to specify it). If the settings are incorrect, the error message will appear.
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4.3 Designing Organizational Structure

On the first stage of ELMA implementation, you must design the organizational structure of

your company. To do so, use ELMA Designer.

Organizational structure is a system of hierarchically ordered organizational units (positions,
departments, company units). Simply put, the organizational structure is a graphic scheme

of the company’s management structure.
4.3.1. Purpose of Organizational Structure

Use the organizational structure to:

e Design business process models. You can assign business process participants only
from the organizational structure.

e Work with Tasks. Managers have access to the tasks of their subordinates.

e Work with the Calendar. Managers have access to all the schedules of their

subordinates.

Organizational structure defines the subordination between the employees.
4.3.2. Modeling Organizational Structure

The ELMA administrator models the company's organization structure in ELMA Designer, on

the Organizational Structure tab.

By default, when you start ELMA Designer, the Organizational Structure tab opens. It
contains tools for modelling company's organizational structure. In the center of the ELMA
Designer window, on the ruled area you will see the Organizational Structure chart. When

you create a new configuration this area will be empty.

In ELMA, the organizational hierarchy is represented as a tree-like structure, normally with

the CEO at the top.

Please note, that the organizational structure modeling sheet can contain only one chart. The

chart can have only one head element!

If you want to edit the organizational structure, use Drag-and-Drop elements. The side panel
of the tab contains a list of all the available organizational structure elements. Use such

elements as Department, Job Position, Group of Employees and Nested Structure to model




the corporate structure. To make a graphic model easier to read, you can use Annotation and

Group (these elements do not affect the process execution in ELMA).
Intended use of the Elements:

Job Position. You can assign only one employee to one job position. Typical job positions are

CEO, Chief Accountant, Secretary, etc.

Group of Employees. A group of users with similar duties. There is superior-subordinate

relationship between the employees in the group.

Department. Usually consists of Department Head and Department Employees. There must
be only one Head; the employees can be numerous. You can create user groups and separate

job positions within a department.

Nested structure. This element allows you to create nested models of organizational
structures. To do this, in the settings window click Go to the nested structure. It describes
a part of the company's structure as an individual model. If the company has a complex multi-
level organizational structure, the nested structure will make the model more readable. It is
especially useful, if the company branches are located in different cities and you need to create

a complex multi-level organizational structure.

O ELMA 3.8.0.22551 BRI X
m Organizationsl Structure | Frocesses  Objects  Document Management  Projects  KPI  Repots  Scipts  Publication Sole - [ |MAX| @
WY HB30O : K =
= aF y E b g
a ‘ﬁﬁ &R == Ly o= k\ H-_'H
Organizational Structure | Save  Check Cancel ) Select All | Index |Connector 114 % Print
Mode Edit Selecting Contractors Scale Print

Organizational Structure Elements

Depatment  Job Positions

Group of Mested
Employees Structure

’

Annotation Group

Fig. 37. ELMA Designer — Organizational Structure tab (new configuration)
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You can use drag and drop to easily move elements from the Organizational Structure
Elements panel to the modelling sheet (place the mouse pointer over an element, click and

hold the left mouse button, move the element to the sheet).

Start modelling the organizational structure with the CEO position. Drag Job Position from
the side panel to the empty modelling field. Double click to open Job Position settings window

(Fig. 38). In the Name field, enter the name of the job position. Click OK to save changes.

Then add CEO’s subordinates. To do this, add corresponding elements of the Organizational

Structure and configure their settings, use connectors to link them.

O ELMA 3.8.0.22551 - o
Crganizational Structure Processes Objects Document Management Projects KPI Reports Scripts Publication Style ~ MAX @
P H@OQux Q| 8
3 =" =) ) I g
& ""ﬁ BR D‘\, Ly B k_J\\ =

Organizational Structure ~ Save Check Cancel H) Seioct Al | Indec NoTmnae. | 100 Frint

Mode Edit Selecting Contractors Scale Print

Organizational StructureElements | | Organizational Struchwre

o &

Depatment  Job Posttions

O Configuring an organizational structure element -

£
A = $ General |Usage
Group of Mested Name * CEO
Employees  Structure

. H Description
Annotation Group 4

Nested Structures
- Organizational Structure

@ 0K (&) Cancel
2 (%]

HQwx o U O

Fig. 38. Adding and configuring an organizational structure element

On the toolbar, click Index. Move the mouse pointer over the element on the modelling sheet.
Green icons will appear around the element. Choose the one you need, drag it with a mouse
and “drop” it in suitable place of the modelling sheet. The system will automatically create a

field for a new element name and a connector (Fig. 39).
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Depatment  Job Postions
Group of Mested

Employees Structure

Annotation Group

Organizational Structure

Fig. 39. Adding an organizational structure element to the modelling sheet

You can add other elements in a similar way, only the elements’ settings will be different.

You must connect all the elements of the organizational structure to describe the corporate

hierarchy. It cannot contain unrelated elements. See an example of the organizational

structure in the Fig. 41. Further, this structure will be used for process modeling.

0| ELMA 3.8.0.22551 - o
Drganimlmml Processes  Objects  Document Management  Projects  KPI  Repots  Scipls  Fublcation  Style ~ [ |MAX| @
H@o - [ [5ls
ﬂ@izﬂﬁn:ﬂsm::t\m Salve Check Cancel ) (¥ Setect All || Index | Ct Top | Leh 10131 Print
‘ ecting Tools Connection | Scale | Print ‘
o] Structure Elements | 0

Depariment  Job Positions.

T &

Gowpof  Nested

Employees  Structure Chief Technology Officer {3 secretary

=1 Finance Department
é il o

Annotation 'K.Emu; Logisties D _ o

Chist
HR Direcior Accountant
@ Payroll Accountant

HR Manager

Chief Commercial Cfficer

Sales Department

Fig. 40. Organizational structure
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After creating or editing the organizational structure, you must save it. To do this, on the

Organizational Structure toolbar click Save.

You can always check if there are any errors in your structure by clicking Check on the
toolbar. The system will give a warning every time it detects errors. To apply changes you must

publish the organizational structure.
4.3.3. Publishing Organizational Structure

You must publish the organizational structure to be able to use it. To publish the
organizational structure, click the multi-function Save button and select Publish (Fig. 41).
Publish Organizational Structure dialog box will open. Enter a comment that describes the
changes and then click OK. If the organizational structure is modeled correctly, in the emerged

window you will see a confirmation of the successful publication.
After you have published a new version of the organizational structure:

e You can assign job positions to the users in Administration — Users

e Use the new organizational structure to design business processes models

e

*

m Organizational Structure Procezses Chjects Document Manz

T H@O:ux = [

Ts 3
Organizational Structure | | Save  Check Cancel ) Select All | | Index

- -

Mode ‘g_“ 5 Selecting Co
— ‘% Publish -
Organizational Structure Li'](lii Structure

|Pu|:|i5h Organizational Structure

Depatment  Job Postions

Fig. 41. Publish button




4.4 Creating Accounts

After you have developed and published of the organizational structure, you can start creating

user accounts.

To create user accounts, open ELMA Web Application and sign in as Administrator
(username: admin). In the left menu of the portal, click Administration. A page with settings
grouped in units opens. Find the Users unit and select User List (Fig. 42). A page with a list

of the active users opens.

Administration
| - | @ Users

User List Substitutions
Group List Active Users
Absence Schedule

Fig. 42. Administration — Users

To add a new user click Add User in the top menu of the page. In the page that opens, enter
the user data (Fig. 43). All the required fields are in bold and have a red asterisk (*) next to
them. Specify the user login in the Account field. It is required to sign in to ELMA. Use

numbers and letters of the Latin alphabet.
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Sawve Cancel

Add User

Profile Contacts Comment

Account *
Password
Last Name *
First Mame *
Middle Name
Birth Date
Hire Date

Job Positions

Photo

Interface *

Groups
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3
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Motification Settings
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Load File
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Default Interface Q
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¥ AllUsers

Add Groups

If you have already created and published organizational structure, you can assign users to
job position. To do this, click Assign, the organizational structure window will open; select the

job positions for the user by checking the relevant organizational structure element (Fig. 44).

Fig. 43. Add User page — Profile tab

When you assign a user to positions, please note that:

e You can assign only one user to each job position.

e You can assign the same user to different job positions.

V)

?
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Select job positions

+(@ Floeo
E;i-a ~ CFO
é‘“a ~ Secretary

E:. IT Department

4 HR Director
E?"ﬂ _ Chief Commercial Officer

ia . Chief Technology Officer

Fig. 44. Assigning a user to a job position
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Chapter 5. Business Processes

A business process is a series of logically related, structured activities or tasks that produce

a specific service or a product.

ELMA BPM offers many possibilities for successful business process management. All the
ELMA functions can be easily divided into four groups according to the stages of the Plan-Do-

Check-Act Cycle (Deming Cycle):

e Design (modeling)

e Execution

¢ Control and monitoring

e Optimization
This chapter is arranged in four major sections, each describing one of the mentioned stages.
Use ELMA Designer to design and improve business process models. Created, configured and
published business processes are executed in ELMA Web Application. You can execute

business processes created in ELMA Designer as many times as you want in ELMA Web

Application.

A business process created in ELMA Designer is called "business process model", "business

process" or just "process".

A business process started in ELMA Web Application is called "business process instance"

or just "process instance'.




5.1 Modeling Business Processes

ELMA uses BPMN 2.0 that is well known to business analysts and easy to understand for

executives.
To start working with a business process you must:

e Start the Process Wizard and set the initial data of the process.

e Design the business process model (create a graphic model, fill it with the context,
set the responsibility matrix).

e Debug the process by clicking Check and Start Debugging.

e Publish the business process.
ELMA not only allows you to model new processes but to improve existing ones.

Further explanation of business process modeling will be based on the example of the Leave

Request process.
Below is the Leave Request process description:

Any employee who needs a leave can start the Leave Request process. The employee’s direct
manager must approve the Leave Request. Both the employee’s direct manager and the CEO
must approve the Leave Request, if the employee is absent for a period longer than 1 day.
The HR-director will receive notification on employee’s absence, if the leave takes less than
one day. In cases when the leave takes more than one day, the HR-director must record it. If
it is a regular leave, an Accountant must Calculate Leave Pay and hand out cash. Any of the
accountants can do it. After the Leave Request approval, the initiator of the process must

write the request and submit it to HR department.
5.1.1. Brief Description of BPMN

BPMN is a method of illustrating business processes in the form of a diagram similar to a
flowchart. BPMN provides a standard notation that is easy to understand for developers who
are responsible for the processes implementation, analysts who create and improve processes

and management personnel who monitor and control processes.

BPMN describes any process as a chain of operations (activities), executed sequentially or in

parallel, in accordance with certain workflow rules.




Bellow you will find a brief overview of the main BPMN elements that you can use to model a

process when working with ELMA.

Swimlanes are BPMN elements used to separate and organize activities by participants. Each
Swimlane represents a participant; activities placed in the Swimlane are activities that the

participant is in charge of.

Each business process must have one Start Event. The Start Event shows where the process

can start. In BPMN, the Start Event is a small, open circle. (In ELMA, it is a green circle).

The End event marks where the process ends. Within the process, multiple End Events might
exist depending on the number of process paths. In BPMN, the End Event is a small, open

circle. (In ELMA, it is a red circle).

All the elements logically connected to each other and placed between the Start and End events

show the sequence of the process.

An Activity is the main element that represents the work performed within the process. It is

a step within the process. An Activity is an executable element of the BPMN Process.

You can find a full description of Activities in ELMA Designer Help. This chapter gives detailed

information about three activity types:

1. User Task. Work that must be done by a user. When users finish this work, they must
enter certain information in the form and click one of the available buttons to continue.

2. Manual Task: A task that is external to ELMA. E.g., “Sign paper contract”. You can
place this activity in the business process model if you want to make it easier to
understand. Manual tasks do not interfere with the process execution.

3. Script Task: ELMA executes this operation automatically. Script is an activity that

executes a program code at any stage of a business process.




Another element of a business process model is a Gateway. The Gateways are modelling

elements, which you use to:

1. Check if the condition for the execution of the business process is true or false and select
one Sequence Flow from several Sequence Flows (E.g., system checks the amount of the
contract. If the amount of the contract is low, the simplified approval procedure will be carried

out). In this case, it is an Exclusive Gateway (XOR).

2. Create a parallel flow. (E.g., various employees simultaneously approve the contract). In

this case, it is a Parallel Gateway (AND).

To link Actions and Gateways you must use the Connectors. A Connector is an arrow ——
going from the source element towards the target element. Connectors show the sequence of
flow.

Create and design a business process model in ELMA Designer.
5.1.2. Creating Business Process

To create a new business process use ELMA Designer. In ELMA Designer, find the Processes
tab. It contains the Process List with all the processes created for this configuration.

An empty configuration may already contain some processes, related to Contract
Management and/or Projects+, if these applications are installed. For all configurations, the
scope of delivery also includes the Improvement process.

Thus, to create a new business process follow the steps bellow:
1. Start ELMA Designer.
2. In ELMA Designer, open the Processes tab.
3. Click the Add button on the toolbar (Fig. 45).

Fig. 45. Using Add button to create a new process in ELMA Designer




4. Process Creation Wizard opens and Add Process dialog box appears. Here you can

configure the parameters of the new business process:

i. Step 1. Common Properties. Enter the process name (Fig. 46). Do not change the

default process group (All Processes) now. Later you can move the process to any

group you want. Click Next to continue.

O

Common

2

Swimlanes

Create process = =

Step1 Common Properties

Process Name * |Lea\te Request| |

Example: { oading goods fo car

Process Group |J_| All Processes g - |
Data Structure o |
Class name |P_Lea\reHequest |

The class pame to work with the confext variables of this
process. The name will be used in scripis and reports.

Table Name in Database |F'.'-‘EE"‘EHECIIJESt |
The table that will store the instance vanable values for this
Drocess
Process Metrics Structure ¥
Process Instance Metrics Structure ¥

I* et @ Cancel

Fig. 46.

Step 1 of the Process Creation Wizard




ii.Step 2. Swimlanes. Select and add the business process participants. To do this,
use the organizational structure created and published before. In the
Organizational Structure window, select one element. In the upper right corner
of the Wizard window, click Move. The selected element will appear in the
Swimlane area to the right. You will also be able to add or remove participants at

the later stages of the process modeling. Select and move the following elements:

CEO, HR Director and Payroll Accountant (Fig. 47).
Create process = B

Step 2 Swimlanes

O

.

Swimlanes
Organizational Structure Swimlanes
CFO CEO 7
- Finance Department HR Direct .2?
Prgsenr?; e 3 Chief Accountant rEetor '_
, 2 pecountant Payroll Accountant g_?
e b4 Payroll Accountant
: Chief Commercial O fficer
’ g Secretary
+ ¢y Chief Technology Officer
+ IT Department
i + {53 HR Director
Swimlanes Swimlane Size
Small ® Regular Large
Swimlane Location
® \ertical Harizaontal
x@ Back @ MNext @ Cancel

Fig. 47. Step 2 of the Process Creation Wizard

iii.Click Next to close Process Creation Wizard.

ELMA Designer will create a new business process with the start event and the swimlanes
defined in the Step 2 of Process Creation Wizard (Fig. 48). If you do not selected process

participants in the Step 2, the new process will be created without swimlanes.

Now configure the swimlanes and design the process model.
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Fig. 48. New process with swimlanes

5.1.3. Configuring Swimlanes

This section explains how to configure swimlanes. According to the Leave Request process
description (p. 52), the following users participate in the process: Initiator (any user), Initiator's

Manager, CEO, HR Director and Payroll Accountant.

In the Step 2, you have created CEO, HR Director and the Payroll Accountant swimlanes. Now
add two more swimlanes for the Initiator and Initiator’s Manager. To do this, select and move
all the existing swimlanes to the right. In the left part of the window, find Left Toolbar. Left
Toolbar contains several tabs and shows a list of all the available flow objects divided into
groups according to their types. Drag two swimlanes from the Left Toolbar and place them to
the left of the existing ones. Adjust the swimlane size. Place the start event within the leftmost

swimlane.
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Fig. 49. Left Toolbar

Learn more about flow objects in ELMA Help.

0| ELMA 3.8.0.22551
Organizational Structure |Pmcm&s | Objects  Document Management  Frojects  KPl  Repois  Scrpts  Publication
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Fig. 50. Adding new swimlanes
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All the swimlanes in Fig. 50 are static, i.e. the job positions of the responsible users do not

change during the entire process. In the graphic model, such swimlanes are grey.

The Swimlane 1 must represent any system user, regardless of the position he or she
occupies. For such situations, you must use dynamic swimlanes: the job position of the
responsible user is determined during the execution of the process instance. If you select the
dynamic type for the Swimlane 1, the executor of the tasks placed within this swimlane will

be the user who starts the process.

To configure the swimlane, double left click on its name. The swimlane settings window will

open (Fig. 51).

O Swimlane 1 > B

General 'Context Variable Visibility 'More 'Project Access Permissions

Name * Swimlane 1|

Swimlane Type

Change Type Static

Wariable to Define/Store Executor

w7 E:‘il Add variable

Executor
- {gh CEO

& () CFO

+ 3 Commercial Director

3 Secretary

+ 4 Chief technology officer

e Department

+- () HR Director

@ OK @Canoel

Fig. 51. Swimlane settings window

Enter a new name. Change the Swimlane Type to Dynamic. To do this click Change Type

button and choose Dynamic (select from the list). (Fig. 52).
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Initiator

Change Type

O Swimlane Type = B
@ Static
@ # Dynamic (selected from lisf)
@ Dynamic (defined by script)
@ Business Role
@ ok @ Cancel

Fig. 52. Changing a swimlane type

Then add a process variable that will store the user - Initiator. Click the Add Variable button

to open the Property Settings window. In this window, do not change the default settings

(Fig. 53) and click OK to save the property.

O Property Settings = B
Guﬂd\@\er\' _
Displayed Name * |Initiator| |
Fraperty Name in your language. The name may contain any characfers
Type ™ |— User x| - |
Link Type * |Si ngle -
Diescription
Data Structure # |
Property Name * [ nitator |
The name of cfass property that will be used inscripfs and reports
Name of field in database * | Initiator
Datzbase fable filed that will sfore values of fis properfy
@ox @ Cancel

Fig. 53 Configuring property settings of the process variable
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Then, at the bottom of the swimlane settings window add the users who can be the executors
of the tasks placed in this swimlane. Since any user can start this process, do not change the
default All Users group in job position/group panel. If you need to limit the swimlane user

list, delete the All Users group and add the necessary job positions/groups (click the relevant

buttons).
O Swimlane 1 = B
General ' ContextVanable Visibility 'More 'Project Access Permissions
MName ~ Initiator
Swimlane Type
Change Type X Dynamic (selectedfromlist

-
L.

Variable to define/store executor

Initiztar - i oy Add Variable

Define alist of job positions that can be stated as process executors for this Swimlane

Egi Add Job Position Egi Add User Group
Job Position / Group
2 Al Users 4
® |Jse preselection Use the "First Response™ mechanism
@ oK (@ Cancel

Fig. 54. Swimlane 1 — Settings window — General tab

See all the resulting settings of the Swimlane 1 in the Fig. 54. Click OK to save your settings.
Now the name of the Swimlane 1 is Initiator and its color is green.

After that, configure the settings of Swimlane 2. The executor of the tasks placed within this
swimlane is the initiator's manager. For each process instance, this user will be determined
individually. Therefore, use the dynamic swimlane to represent the initiator's manager and

select only the executive positions from the organizational structure (Fig. 55).
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Fig. 55. Selecting executors of the task placed within the Swimlane 2
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Fig. 56. Swimlane 2 — Settings window — General tab
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Save the Swimlane 2 settings and leave other swimlanes unchanged. Go to the next step of

the process modelling - creating a chain of tasks (activities).
5.1.4. ELMA Activities

To create an activity drag the appropriate elements from the Left Toolbar and place them

within the swimlanes.
To add User Task activity:

1. Use the mouse to drag the User Task icon from the Left Toolbar to the empty place
within the swimlane that represents the user responsible for this activity. The system
generates the name of this activity by default. You can change this name later. (Fig.
58).

2. Change the task name. To do this, double click on the task element you have just
dropped in the swimlane. Task settings window opens. In this window, edit the Name
field (Fig. 59). Type: Fill in Leave request form. When ELMA Web Application
executes this process instance, the first task assigned to the user will have this name.

3. You can enter a text in the Description field to give a detailed explanation of the task
or to leave a comment. Users will see this text on the task page below the task name.

4. Click OK to save the changes.

O ELMA 3.8.0.22351
Owganizational Structure | Processes | Objects  Document Management  Projects  KPI  Repos  Sorpts  Publication
@ H & o ) o =y
)] L é &é ﬂ :l d B b= a | [ =]
Model Sove Check _ New Start Visibily Instance Instance Process  Documentation Folicy Image | Print
- - Sub-Process Debugging | ofVarizbles Names Statuses Indicator
Section General Settings Export Print

| *Process List | | Leave Request* ©
. Graphic Model _j Context | 7 Responsibility Matrx | ) Metrics and KPIs | "3 Forms (23 Scripts | (! Settings || ) VersionHistory | . Palicy

BPMN Elements

B[] Events ol Initiator Initiator's Manager
Start
() Intermediat
[ =2
=[] Actions
A UserTssk
Seript = N
Manual Execttion L
Netification Teskt O
Send Message 1
Wait for Message a4
=[] Sub-Frocesses 4

External Sub-Process
Internal Sub-Process
2] Gateways
XOR Gateway
L@ OR Gateway
L. P AND Gateway
[] Swimlanes
Document Management
KPI
Plug-Ins

Sub-Processes 4

Fig. 58. Adding a User Task element
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O Task 1 - DR
General |Form (Context) 'Form Settings 'Execution Time 'More Policy

Name * | Fillin Leave Request Form |

The name is generated from a template
Description |
The description is generated from a
- Operation Type
Change Operation Type ‘ User Task

« Marker

Change Marker /L

- Lorailahilty on external devices and applications

B Check Lvailability

Faorbid to reassign

@ ok &) Cancel
Fig. 59. Configuring a user task. Task settings window — General tab

The full description of User Tasks settings and other modelling elements is available in ELMA
Help.

In a similar way, add other activities to the graphic the process model. Use the mouse to move

the existing activities on the graphic model from one Swimlane to another.
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See the result in Fig. 60:

Initiator

Initiator's Manager

CEQ

HR Director

Payroll Accountant

Fill in Leave
Request Form

Pass Request to
HR Department

Approve Leave
Request

Approve Leave
Request

4

Record Request

Calculate Leave
Pay

&

Pay Leave Pay

The system uses such element as Notification to deliver messages to the participants of the
business process. According to the Leave Request process description (p. 52), the HR-director

will receive notification on user’s absence, if the leave takes less than one day. Therefore, place

Fig. 60. Arranging the tasks in the business process model

a notification element in the HR Director's swimlane and change its name (Fig. 61).

I Natification

Place another notification within the initiator's swimlane. The system will send a message to

HR Director

'

Record Request

Notification about
Leave Less than 1
day

Fig. 61. Adding a notification

the initiator if any of the approvers rejects the leave.




Now use the connectors to link the process tasks and create a sequence of activities.

One of the important user task settings is the execution time. By default, the task due date is
not specified. To improve the execution of the business processes it is recommended to specify

the task due date.

The easiest method is to specify relative date of the task completion. The system will
automatically calculate the task end date depending on the specified value. You can also
specify users who will receive system notifications on overdue tasks. If the user does not

complete the task in time it will be highlighted red in the task list.

To set the due date for the user task double click on the User Task — User Task settings
window opens — go to Execution Time tab — choose the Task has end date option. Then if
you choose Exact Value, the due date value will be calculated in business week, days and

hours; if you choose Context Variable, ELMA will use its value as the task’s due date.

E.g., if you want the employees to treat the task more responsibly you must specify its end
date. Specify the execution time of the Submit Request to HR Department task: it must be
three working days. Also, configure the settings so that the HR Director receives a notification

if the task is overdue.

IExeuliunTlme q

End Date

/| Task has end date

Maximal Task Execution Period
® Exact value Contextvariable
Day(s) Hour(s) Minutes(s)

35 0 0

Users toinform when the task is overdue

e Add -

% HR Director

Fig. 62. Specifying the end date for the user task




5.1.5. Connectors

After you have arranged process activities in the graphic model, link them with Connectors.

Connectors define the order of the flow objects.

To link two flow objects, move the mouse pointer to the edge of the first flow object - a small
red square will appear next to the mouse pointer; it is a connection point. Now click and hold
the left mouse button and draw the connection toward the second object. Another red square
will appear on it. To connect two objects draw a line to that point. ELMA will create a connector

when you release the mouse button.

Initiator

*ill in Leave

Request Form

Fig. 63. Adding a flow line

To open connector settings window double click on the connector or select Settings in the

connector context menu.

In the graphic model, some activities can have multiple outgoing connectors. E.g., a User Task
activity with various outgoing connectors implies that you must decide which path the process

takes after this task is completed.

In ELMA Web Application, on the User Task Page you will see task completion buttons. The
number of the buttons depends on the number of the outgoing task connectors. The name of
each button corresponds to the connector’s name. If the connector does not have a name, the
button name will be generated as follows: the ">" sign and the name of the target element of

this connector.




Connect all the flow objects in the Leave Request process; enter the connectors’ names. Add

end events to the process: one for the rejected request and one for the approved request.

A user must be able to cancel process execution in case of false start. For this, draw an
additional outgoing connector from the first activity. In the connector’s settings window, select

the Do not check if the context variables are filled in option (Fig. 64).

#| Do not check if the context vanables are filled in

Fig. 64. Selecting option: Do not check if the context variables are filled in

The graphic model of the process now looks as follows (Fig. 65):
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Completed

Pass Request to
HR Department

®

Fig. 65. The Leave Request process model with connectors

Now, fill the process with context values and select the context variables for the user tasks.
You can configure later the outgoing connectors of the Submit Request to HR Department

task and of the HR Director notification.
5.1.6. Business Process Context

The business process context is the information about the participants and contractors, data
and standard document forms, executors' comments and other information created, edited,

processed, transmitted, displayed or saved within the process.

In ELMA, the process context is a set of variables. A context variable is a minimum
information unit of a certain type. There are two types of variables: simple variable - contains

only one component; and compound variable - contains a set of fields or data block.

You can see the list of all the process context variables in ELMA Designer — Process —

Process List— Context tab (Fig. 66).

The process has two default variables: "Process Instance" and "UID". These variables cannot

be edited, copied or deleted. In the context variable list, they are highlighted green.
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Fig. 66. Process context variables

You have already added the Initiator and Initiator's Manager variables when configuring the

dynamic swimlanes.

By assigning different data types to variables, you can store numeric or string data, dates and

objects in these variables.

Add new context variables in the Context tab or in the user task settings window. You can

add or delete variables at any modelling/editing stage of the business process.

To add a new variable, click Add button on the toolbar or click anywhere on the screen and

select Add Property in the drop-down menu (Fig. 68). The Property Settings dialog box will
open (Fig. 69, Fig. 70).




4 Context

Add Property

Add Block

Fig. 68. Adding a context variable

Enter the variable name, select the type and specify the required parameters. The list of
parameters depends on the type of the selected variable. For advanced settings open the More
and the Documentation tabs of the Property Settings dialog box. However, normally you do

not use this tabs when configuring variables.
Learn more about how to create and configure context variables in ELMA Help.
Click OK to save the information you have entered.

Now add and configure the following context variables for the Leave Request process:

Variable Name Type

Leave Type In the Type field, select Drop-Down List.

In the List Elements field type: Unpaid Leave and Regular Paid Leave.
Choose the Select from list only option.

Select the default value.

In the Description field, add a comment with the leave type

description. (Fig. 69).

Request Text In the Type field, select Text
Start Date In the Type field, select Date/Time, show only date (Fig. 70)
End Date In the Type field, select Date/Time, show only date

Manager's Comment In the Type field, select Text.
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In the Description field, add a comment "Required to fill in if rejected"”

Director's Comment In the Type field, select Text.

In the Description field, add a comment "Required to fill in if rejected"”

Leave Pay Amount Fraction

O Property Settings > =
Gm\@-‘fwm-\' :
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Froperty Mame in your language. The name may contain any characiers

Type * |Der—DDwn List x|~ |
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List elements
ISt ElEms Reqular Paid Leave

Select from list only WA
Default Value Regular Paid Leave =
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Data Structure ® |
~
Property Name * |Lea\reType |

Thea name of cfass property that will be used in scripts and reports

Name of field in database * |LeaveType |
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Fig. 69. Configuring the variable, type: Drop-Down List
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Fig. 70. Configuring the variable, type: Date/Time

Now the Context tab of the Leave Request process looks as follows (Fig. 71):

Bﬁm&h.ﬂii " Leave m'ex\

%, Graphic Model |4 Context @ Responsibility Matric | ) Metrics and KPls | ojForms (23 Scripts | () Settings ([~ Version History | . Palicy
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Initigtor's Manager InitigtorManager User (Object) O O O
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Start Date StatDate Date/Time O O O
End Date EndDate Date/Time O O O
Manager's Comment ManagerComment Text O O O
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Fig. 71. The Context tab with specified variables

Define the information that will be available for each user task. Open the Graphic Model tab

of the process.
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Configure the first task settings (The Fill in Leave Request Form task). To do this, double
click on the task — task settings window opens — go to the Form (Context) tab (Fig. 72).

QO Fill in Leave Request Form = =
General | Form (Context) 'Form Settings ' Execution Time 'Maore 'Policy
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OnlLoad form script
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Fig. 72. The Form (Context) tab of the task

The tab contains two lists: All Properties and Displayed Properties. The All Properties list
shows all the process context variables; you created this list on the Process Context tab (Fig.
72). The Displayed Properties list contains the variables that the users will see when this

task is assigned to them.
Each variable has three display modes:

e Required - check the Required box next to the variable name to choose this option;

¢ Read Only - check the Read Only box next to the variable name to choose this
option;

e OnChange value script — check this box if you have not selected any of the above

options.

If the variable is marked as the Required field, you will not be able to complete the task until

you fill in the respective field in ELMA Web Application.




The Read Only option forbids anyone from making any changes to the variable. The users

receive task data for informational purposes only.

For the Fill in Leave Request Form task move the required proprieties from the All

Proprieties list to the Displayed Proprieties list and select the display options (Fig. 73).

O Fill in Leave Request Form = =
General |Form (Contexd) 'Form Settings ' Execution Time 'More ' Palicy
Form Type: ®) Simple Form Form Builder
o Add Move o T Down # Edit & Delete
All Properties Displayed Properties ———
Intiztor Property ‘ Mame on the form | HeqL| F{EEIC| OnCt
Inttiator's Manager Initiator Initiator ]
Leave Type Leave Type Leave Type ]
Request Texd Request Text Request Text ]
Start Date 4 Start Date Start Date O
End Date £1| End Date End Date ]
Manager's Comment * ! | nitiator's Manager |nitiators Mana ]
Director’s Commert * q
Leave Pay Ammount *
OnLoad form script
Not zelecied Add Script
@ oK & Cancel

Fig. 73. Configuring displayed task properties

You can change the context variable name on the task form for each task: change the Name
on the form attribute of the context variable. E.g., change the displayed property of the
Initiator context variable. To open the property settings double click on the property name in
the right column. Enter the new name into the Name on the form field, (for example,

Employee's Full Name (Fig. 74)) and click OK to save the changes.
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O [Process Context Property] Settings ==
General ' Nested properties 'Advanced 'System

Property Name Imitiztor

Name on the form * | Employee’s Full Name

Description |

Reguired field

Read anly o

Dok (&) Cancel

Fig. 74. Editing the displayed name of the context variable on the task form

For the Read Only variables, the task form can contain not only the variable name, but the
variable proprieties as well. E.g., for the User variable, the task form can show such proprieties
as Positions, Office Phone, E-Mail, etc. You can find all available properties in the Nested

Properties tab when you configure the variable (Fig. 75).
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O [Property] Settings ==
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Move S & up Down # Edit & Delete

All Properties Displayed Properties
Password
First Name
Middle Name # Patronymic
Last Mame
Full Mame
E-Mail
Birth Date
Hire Date

Property MName on the form Reql Reac
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Slype

IC3
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Fig. 75. Configuring a property in the Nested Properties tab

Likewise, specify context variables for all the user tasks of the process.

Select variables for the Fill in Leave Request form task and mark them as Required. Then
add the same variables to the Manager and CEO approval task forms: but now you must mark
them as Read Only. After that, add the Manager's Comment and the CEO's Comment
variables to the respective approval task forms and mark them as Required. For the Approve
connectors that go out of these tasks select Do not check if the context variables are filled
in. Such settings allow the Initiator’s Manager and CEO to leave the comment field blank, but

the approvers must explain their reasons if they reject the request.

Add all the process variables to the HR Director's task and mark them as Read Only. In the

same way, configure the Initiator's Submit Request to HR Department task.

For the Accountant's Calculate Leave Pay task, select all the previous variables. Add the
Leave Pay Amount variable and mark it as Required. Now to complete the task the
Accountant will have to fill in this field in the task form. For the Pay leave pay task mark all

the context variables as Read Only.




After you have configured all the user tasks and connectors, proceed with the notifications.
Make the in-process messages to the user more informative: configure the message text

template.

Open the settings window of the notification that the Initiator will receive if the leave request
is rejected. Go to the Notification Template tab. When you put the cursor over the Subject
or Message Text fields, the Data button becomes active. Use it to select the context variables

and insert their values or their string/numeric properties into the message.

E.g., to insert the Initiator's full name, click Context — Initiator — Full Name; to insert the

Manager’s comment, click Context — Manager's Comment (Fig. 70).

O Leave Request Rejected - 0
General | Notithcabon Template ' Attached Files 'Motification Receivers
Data -
Context » Process Instance
Process Instance  # uiD Datel)
Message text Initiator » Uid
Employee's Full Name: {SContesd. I Initiater's Manager Status
Manager's Comment: {SContext. Mz
Director's Comment : {EContext. Din Leave Type Account
Request Text Password
Start Date MName
End Date Middle Name / Patronymic
Manager's Comment Last Name
Director's Comment Full Mame -
Leave Pay Amount E-mail
Birth Date
Hire Date
Dffice Phone
Maobile Phone
Room No.
Description
Skype
ICQ |
- | @ Cancel

Fig. 76. Configuring the notification template

ELMA will generate the text blocks enclosed in curly brackets { }. When sending a message,

the system will use these text blocks to fill in the respective message fields (Fig. 76).

Customize the template for the notification as follows:




O Leave Request Rejected - =
General | Notrhcabon Template ' Attached Files 'Notification Receivers

Data -

Topic *

Leave Request Rejected (from {8Contest . StartDate} to {SContext. EndDate})
Message text

Employee’s Full Name: {$Contexd . Initistor. Full Mame}

Manager's Comment: {SContext. ManagerSComment
Director's Comment : {SContext. DirectorSComment |

Maore ¥

Fig. 77. An example of notification template

Likewise, customize the template of the Notification on Leave Less than One Day that will

be sent to the HR Director.

Since this process can follow two different paths (depending on the duration of the leave), you

need to use a Gateway to allow multiple outgoing flows.

5.1.7. Gateways

When you design a process model, you often need to use conditions. A condition is a filter that

checks if some equation is true or false and automatically chooses one of the process paths.

In ELMA, you can use three types of gateways to check conditions.

Exclusive Gateway (XOR) is a point in the process where only one of the
outgoing paths of the process can be selected. Each outgoing connector

specifies the condition under which the process follows this path. If the




conditions for several outgoing paths are satisfied, the process follows the

path marked as "default". Every XOR gateway needs a default path.

OR Gateway activates all the outgoing paths for which the conditions are
O satisfied. All the outgoing paths from the OR gateway must go to a similar
OR gateway.

Parallel Gateway (AND) activates all the outgoing paths. Use this gateway
+ to create parallel flows. All the flows going out of a parallel gateway must

go to a similar parallel gateway.

Learn more about gateways in ELMA Help.

Add an XOR gateway to the Leave Request process model to create different outgoing paths

depending on the leave duration.

Initiator's Manager CEO HR Director

Notification about
¥ Leave Less than 1
Day

v

Approve Leave
> Request Approve 1 day orless

ra

{vlore than 1 day

L

Reject A Y

Approve Leave M|
Reject Request Approve ¥ Record Request

Fig. 78. XOR Gateway

Suppose the start and the end date of the leave are the same, so the leave takes one day or
less. Configure the connectors from the XOR gateway. Specify the condition for the One day
or less connector (Fig. 79) and mark the More than 1 day as the default connector. In the

gateway settings, specify the condition check order (Fig. 80).




O 1 day or less - =

General | Condibion ' More

Condition variant: ® Table Script
| Binding | Operand 1 Operation Operand 2
- Start Date E End Date

o

& oK &) Cancel

Fig. 79. Configuring XOR gateway outgoing connector

O Gateway 1 - DO
General 'System Variable Condition Check Order

Transition Mame By default

1 day or less ] 3
Mare than 1 day f

@ ok &) Cancel

Fig. 80. Configuring the condition check order

According to the process description, the accountant must execute the Calculate Leave Pay
task only in case of Regular Paid Leave. Therefore, create two process paths using the

exclusive XOR gateway.

Configure the Paid Leave connector. Double click on the Paid Leave connector — Transition
Condition tab opens — in the Operand 1 column select Leave Type context variable. To set

a condition in the Operand 2 column, click the Not defined link and select Change Value.




The Enter Your Value window opens. Select the Regular Paid Leave (Fig. 81). Click OK to

save the changes.

| Leave Type | <Mot defined:

Change Value

O Enter your value = &=

-

Regular Paid Leave

@ oK (&) Cancel

Fig. 81. Configuring the gateway connector

In a similar manner configure the Unpaid Leave connector; select another Leave Type and

mark it as the default path.

The Submit Request to HR Department task and the Calculate Leave Pay task must be

executed in parallel. Create parallel process paths using a Parallel Gateway.




Now, the graphic model of the process is more complex and it looks as follows (Fig. 82):

Initiator Initiator's Manager CEO HR Director Payroll Accountant
q Notification about
Fill in Leave Approve Leave e -
—_—— Leave Less than 1
End Process | RequestForm | Sybmit Request Approve N 1 day or less* Day
- g tviore than 1 day
Leave Request ¢ Reject f 3
Rejected L Approve Leave
4 Reject Request
Pass Requestto |, ,L
Completed | HR Department ¥ Calculate Leave
® Approve Faid Loave” Pay
Pass Requestto , \ 3 R ’ '
< ( + ¥ Record Request —————— 3
CLEp e A éum pleted Leave Pay Calculated
‘[ Unpaid Leave
> + < Pay Leave Pay
Completed N - Completed

Fig. 82. The graphic process model with gateways

In ELMA, the process model must contain two parallel gateways, as all the paths going out of
the parallel gateway must go to a similar parallel gateway. Due to this constraint, add a

duplicate Submit Request to HR Department task to the Initiator’s swimlane.
5.1.8. Responsibility matrix

After you have configured the graphic model and the context of the process, you can configure
the Responsibility matrix. Open ELMA Designer — Processes — Process List —

Responsibility matrix tab (Fig. 83). This tab shows the participants' permissions.




|~} Process List Leave Request * ©)

D%Graphic Model ', .4 Context \'_-j Responsibility Matrix | ) Metrics and KFls | 5 Forms \f;iScripis q:F Settings |7 Version History | . Policy
Executor Owner Participant Informed Supervisor

CEO (CEO)

HR Director (HR Director)

Payroll Accountant (Payroll Accourtart)

All Users (Initiator)

CEO (Initiztor's Manager)

CFO (Intiator's Manager)

Department Head: Finance Depatment {Initistor's Manager)

Chief Accountant (Inttiator's Manager)

Department Head: IT Department (Initistor’s Manager)

HR Director (Intiator's Manager)

Commercial Director (Initiator's Manager)

Department Head: Sales Depatment {Initistor's Manager)

Chief Technology Officer (Initiztor's Manager)

Department Head: Logistics Departmert (Intiator's Manager)

Department Head: Service Department (Initiator's Manager)
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Department Head: Project Office (Initiator's Manager)

Fig. 83. The Responsibility matrix of the Leave Request process

Next to the name of the organizational structure element or the user group, you can see the
name of the respective swimlane (in brackets). The participants represented by the dynamic
swimlanes are marked green. This list can also include the users not related to any swimlane

and having no tasks within the process.
Check the relevant boxes to select a user role:

An owner is a user fully responsible for the entire process. This means that the owner is
responsible not only for the result (product) of the process, but also for the process progress
and the customer's satisfaction. Select the owner from the executors of the tasks or add

manually from the organizational structure. Every process can have only one owner.

A participant is an executor of the tasks placed in the respective swimlane. This is a default

role for all the task executors of the process.

An informed user receives information about the process progress outside the system. This
user does not interfere with the process in ELMA; however, the process documentation and

regulations contain information about the informed user.

A supervisor is a user whose job is to monitor the execution of the process. The supervisor
can view the process details. Usually, the supervisor is one the company's executives. The

number of supervisors is not limited.

Now, mark the HR Director as the owner of the Leave Request process and the CEO as the

Supervisor. The other users remain Participants.




5.1.9. Checking Business Process

After you have designed the process model, you can check if it has logic errors; you can also

check if the process scripts have syntax errors (see ELMA Help).

Possible logic errors are: missing start/end event, missing connectors between the flow
objects, wrong gateway logic, swimlane errors. ELMA automatically checks the process before

publishing. To start the check manually click Check on the toolbar (Fig. 84).

m Onganizational Structure Processes Obijects Document Management Projects KPI Reports Scripts Publication - MAX @
= ety 7 | 3 Ay @)
@ H | ) 8 g B 5 § s s [ &
Check Lvailability Save Check New Start Visibility ~ Instance Instance Process = Documentation Policy Image Add  Delete

Sub-Process Debugging | ofVariables Names Statuses Indicator

Section General Settings Export Operations

Fig. 84. The Check button on the process page toolbar

If you have designed the process model correctly, a notification appears informing you that the

process model is correct.

If the graphic model contains errors, ELMA will highlight the supposedly erroneous elements
and provide a list of errors on the Errors and Warnings panel (Fig. 85). You cannot start the

€rroneous process.

Use the Check button to verify if the graphic model is designed correctly. However, the correct

graphic model does not guarantee that the process will be executed without errors.
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Fig. 85. The Errors and Warnings panel

5.1.10. Debugging the Business Process

After you have checked the process model and before you start the process, it is recommended

to debug it.

Process Debugging means that the system checks how the process is executed with different
values of context variables. You can start debugging only after you have checked the process.

Strat debugging in ELMA Designer, to perform debugging the system will open ELMA Web

Application.

In the debugging mode, the system emulates the process execution in ELMA Web Application.
Users who started the debugging (usually, ELMA Administrator) can see all the process tasks

in their locally installed ELMA. It is a convenient feature that allows you to execute all the

process tasks, and, therefore, monitor each step of the process.

To start the process debugging, click Start Debugging in the toolbar (Fig. 86).
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Fig. 86. The Start Debugging button starts the process emulation from the first operation

To start the process debugging from a specific operation, click Start Process Debugging (Fig.
87).

Initiztor

Initiator's Manager

CEO

l

Fillin Leave

%:prove Leave

— N N
End Process Request Form Submit Request Approve Fa
[ Settings More than 1 day
£ Start Process Debugging
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Leave Request ° Reject Select All Cirl+A
( } Rejected | Leave
&
< Rejedt of cut Ctrl+X oot
Copy Cirl=C
[ Copyimage i
Pass Requestto |, | Paste Ctrl=
Completed | HR Department [ Delet
® 38 Delete Approve

Fig. 87. Starting process emulation from a specific operation

After that, the debugging start form will open in a new browser window/tab (Fig. 88). Make
sure that in ELMA General Settings you have correctly specified the Basic System URL and
the port for ELMA Web Application connection.

At this stage, the debugging process has not yet started and no changes are made to the
system and the database. You can close this browser tab without any consequences for the

system and the database.
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Debugging

Debugging of the process 'Leave Request’

Process Instance ‘[Debugglng] Leave Request (8/24/2015 2:48:10 PM) |

Initial Debugging Element Process Start

Templates v E + m
Initiator v X
Initiator's Manager v X
Leave Type Regular Paid Leave v

Request Text

Start Date 08/24/2015

End Date

Managers Comment

Director's Comment

Leave Pay Ammount Empty

Start Debugging

Fig. 88. The debugging form

To start debugging click the Start Debugging button at the top or the bottom of the page. After
that, the process debugging window will open (Fig. 89).

ELMA BPM Platform 86



b v & 1 (\Elmc‘ DEBUGGING MODE (¥ Refresh | X Interrupt Debugging

Completed  StartExecution  Operations | ProcessMap mprove

Creale Task  Process Map Tasks

=] Tasks

Fill in Leave Req uest Form O filin leave request for... (Initiator, Administrator E.)
Actual Executor Administrator ELMA =
Templates H+m
> Process Inforrmation
Initiator Administrator ELMA F 3
Main Page Histor
o o Initiator’s Manager F 3
Employee's Full Name Administrator Leave Type Regular Paid Leave
Leave Type * Regular Paid Leave > Request Text
Request Text * |
Start Date 08/24/2015 7]
Start Date * 08/24/2015 3 End Date =
End Date * = Manager's
Comment
Initiator's Manager * 2
[ sim S -
End Process

Fig. 89. Process debugging window

In the left side of the window, you will see the form of the process current task; when the users
actually work with ELMA Web Application, they will see similar task form. On the right side,

you will see the debugging controls.

The Tasks area contains the list of all the current process tasks. If you have several current

tasks, you can switch between them. To do this, click the task name displayed in this area.

On the right side of the window, in the Context area, you can change the current values of
the context variables. To apply the changes click Update Form in the top right corner of the
debugging window. ELMA will use the new variable values until you change them in the

process activities settings or manually in the Context area.

You can stop debugging at any time: click Cancel Debugging in the upper right corner of the

process debugging window.
5.1.11. Publishing Business Processes

After you have designed, checked and debugged the business process you can publish it.
ELMA Web Application cannot execute a process saved in ELMA Designer until it is
published.

You need to publish a business process:




1. When you create a new process. Until the process is published, the users will not be able
to work with it in ELMA Web Application.

2. When you edit the existing process. Publish the process to apply all the changes you

have made since the previous publication.

When starting a new process instance, ELMA uses the most recent published version of the
process. ELMA will continue executing all the active instances in accordance with the previous

process version, which was available at the time the instances were started.

To publish the process, in the process window— click the lower part of the multi-functional

Save button — the context menu will appear — click Publish.

Dy

;@1 Publish
! L

Fig. 90. The Publish button on the process toolbar

Process publication window will open. There you can see the process version number and the
process start options. You can also enter a brief description of the new version's features. This
comment will be displayed it the process versions history, in the Comments column. Click

OK to start publication.

The process publication will take some time. After it is complete, you can start the business

process in ELMA Web Application.




5.2 Executing Business Process

After you have modelled and published the business process, ELMA Server can “execute” it.

To execute a business process means to sequentially create tasks and to execute them in

accordance with the Business Process Model.

Start business processes in ELMA Web-Application.

5.2.1. Starting Business Process

A user who has the respective permissions according to the process graphic model can start
the process in ELMA Web-Application. This user is represented by a swimlane with the start

event.

In the Leave Request process, the swimlane with the start event is a user who is a member

of the “All users” group, i.e. any ELMA user.
To start the process you can use one of the following methods.

The first method. On the main page, in the toolbar click Start process button (Fig. 91). In

the window that appears (Fig. 92), click on the process you want to start.

Start Process

Fig. 91. The Start Process button on the main page of ELMA Web-Application

View Processes X

----- \" Leave Request (Map)

Fig. 92. Process selection window

All processes that you can start will be available in the process selection window.




The second method. In the main menu, click the Start process button (Fig. 93). In the

window that appears (Fig. 92), click on the process you want to start.

()., StartProcess

Fig. 93. Starting a process from the main menu

You can also add the Start Process portlet (Fig. 93) to the main page of the Web
Application (Fig. 94):
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[¥* start Process

WorkFlow Processes
O Leave Request (Map)

Fig. 94. Start Process Portlet

Before starting the process, you can review the process map - it will open in a new browser
tab. The process map visually resembles the graphic model of the process created in ELMA

Designer.

After clicking Start Process button (clicking on the process name in the list), you may need
to specify the name of the process instance (Fig. 95), or simply confirm the start, if the name

is generated according to the template (see Chap. 5, p. 5.5.1 Name of instances).

' Start Process X

To start the "Leave Request” process, enter the instance name and press "Enter” or click "Start”

Fig. 95. The standard process start window inquiring the process instance names

Request for unpaid leave 2 hours 8/25/2015

ELMA executes the started business process according to its graphic model: it automatically
assigns tasks to the users, runs scripts, makes decisions, sends notifications and performs

other actions.
5.2.2. Executing User Tasks

While executing the business process, ELMA assigns tasks according to the process model.
You will receive a notification on each new task and will be able to check a task list in the Left

menu — Tasks — Task list (Fig. 96). The Tasks portlet (Fig. 97) is designed for the same
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purposes. Red circle in the Task section and over the task icon in the top right corner informs

you about the number of the active tasks.

Brown O.

© 0=

tTasks

%:| Task List
Incoming
Ourtgoing

Search

Type Task Instance Process Date created Author End Date Priority

8/24/2015 12:09
C Approve Leave Request Request for unpaid leave 2 hours 8/25/2015 Leave Request PM Administrator — .

Fig. 96. A new business process task in the Tasks section

The process tasks are shown next to the ¥ icon in the Task List. This makes it easy to

distinguish them from the other task types.

Brown O.

0 =

\bTasks Type Task Instance Process End Date Priority
A i ,
pprove Request for unpaid leave 2 Leave
O Leave hours 8/25/2015 — e
- Request
Request (Administrator)

Tasks from Me: Overdue: 0; Task Menitering: 0; Completion Check: 0

Fig. 97. A new business process task in the Tasks portlet

Click on the task title to open the task page (Fig. 98). The task page contains several elements.

Task Menu - is shown at the top of the page; it contains buttons that allow to perform certain

actions with the task.

Completed button — is a button for the task completion. If you click this button, the drop-
down menu will appear with the list of all available task completion variants. At the bottom of

the task page, you will see buttons with the same functions.
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Start execution button - click this button to indicate that you have started the task
execution. This step is not necessary.

Q VO v| aeg 1+ Brown O.
Completed Start Execution = Operations Process Map Improve

: : 9= 0©

Fill in Leave Request Form

v Process Inforrmation

Process Name Leave Request (version B)
Process Instance Request for unpaid leave 8/25/2015  Initiator Brown O.
Start Date 8/24/2015 1217 PM Responsible Brown O.
Main Page  History
Employee's Full Name Brown O.
Leave Type * Regular Paid Leave
Request Text *
Start Date * 08/24/2015 (&
End Date * (&)
Initiator's Manager * z

Fig. 98. The Leave Request process task
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Use the multi-function Actions button to perform the following operations:

e Save — select this item if you want to save the changes in the task, but do not want

to execute it. For example, to save the context variable values.

e Reassign - select this item if you want to reassign the task to another user. By
default, this operation is available, but you can forbid it. To do this, edit the process
model in ELMA Designer or specify permissions in the Reassign Tasks section.

e Ask Question - select this item if you want to ask any system user a question about
the task.

¢ Add Comment - select this item if you want to add a comment to the task.

e Add Time Report - select this item if you want to submit a time report on the task.

On the process task page you will also see Process Information (by default, this panel is
collapsed). It contains the basic information about the process. Click on the process instance
name to go to the instance page, which contains all the available information about the process
(Fig. 99): a process name, instance name, version number, start date, initiator, context
variable list, current tasks, operations, sub-processes, history and participants. If permitted,
the user can use this page to change the context variable values and interrupt the process at

any task. The user can ask questions about the process and add comments.

‘\ Aug 24 - = F] o=F .,\a , Brown O. ?

Monday Back Add Comment  Add Question Process Map Interrupt Edit vo |

v Processes

Request for unpaid leave 8/25/2015

My Processes . \
¥ Process Name Leave Request (version 6)

e M Process Instance Request for unpaid leave 8/25/2015  Initiator Brown O

*. improvements Start Date 8/24/2015 1217 PM Responsible Brown O

¢| Documentation State Running

Context Variable List Current Tasks, Operations and Sub-Processes History ~ History (Tables)  Participants

Initiator Brown O

Initiator's Manager

Leave Type Regular Paid Leave
Request Text

Start Date 8/24/2015

End Date

Fig. 99. Process instance page




The Main Page tab and the History tab show task description. The Main Page tab contains
items that correspond to the context variables specified when modelling the process. The
required fields are marked with an asterisk; you cannot complete the task unless you fill them

in or otherwise specified in the connector settings.

The History tab shows the task execution history: relevant actions, questions, user comments

and document attachments.

At the bottom of the task page, you will see the process transition buttons. After you have
completed the task, click one of buttons and choose the path of the process. The number of
these buttons and their names correspond to the number and the names of the connectors

going out of the user task in the process model.

To execute the task you must fill in the required fields in the task form and click one of the
transition buttons. After that, you will have to execute the next task according to the graphic

model, or the process will finish.

Do not click the transition buttons until you actually complete the task assigned to you! You
will not be able to cancel this action (unless the process model provides the return to the
previous step), and ELMA will keep executing the business process according to its graphic

model.




5.3 Controlling Business Processes

ELMA allows you to control business process execution.

There are two control options: Day-to-day Control and KPI Monitoring.

Use the My Processes page and portlet and Process Monitor page to perform day-to-day

control.

To perform KPI Monitoring you need to create a system of metrics and KPIs (see Chapter 5,

p. 5.6.7 Process Metrics and KPIs).

5.3.1. My Processes

Use the My Processes sub-section to monitor and control the execution of the processes in

which you directly participate, i.e. processes where you are the initiator, responsible or

executor.

Click Processes. ELMA will automatically redirect you to My Processes, where you will see

the list of instances sorted by the Created by Me (All) filter. These are the instances initiated

by you.

e

Back

Aug 24

Maonday

\'\ Processes

we# My Processes

o
E---\\ My Processes

Y Active
._ Y Created by Me (Current)
Y Created by Me (All)
Y My Responsibilities

My Process Role

Advanced Search

Processes 2 My Tasks 0
Quantity | 15
<
Instance Name Process Name Current Tasks, Operations and Sub-Processes
__ Requestforunpaid .
BV _ - Leave Request <No current operations>
Regular paid leave
Edit =v| from 8/31/2015 to Leave Request \‘ Approve Leave Request (Bailey F )
9/07/2015
Process Monitor
Fig. 100. My Processes — Created by Me (All)

Switch between the filter names to show all the processes matching

Created by Me (All)

Initiator

(processes where you are the initiator, responsible or executor).

Start Date
8/24/2015
1217 PM

8/24/2015
111 PM

My Processes section (Fig. 101) contains a table with five columns:

Brown O. ?

¥

tems found: 2 Pages ‘:,P% L
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8/24/2015
1:.08 PM

Brown O Map

Brown O Map

the respective filter




e Instances - shows the names of all the process instances where the current user is
the initiator, responsible or executor;

e Active - shows the number of the current process instances;

e My Tasks - shows the number of the process tasks assigned to the current user.

e Completed - shows the number of the completed process instances;

e Interrupted - shows the number of the interrupted process instances.

. Brown O.
Aug 24 roun ?

\ ‘ Monday "o =

Q| Processes My Processes

My Processes Instances Active My Tasks Completed Interrupted

Y All Q' Leave Request 2 1 1 0
-\‘ My Processes

Y Active
i Y Creatad by Me (Current)
Y Creatad by Me (All)
Y My Respansibilities

Fig. 101. My Processes

Click on the process name to go to the process page.

Click on the number of the active, completed or interrupted instances to go to the Processes
tab of the process page. Click on the number of the task, the My Tasks tab of the process

page will open.
These tabs show properly filtered information about the respective process.

My Processes portlet has similar functions. You can place this portlet on the main page (Fig.

102).
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5y Lnpaidieay Administrator ¥ Approve Leave Request (Brown Q.) Mag
2 hours 12:00 PM
8/25/2015

Fig. 102. The My Processes portlet

In this portlet, you will see all the active instances you initiated, current tasks and their

executors.
5.3.2. Process Map

The process map is a graphic representation of the process algorithm, a schematic image that

shows the process instance progress and active tasks.

To open the process map in ELMA Web Application click the Process Map button. You can
also click the link:

e in the top menu of the process instance page (Fig. 99);

e in the top menu of the process task (Fig. 98);

e in the My Processes section and its sub-sections: the Map link for each process
instance (Fig. 100);

e in the My Processes portlet: the Map link for each process instance (Fig. 102).

The Process Map button is available for the process initiators and the users with relevant
permissions. You can assign these permissions on the permissions page of the process: click
Administration — Business Processes — Processes — name of the process — Task list.

For each process, you can assign different permissions.




Use the process map to monitor the process progress (Fig. 103). The completed tasks, stages

and connectors have blue bold outlines.

Currently active operation has green bold outline.

Initiator Initiator's Manager CEO HR Director Payroll Accountant

Fill in Leave y| Approve Leave > hé:\?gt?::man 1
End Process | Request Form §"Sybmit | Request & ¥

>,

| Approve . 1 day or less Day

IMore than 1 day

Leave Request Reject ( ‘
Rejected 2 | Approve Leave
j Reject Request
gss Request to L J\ ‘
Completed | HR Department 3 Calculate Leave
_ ® Approve "PaﬂTeave Pay

A 7
¥ Record Requeg —)

Pass Requestto |, ;
ampleted Leave Pay Calculated

HR Department [*

a

P Pay Leave Pay

Completed

i Unpaid'Leave

e

Fig. 103. The Leave Request process map

When the user clicks on a completed or active task on the process map, the task page opens

in the new browser tab, if this user has viewing permissions.
5.3.3. Process Monitor

Process Monitor helps to analyze the execution of the processes in general. It is especially

useful for those users who do not have process monitor permissions.

Users can view the processes in this section even if they are not the direct process participants.
In ELMA, by default, the process owner and the supervisor have permissions to monitor the
process. You can assign process monitoring permissions on the process permissions page:
click Administration — Business Processes — Processes — name of the process — Process

Monitoring.

When designing the Leave Request process model and configuring its Responsibility matrix,
you have assigned monitoring permissions to the HR Director (process owner) and the CEO

(process supervisor).




Now, add monitoring permissions to the users holding the positions of Payroll Accountant and

Chief Accountant.

To do this, sign in as ELMA Administrator (login: admin) and go to Administration —
Business Processes — Processes (Fig. 104). Click on the process name (Leave Request) to

open the permissions settings page for this process.

4 ' Administration

=Y
fg Processes
Y

A list of published business processes. Here you can configure access to process instances (assign permissions to view
instances, edit or interrupt them etc.)

\\‘“ Business Processes

Fig. 104. Administration — Business Processes — Processes

In Process Monitoring, click Add to add organizational structure elements (Chief Accountant
and Payroll Accountant) (Fig. 105). Click Save to confirm the changes. Now the users, holding

the positions you have added, can monitor all the instances of this process.




Save

Process Monitoring x & Process Owner Add
Show information about the process % & Supenvisar

and all its instances in the "Process

Monitor" section X Chief Accountant

X Payroll Accountant

Fig. 105. Configuring the process monitoring permissions

Process Monitor page gives information about the number of active tasks as well as active,

completed and interrupted instances of a certain process (Fig. 106).

| Processes

Process Monitor
s My Processes w Process Information

Process Monitor

Active Tasks Completed Interrupted
? All \" Leave Request 2 2

_ 1 0
-/ [ Process Monitor

Fig. 106. Process monitor

On the main page, in the Left Menu select Processes — Process Monitor — process name

— the Process Monitor Page opens. Here you can find detailed information about all the

instances of the selected process (Fig. 107).
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Fig. 107. The Leave Request process monitor page

On the process monitor page, in the collapsible panels at the top of the table, you can find

information about the state/statuses of the process instances and the names of the task

executors (Fig. 108).

v Process Inforrmation

Version Number (Mo.)

Published

Created

~ Showing by swimlanes and executors

8 (Map) Owner Tailor E.

8/24/2015 2:14 PM Administrator Supervisors Bailey F.

8/21/2015 5:35 PM Administrator

~ Swimlanes and Tasks

w Executors

CEOQ 0 Brown O. 1
HR Director g BaileyF 2
FPayroll Accountant 0 All Processes
Initiator 1
Initiator's Manager 2
v Showing by statuses
Status context variable is not defined in the process v States
Active 3
Completed 1

All Processes

Fig. 108. Collapsible panels on the process monitor page
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5.3.4. Execution Queue

Processes — Execution Queue contains information about all the instances currently
processed by the execution service and the list of execution errors. If ELMA fails to execute
any process operation, the error info will appear in the Execution Queue section (Fig. 109).
This section is especially useful for ELMA Administrators, as they must promptly monitor
process execution. By default, only the users from the Administrators group have access

permissions to this section.

Process execution errors mostly occur in scripts (see Chapter 5, p. 5.6.5 Scripts). If no errors

occur during the process execution, this section will be empty.

The system will make at most nine attempts to perform the operation. The occurred errors will
be shown in the Process Execution Queue. You must correct corresponding errors (usually

you need to edit the business process model) and start forced execution of the erroneous

operation.
. Administrator ?
O Aug 24 & :
Monday - \,@ [
o] FleEsEsss Process Execution Queue
My Processes Quantity | 15 ltems found: 1 Pages: L§-,
B Process Monitor Status Frocess Instance/Process Operation  Created On Last Execution Next Execution
Incoming invoice from UMB AG 8/1/2015 3:45 PM
1 Improvements = Error coming Involc = Getchief  8/1/2015 2:43 PM i
Incoming invoice processing Error (attempt 9} @
| Documentation Items found: 1 Pages: L§1

3| Execution Queue

Fig. 109. An example of the Execution Queue sub-section




5.4 Improving Business Processes

Another stage of PDCA cycle is the business process improvement. ELMA has a flexible
structure and you can edit your processes even after their implementation. Moreover, you can

apply your changes immediately.

Sometimes, users come up with improvement ideas and make suggestions about the process

model, task forms, etc. during the process execution or after its completion.

ELMA has process improvement tools to consider and process these suggestions (Fig. 110).
Any user at any process stage can use the Improve button to make an improvement
suggestion. The suggestion will be sent to the process owner who decides whether to make an

improvement or reject it. You can improve processes without executors’ suggestions.

When a user creates an improvement suggestion, ELMA starts an instance of the
Improvement process. The user who creates the improvement suggestion is the initiator of
this instance. ELMA executes this process as any other process. You can also modify the

improvement process, so that it meets your company’s specific needs.

1

Improve

Fig. 110. The Improve button to submit a suggestion

Below see the Improvement Process map (included in the standard delivery) (Fig. 111):
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Initiator Process owner Executor

=)

Getprocess owner

&pprove the ‘
process Improve the
improvement Appr process
proposal ®

a»

Theimprovement

proposal has been € -
rejected Reject

Theprocess has o
been improved Completed

Fig. 111. The Improvement Process map

Suggest an improvement for the Leave Request process at the first process task. To do this,
in the task window, click the Improvement button and enter the improvement description in

the new window (Fig. 112). Then click Send:

Process Improvement X

Enter a description of the improvement and click "Send”
Topic *
Improvement - Leave Request

Description *

Cancel

Fig. 112. Making a suggestion concerning process improvement
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The improvement of the Leave Request process starts. The process owner receives a
suggestion for approval. According to the Responsibility matrix settings, the process owner

is the HR Director. Therefore, the approval task will appear in the task list of the HR Director.

If the process owner is not specified, the users who made a suggestion must approve it

themselves.

The process owner will consider the suggestion and approve or reject it. If the suggestion is
approved, the process owner will select the executor, specify the due date and, if necessary,

add a comment.

After that, the Improve Process task will appear in the task list of the selected executor. In
the task form, the executor will find the improvement description and the link to the task,
which became the starting point of the improvement. The executor must improve the process
in ELMA Designer and report back. Then the initiator will receive a notification about the

improvements made to the process.
You can see all the process improvements in Processes — Improvements (Fig. 113).

While you make improvements, ELMA continues executing processes. You can start the
improved process version in ELMA Web Application immediately after you applied the

changes and published the improved process.

(o) FEdess Business Process Improvements
My Processes
Qe
B Process Monitor
Advanced Search
) Improvements
- an Quantity 15 ltems found: 3 Pages (AR - 3

i Ty improvements Instance Name Process Name Current Tasks, Operations and Sub-Processes Start Date End Date Responsible Map

~ % Processes

Improvement proposal
T AllProcesses

; E forprocess incoming  Pracess improvement C} Approve the process impravement propasal (Administrator)
WV Current mail processing

Ti2i2015 2:56

- Bailey F Map

Process i =No current i TRR1S 235 TRR018 237 Administrator May
" PH PH A ap

P N t Ti2i2015 2:32 7122015 2:37 ) rat M
< Ad M
rocess impi o curren Bu - Administrator ap

o 2 ~
ftems found: 3 Pages =)

Fig. 113. Improving processes. Improvements — All

Improve processes as many times as you need to achieve the desired result.




5.5 Specifying the Process Access Permissions
ELMA offers several levels of access to business processes. There are global access settings
for all the processes and individual access settings for each process.

Manage the process access permissions at all levels in Administration — Business Processes

(Fig. 114).

gy Administration Business Processes

-".r Processes
Alist of published business processes. Here you can configure access to process instances (assign permissions to view
instances. edit or interrupt them etc.)

@ Access Permissions for the "Business Processes" Module
© List of access permissions for the "Business Process" module

| General Settings of the "Business Processes" Module
Here you can change general settings of the "Business Processes” module

3}

L& Business Processes

Fig. 114. Administration — Business Processes

Specify the global access permissions for all the processes in Administration — Business

Processes — Access Permissions for Business Processes module.
In this section, you can configure the access permission for:

¢ the Business Processes section and its sub-sections;

e the process improvement tools and functions.

To assign access permissions, add a user group to the corresponding permissions unit (Assign
Groups button); to remove access permissions you must remove the group from the
permissions unit. You can also edit the group: remove or add users from/to the group with

certain permissions.

In Administration — Business Processes — General Setting of Business Processes, you
can select the process task author. Choose Yes or No for Execute on behalf of the user

responsible for the instance option.




If Yes, the user responsible for the instance (by default, it is the process initiator) will become
the author of all the process tasks. In this case, the responsible user will have access to all

the process tasks.

If No, the user responsible for the instance (by default, it is the process initiator) will become
the author of the first instance task; the author of each subsequent task will be the executor
of the previous task. The user responsible for the instance will have access only to the tasks

placed in their swimlane.

In ELMA, you can specify access permissions for the instances of a certain process. Configure

these settings in Administration — Business Processes — Processes (Fig. 115).

Access Settings - Processes

= | All Processes
+ Contract Management
+ Projects+
foe ¢ Process improvement

“[@) Leave Request

Fig. 115. Access to processes

This page shows the list of all the processes. To configure access to a specific process, click
on the process name to open the page with access permissions for this process (Fig. 116). The
access permissions are assigned for the user groups, organizational structure elements,

specific users and process roles.




Name Users/Roles Operations

My Processes % B current Executor Add
Listlmlcthe process instance % cb Initiator
participants

X r_b Responsible for Instance
Process Monitoring Add
Show information about the process x cb Process Owner
and all its instances in the "Process b r_b Supervisor

Monitor” section

Participant List Management Add
Allow to view, add, and delete % & Process Owner

participants on the process instance X &3 Responsible for Instance

page

Assign Process Instance Add
Responsible % B Process Owner

Allow to assign the user responsible for X r_b Initiator
the process instance

Allow to edit context variables of

process instances cb Responsible for Instance

Reassign Tasks cb Process Chwner Add

Allow to reassign process tasks with l:b Responsible for Instance

active "Forbid to reassign” option

Process Interruption % cb Process Owner Add
Allow to interrupt process instances % cb Initiator
Task List b 4 ,b Process Owner Add
Allow to wew: the list of active tasks % cb Responsible for Instance
and process instance maps
X &3 Current Executor
X r.b Current Executor Chiefs
¥ B Initiator
Edit Process Context * cb Process Cwner Add
X
X
X
%

r.b Current Executor Chiefs

Fig. 116. Default access permissions for the process

Description of access permissions for a process:

My Processes — Define a list of the process instance participants. The users specified in this
section can see the process and all its instances in ELMA Web Application — My Processes

sub-section.

Process Monitoring — Define the users who can see the process and all its instances in ELMA

Web Application — Process Monitor sub-section.

Participant List Management — The users specified in this section will see the Participants

tab on the process instance page. In this tab, they will be able to view, add and delete




participants. The specified users also will be able see the process instance in ELMA Web

Application — My Processes sub-section.

Assign Process Instance Responsible — allows you to assign the user responsible for the

process instance.

Process Interruption - the users specified in this section will be able to interrupt the process
at any stage, for example, in case of falsely started and outdated processes or the processes
with critical errors. Users with these permissions will see the Interrupt button on their

process instance page.

Task List - the users specified in this section will see the Current Process Tasks tab on their

instance page. The tab allows users to view the list of active tasks and process instance maps.

Edit Process Context — allows users to edit context variables of the process instances. The
users specified in this section will see the Edit button on the process instance page. By
clicking this button, they will be able to open a page with the list of editable context variables.
Warning! Changing context variables may affect the further process execution and cause

errors!

Reassign Tasks - the users specified in this section can reassign the process tasks. When

these users open a process task, in the top task menu they will see Actions — Assign button.

Fig. 116 shows the default permissions for every published process. Fig. 117 shows the edited
permissions for the Leave Request process: ELMA Administrator now has permissions to
interrupt the process and edit the process context; the accountants now have permissions for

process monitoring.
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Permission for "Leave Request"

Name Users/Roles Operations
My Processes 3 M5 Current Executor =+ Add
LISt.O.i the process instance »® & Initiator
participants

b 4 & Responsible for Instance
Process Monitoring % B Process Qwner + Add
Show information about the process »® a Supervisor
and all its instances in the "Process .
Monitor” section #® % Chief Accountant

% Payroll Accountant
Participant List Management + Add
Allow to view, add. and delete bt @ Process Qwner
participants on the process instance b 4 & Responsible for Instance
page
Assign Process Instance + Add
Responsible ® B Process Owner

Allow to assign the user responsible for X & Initiator
the process instance

Process Interruption & Process Cwner + Add

& Initiator

& Administrator ELMA

Allow to interrupt process instances

Task List
Allow to view the list of active tasks

B Process Owner =+ Add
& Responsible for Instance

& Current Executor

& Current Executor Chiefs

& Initiator

B Process Owner =+ Add

& Responsible for Instance
8 Administrator ELMA

and process instance maps

Edit Process Context
Allow to edit context variables of
process instances

Reassign Tasks & Process Qwner + Add

& Responsible for Instance
& Current Executor Chiefs

Allow to reassign process tasks with
active "Forbid to reassign” option

X HH KA HAAXAX XXX

Fig. 117. Access permissions for the Leave Request process
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5.6 Assigning Substitutions

ELMA has a mechanism that allows one employee substitute for another during their absence.

When you assign a substitute user in ELMA:

the substituted user will still receive periodic tasks and messages;

e the tasks assigned to the substituted user prior to the date of substitution, won'’t be
automatically reassigned to the substitute;

e new process tasks are automatically assigned to the substitute user;

e on the task page you will see a notification on the user substitution (Fig. 4), but you

will still be able to assign tasks. The created task will be assigned to the substituted

user (will not be automatically reassigned to a substitute).

This means that the system automatically checks for substitutions only when assigning
process tasks to the user, in other cases, the author is warned about substitution when

choosing a process executor.

To manage substitutions go to Administration — Users — Substitutions section (Fig. 118).
You can allow a specific user to access this section in Administration — Application Access
Settings — Global Access Settings — Substitution Administration. By default, only ELMA

Administrator can assign a substitute user.
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Fig. 118. Administration — Users — Substitutions section

To assign a new substitute in the top menu of the Substitutions section click Add

Substitution button, fill in the substitution form and click the Save button (Fig. 119).

B @ Administrator ?

Save Cancel o — N
o G {\ v f}

Assign Substitute User

Substituted *

Substitute *

Start Date *

Brown Oliver (Department Head: IT Depz
Keller Carl (Department Employee: IT De

08/31/2015  [&]

3
2

End Date * 09/14/2015 |

= Yes No

Duplicate / Don't duplicate messages to the substifuted user: if “Yes’, messages will
be sent both to the substituted user and his substitute

Duplicate Messages

~

Early Substitution * 0
Start the substitution mechanism in ... working days before the actual substitution date

* Yes Mo

Reassign / Don't reassign “Completion Check” tasks from the substitufed user to his
substitute

Reassign “Completion Check” Tasks *

= Yes No

Assign view permissions for documents to the substifute if he doesn’t have them

Permissions for Documents *

Fig. 119. Creating substitution

You can see all the information about the created substitution in Substitution Diagram
block in Administration — Users — Substitutions section (Fig. 118) as well as in the
Current Substitutions block if the current date falls within the period between the start

date and end date of substitution.




Assign a substitute for the user who holds the position of IT Department Head on the current
date. Now when you create a task and assign it to the IT Department Head, a warning appears

that another person was appointed to substitute the IT Department Head.

Fig. 120. Substitution warning when creating a task

As for business process instances, if the first task is created in the CEO’s swimlane during
the period of their substitution, this and all the other relevant tasks will be reassigned to their
substitute. In addition, the substitute will be the executor of the tasks that are placed within

the substituted user swimlanes in all the other processes instances.

The substitution terminates automatically after its specified end date. You can edit
substitutions or cancel them before the end date in Administration - Users - Substitutions

section (Fig. 118).

5.7 Extra Options for Business Process Modeling

The previous sections have described main solutions that ELMA offers for business processes
modeling. Here you will find the description of the additional features for quick and fine

adjustment that will make your system even more user-friendly.




Full description of the possibilities for process modeling see in ELMA Help. This chapter gives

information about the basic and most frequently used functions.
5.7.1. Instances Naming Methods

ELMA can automatically generate unique instance names according to the templates. The

process initiator is not required to enter the instance name manually.

Select the instance naming method in ELMA Designer. Open Processes — on the process

toolbar click Instance Names (Fig. 121).

.Eﬂ Organizational Structure Processes Objects Document Management Projects KF1 Reports Scripts Publication
— S | | =S
ﬂ H |_é ’ '\.é P I i ol a l_l__L| L= 4 DB X

Model Save Check New Start_ Visibilty  Instance Instance Process | Documentstion Poliy Image = Print 108 % ) @ E
- - Sub-Process Debugging | ofVariables Mames Statuses Indicator -
Section General Settings Export Print Scale Edit

Fig. 121. The Instance Names button on the process toolbar

In the window that appears, select instance naming method: manually or template (Fig. 122).
You can also select Ask for Process Name option, if you want to allow the instance initiator to

change the instance name.

Fig. 122 shows the default instance naming method: when starting the process, the initiator

must enter the name manually (select Manually).

O Instance Naming Method = B

& Manually

if & key variahle is defined, its name will be used as the name of the insfance. Otherwise
wsers will have to specify it manually when siarfing the process

Template

The instance name will be generaled from the femplate. ff may contain cusiom fext with
inserts ke {5 arableName}

#| Aszk forinstance name

@ oK (&) Cancel

Fig. 122. Selecting the instance naming method




If you select Template, the name of the process instance will be generated according to the
specified template. The template can contain process context variables and custom text. To

see the list of the available variables, click Insert Variable (Fig. 123).

O Instance Naming Method - 0

Manually

If 5 key variable iz defined, its name will be used as the name of the instance. Otherwize users will have fo spacifis it
manually when starting the process

® Template
Tha instance name will be gensrated from the femplate. [t may comtain custom fext with inserts like
{5\arahiaNzms)
|F~!equest for
Insert Variable v
Context v | Process Instance
Active Instance  » Ui
Initiator .@ DK @Canoel
Initiator’s Manager
Leave Type
Request Text
Start Date
End Date

Manager's Comment
Director's Comment

Leave Pay Ammount

Fig. 123. An example of the Insert Variable menu

For the Leave Request process select the Template option. Then in the input line type the
following: Request for {Request Type}, {Start Date} to {End Date}, from {Initiator's Full Name).
The values in italic, enclosed in curly brackets, will be automatically inserted for each new

process instance. See the example below Fig. 124.




L Instance Naming Method = =

Manually

Iz kay vanahie iz defined, its name will ba used as the names of the instance. Otherwise users will have fo specify it
manuzlly when siarting the procass

® Template

Tha insiznce name will be genarated from the femplate. It may contain cusiom fext with inserts ke
{SlamableNama}

|Hequest for {8Context. Leave Typel, (SContext. Start Date) to {SContext . EndDate} from {SContext. Initiztor. FullName} |

Insert Variable -

& oK () Cancel
Fig. 124. Selecting naming method for the Leave Request process instances

To save and apply the changes, save and publish the process. Now when you start the Leave
Request process, you will only need to confirm the execution, ELMA will automatically
generate a process name right after the start and change it when the context variables change.

An example of the process instance name generated according to the template see in the Fig.
125.




Request for Regular Paid Leave, 9/1/2015 to 9/15/2015 from Nelson James
Process Name Leave Request (version 10)
Process Instance Request for Regular Paid Leave, Initiator
9/1/2015 to 9/15/2015 from Melson Melson J.
James
I Initiator Melson J. I
I Leave Type Regular Paid Leave I
Start Date 12015
End Date 9152015

Fig. 125. The automatically generated name of the Leave Request process

5.7.2. Operation Markers

Some BPMN elements in ELMA BPM have advanced settings: Operation Markers. Markers

show that the operation has additional execution parameters.
There are several types of operation markers:

e Conditional Operation;
e Loop;

e Multiple Execution.
You can use markers for the following operations:

e Sub-Processes;
e User Tasks;

e Notifications.
The list of the available markers depends on the operation type.
You can use all three marker types for the External Sub-Process operation.

You can use Conditional Operation and Loop for the Internal sub-process and Task.




For the Notification, the Conditional Operation maker is available.

Click the Change Marker button and select the operation marker (Fig. 126). In the operation
settings window a new icon will appear that corresponds to the marker type. An operation

marker icon will also appear in the operation graphic model indicating marker’s type.

O Marker = B

C] & h/A

@ Multiple Execution
@ Conditional Operation
Loop

Change Marker I@ DK @Canoel

Fig. 126. The Change Marker button and the marker selection window

The Multiple Execution marker

You can use this marker if you need to simultaneously start multiple instances of a sub-
process. The system executes these instances independently from the parent process while

still executing the parent process in accordance with the model.

In most cases, the Multiple Execution marker is used when a user needs to start a sub-

process instance and still be able to work without suspending the parent process.




The Conditional Operation marker

You can sequentially add one or several conditions and specify the comparison operator. The
conditions will be checked and if the result is True, the activity will be started; otherwise,

ELMA skips the activity and the process continues using the default sequence flow.
You can specify conditions in a table or in a script.
The Loop marker

In the Check Do-While Loop specify whether the condition is checked before an operation or
after it. Suppose the condition is not true when the process flow reaches the operation. ELMA
will still perform this operation, if the condition is checked after the operation. If the condition

is not true, and it is checked before the operation, ELMA will not execute it.

The operation will loop while certain condition is true. If the condition is not true, the process

continues.
5.7.3. Process Statuses

ELMA offers one more option for business process monitoring - the process instance statuses.

Statuses help to monitor the execution of the process stages.
A process instance status allows:

e searching process instances by status (advanced search parameter);
e creating user filters for the processes;

e sorting process instances by status (on the Process Monitor page in the Display

by Status block).

To create process instance statuses, open ELMA Designer — Processes — on the process

page click Instance Statuses (Fig. 127).

.:a Organizational Structure Processes Objects Document Management Projects KPI Reporis Scripts Publication

& = I 4 (e ) A ] @) =
am H | é x% ';)J :L -~ al ] = "u\\, 4 PBRR
Model Save Check New Start Visibilty  Instance Instance Process = Documentation Policy Image  Print 108 % B & @
- = Sub-Process Debugging | of'Variables MNames Statuses Indicator =
Section General Settings Export Print Scale Edit

Fig. 127. The Instance Statuses button in the top toolbar

In the window that appears, click Add Variable to create a new variable that the system will

use to determine and store the process instance status (when adding a context variable, use
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the default settings). Click Add status button and type the new status name. You will see this

variable in the list of context variables, on the Context tab of the process page (Fig. 128).

Specify the statuses of the Leave Request process instance. Use the following statuses:
Pending Approval, Rejected, and Approved. In the status settings window, click Add Status
and type the status names. Select an action in case the process is interrupted: click the Select
Action button at the bottom of the settings window and select Reset Status (Fig. 128). Click
OK to save the settings.

O Configure process statuses - B

Selecta "Drop-Down List™type context variable

| Process Instance Status - | Iiii Add Variable

Ihe sistus can De represemted by Sy E?mp—ﬂawn Dsf‘-{ypﬁ confaxt vanahle wihere
the "Farticipates in Fiffer” propery is seffo "Yes”

Process Instance Statuses

~Status |Status Code | | | |

Pending Approval PendingApproval 1 f b4
Approved Approved tI7K
Rejected Rejected t 72K

Action when Interrupting Process Instance

Select Action Keep the current status

oK (&) Cancel

Fig. 128. Configuring the process statuses
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You can change the process status:

e manually in the user task, if the context variable, which defines and stores the
status, is shown on the task form and available for editing;
e in the process script;

e with the Change Process Instance Status plug-in.

When executing the process instance, the most convenient way to change its status is to use
plug-ins. When using plug-ins, you are not required to create scripts or change statuses

manually.

On the Graphic Model tab — on the side panel — in the Plug-Ins block — find the Change
Process Instance Status plug-in and place it at the point of the process model where the

instance must change its status (Fig. 129).

(&) Change Status 1 = =
General | Setings

Plug-Ins

= |_] Process Instance Statuses HName * Change Status "Pending Approval”
- [} Changing process instance status
Description

Fig. 129. Changing the process instance status with a plug-in

To configure the plug-in: double-click on this element in the process map. A window opens.
Change the name (preferably, indicate the status that the process will receive at this operation)
and go to the Settings tab. In the drop-down list, choose the status, which the process

instance will receive at this operation (Fig. 130).
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o Change Status 1 - 0
General |Sefiings "
Status |Z|
Select the status that will be ass5 {Pending ApprovaljPending Approval
this task {Approved}Approved
{Rejected)Rejected
@ok &) Cancel

Fig. 130. The Settings tab — settings the Change Process Instance Status

After you have placed all the plug-ins to the graphic model of the Leave Request process, the

process map looks as follows:

Initiator

Initiator's Manager

HR Director

Payroll Accountant

End Process

Fill in Leave
Request Form

Pass Request to

Leave Request ¢
Rejected

Approve Leave
Request A

ore than 1 day

Approve Leave

Reject

Request

Approve

1 day or less

Notification about
Leave Less than 1

HR Department

(C]

Completed

Pass Request to

Day

J:cor\i Requesg,

HR Department

[C]

‘ ympleted

UnpaidLeave

Paid

Leave’

Calculate Leave
Pay

Leave Pay Calculated

Completed

4
A

o

Completed

|l.
Pay Leave Pay

Fig. 131. The Leave Request process map with change status plug-ins

You must save and publish the Leave Request process to apply the changes. Now all the new

process instances will change statuses.
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Leave Request

Process Leave Request
State

Instance Name

Initiator

Responsible

Find Instances JSENEEENSIC

Hide Search Fields

~ Process Information

Version Number (No.) 11 (Map)
Published 8/24/2015 5:16 PM Administrator
Created 8/21/2015 5:35 PM Administrator

Start
Date

End

Date

My

Process

Role

Also now, in the Process Monitor you can monitor the process execution and search instances

by statuses (Fig. 132).

Process

Insta
Statu

nce
IS

Pending Approval
Approved
Rejected

EQL Search

» Show by swimlanes and executors

~ Show by statuses

(

Owner

Supervisors

v Statuses
Not installed
Pending Approval
Approved

Rejected

RN

v States

Active

Completed

Taylor E

Bailey F.

5

1

All Processes

Fig. 132. The process instance statuses in the Process Monitor

In the Statuses section, you can see the update number of the processes with the specified

statuses.

5.7.4. Using Triggers

When modelling business processes you can use triggers or causes in BPMN notation.

In ELMA, there are three types of events: the start event, the intermediate event and the

end event. Start and intermediate events can have triggers. Such elements as user tasks or

scripts can also have triggers to escalate the process flow (to continue the process execution

automatically).

Within the start event, you can place the Timer trigger, which is the specific time when the

process starts.




Within the intermediate event, you can place the Timer trigger or the Calculate Metric trigger.
Use the first one to delay the process execution for a specific period and the second one to

specify the process stage limits for metrics and KPI calculation.

With the User Tasks, Sub-Process, Wait for Message elements and the document management

elements you can use Timer and Script connectors.

You can also use the connectors with the Timer and the Process Error triggers to link Scripts

with other elements.

Below find the examples of the common triggers usage. Learn more about the triggers in ELMA

Help.
5.7.4.1 Starting Business Process Automatically

ELMA can start business processes automatically.
Circumstances that trigger the start of a process are:

e A timer (time of the start event i.e. ELMA initiates the process at this specified time);
e An external event (ELMA starts the process with a web request or through a web

service, from other information systems).
Timer trigger functions

This feature allows you to start processes on a regular schedule. For example, processes
associated with the report submission or closing of the period, etc. This feature is also often

used to synchronize the data with the third-party systems.

E.g., take a closer look at the Weekly Reports of Managers process. This process has the
following description: every Monday, the Financial, Technical and Commercial Directors must
send their weekly reports to the CEO for analysis. The process graphic model will look as

follows (Fig. 133):




CEO

CFO

Secretary

Commercial Director

Technical Director

Completed

Review Weekly L,

l

Create weekly
report

l

Create weekly
report

l

Create weekly
report

5 A
Completed - I ~

Reports g

Q

ompleted Completed

The start event of the process does not have additional settings yet. Therefore, the user who

holds the position of the Secretary must start the process every Monday.

Configure Timer to trigger the start event automatically and exclude Secretary's weekly

actions.

Double-click the start event — the settings window opens — enter a name — click Change

Trigger button — select Timer — click OK (Fig. 134).

Fig. 133. The Weekly Reports of Managers process model
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O Start Reporting - DO
General Timer Settings 'Form (context)
Name |Start Reporting |
Description
Event Type
Change Event Type O Start ‘
. Tngger .
{ Change Trigger @ Timer ‘

@ oK E) Cancel

Fig. 134. Configuring the start event. The General tab

A new Timer Settings tab will appear at the top of the window. Go to the Timer Settings tab
and configure the schedule as follows (Fig. 135):
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O Start Reporting = B

General | Timer Settings ' Form (Contesxt)

Parameters
Once Start 71612015 - 9:00:00 ANE
Every day
Repeat every 112 week t
@) Every week
< nda g
Every month Monda Frida
Tuesday Saturday
Wednesday Sunday
Thursday Select all days

Advanced Parameters

Repeat task every
Finish

/| Enabled

&) OK @ Cancel
Fig. 135. Configuring the start event. The Timer Settings tab

In the Start field, specify the next Monday, select Eevery week —Repeat every Monday.
To confirm settings click OK. Note that you must specify a future date (a date that has not
yet occurred) to provide a correct first start of the process. Now in the center of the strat
D

event you will see a clock “= which represents the Timer trigger.

Configure the process instance name according to the template: Weekly Reports of Managers
{Start date}. To do this, click Instance names — Template — in the input string type: Weekly
Reports of Managers. Then click Insert Variable — Context — Workflow Instance — Start
date. The template string will look as follows: Weekly Reports of Managers
{$Context.WorkflowInstance.StartDate}. Click OK.

Save and publish the Weekly Reports of Managers process. Next Monday, ELMA will
automatically start the process. Note, that only static swimlanes can contain the Timer Start

Events.

In ELMA Web Application, you can see the start date/time of the new processes in

Administration —» System — Scheduler in the Business Processes unit (Fig. 136).




Business Processes
Start Process "Directors’ Weekly Reports™
Start Process "Directors’ Weekly Reports” 8/31/2015 9:00 AM

Scheduler

Fig. 136. ELMA Scheduler

It allows you to start the process out-of-schedule. Click the arrow in the green circle to the

right of the process name. Click the process name to view the process start history.
5.7.4.2 Timer Intermediate Event

Timer Intermediate Events allow you to delay the process execution for a certain period. You

can use them in different ways, but this paragraph describes one of the most frequently used.

Configure Timer for the Leave Request process. The payroll accountant has two tasks:
Calculate Leave Pay and Hand out Cash. Place an intermediate event between these two

tasks to delay payment until the start date of the leave.
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Calculate Leave
Pay

Leave Pay Calculated

M
@)

a

Pay Leave Pay

Completed

Fig. 137. An intermediate event with the Timer trigger

Click Change trigger button and select Timer. Then configure it as follows (Fig. 138):

e click Change Start Type — select Exact time;

¢ click Change Time Type — select Context variable;

e Context variable — Start Date.

O Event 1 - B
General  Timer Sefings

- Timer Start Type
Change Start Type | \‘_ﬁ Exact Time
- Time Definition Type
Change Time Type 'H Mew variable name

- New variable name

Start Date - | Iii Add variable

@ oK (&) Cancel

Fig. 138. Timer settings for an intermediate event
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Save and publish the process. Now at this intermediate event ELMA will delay the execution
of all the new instances until the timer goes off (the Start Date occurs). If the process arrives
at the point where the Timer is placed, but the leave has already begun, ELMA will not delay

the execution of the next task.
5.7.4.3 Escalation

Sometimes, when executing the business process, you will need to quit a task, for example,

to continue process if a user task is overdue.
For such cases, ELMA offers the escalation mechanism.

To escalate the process means to automatically quit an activity when a timer goes off, or when

a script condition or an error occur. Configure Escalation in the connector’s settings.
The available escalation types are:

e N/A — quit the task when clicking the respective button in ELMA Web-Application;

e Timer - quit the task when the Timer goes off;

e Exception Handling - quit the script if an error occurs and send relevant
notification to the selected users. This option is only available for the outgoing script
connectors;

e Script - quit the task if the script is true.

To select escalation type in the Connector settings window, click the Edit button. To specify

the escalation conditions open the Timer Settings tab or the Script Settings tab.




Escalate

Edit (=))  Script

Fig. 139. Configuring a connector. The General tab

For the Weekly Reports of Managers process, configure escalation for the managers’ tasks.
According to the process model (Fig. 133) all the managers must complete their tasks (Prepare
Weekly Report), before the system sends these reports to the CEO (Review Weekly Reports).
Configure the connectors that will escalate the process if the Prepare Weekly Report task is

not completed within 4 hours.

For each manager’s task, draw an additional escalation connector with the Timer trigger. Fig.

140 shows the required connector settings.
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o Escalation - B

Timer Start Type

| Change Start Type | K“_@ Relative Time
Time Definition Type

| Change Time Type | lﬁ Exact Value
Time Yalue

Day(s) Hour(s) Minutes(s) Seconds(s)

| of] | a5 | of] | BE]

| @0k | | @cCancel |

Fig. 140. Configuring escalation with the Timer trigger

Now the map of the Weekly Reports of Managers process will look as follows (Fig. 141):

CEO CFO Secretary Commercial Director Technical Director

|

A4

Escalation Escalati

reate weekly
report
Completed

Completed Completed
4 F
Review Weekly Create weekly
Reports I Completed report

Escalation

Fig. 141. The map of the Weekly Reports of Managers process with the task escalation
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Save and publish the process. Now, if the managers do not complete the Prepare Weekly
Report tasks within 4 hours, the process escalates and the Review Weekly Reports task is

assigned to the CEO.
5.7.5. Scripts

In ELMA BPM, Scripts offer additional possibilities for business process modelling. Scripts
allow optimizing certain tasks that otherwise would be executed in manual or semi-automatic
mode. Scripts are intended for those operations that cannot be represented with the standard

activities in ELMA Designer.

A Script in ELMA is a named C# code fragment that can be accessed from the other program

modules.

The Scripts are widely used in ELMA BPM. Script Builder (available in ELMA 3.6 and higher)
is a visual script editor that makes the work with scripts more convenient. Analysts who design
business process models and do not know C# can use Script Builder to easily create simple

scripts required to execute processes.

This section describes how you can use scripts when modelling business process.
5.7.5.1 Script Task

You can use a Script task if you want ELMA to perform some tasks automatically when the
process arrives at certain points (between two user tasks, at the start event or after the process

is complete).

To add a Script to the business process, open ELMA Designer — Processes — Process List
— process name — Graphic Model tab — in the left toolbar find Script — place Script in
the desired location in the process model. Double click on the Script, the Script settings
window opens. Open the Script tab and enter a name (in the process map the script will be

displayed with this name), and a description. Click Create (Fig. 142).
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O Script 1 =y X
General | Script
- Seript
| | ﬂiCreate - Goto
o Script Builder for ELMA Beta

TheScript Builderis functioning in beta-testmode and can be unstable. If you want to help us test and develop this tool,
please leave yourfeedback on ourtechnical support website. You can also use the standard Script Editor.

Do not display

(&) Open Script Builder

f Open Script Editor

@ ok

Fig. 142. Creating a script

In the window that opens, select the script creating method:

calculations);

e Open Script Editor — create a C# code script.

@ cancel

Open Script Builder — create a script with graphic elements (used for simple

Then, enter the name of the new script: use numbers and letters of the Latin alphabet (Fig.

143).

O Script 1 - =
General |Seript

- Senipt

| - | qureate - Go to
O Add Script = &
Seript Name * |CalculatePayment Date |
@ 0K (@ Cancel
@ ok (&) Cancel

Fig. 143. Script name
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Click OK. The Go To button becomes active. Click it to create a C# code script.

All the process scripts are available in ELMA Designer — on the process page — in the Script

tab. The new script will look as follows:

O ELMA 3.8.0.22551 - O
.En Organizational Structure Processes Objects Document Management Projects KP1 Repors Scripts Publication Style - MAX @

D@ Hie & Q@ K BB & e @

Scripts Save Check New Start Visibility Instance Instance Process | Documentation Policy Image Start
= o Sub-Process Debugging | ofVariables Names Statuses Indicator Emulztion
Section General Seftings Export Scripts

I Process List Leave Request™ ©)

DOQGI'EDhIC Meodel ' ;3 Context 3 Responsibility Matrec | ) Metrics and KPls | g Forms \f}Scnﬂa q:PSeﬂmgs f-\WersionHistory | - Pelicy
Choose ascript | Script Editor

1 using System;

" . . Settings
2 using System.Collections.Generic;
3iusing System.Ling; CgiA\:Id = Delete
4 using System.Text;
5 using EleWise.ELMA.API; [ Links toweb services

6 using EleWise.ELMA.Model.Common;

7:using EleWise.ELMA.Model.Entities;

8 using EleWise.ELMA.Model.Managers;

9 using EleWise.ELMA.Model.Types.Settings;

10 using EleWise.ELMA.Model.Entities.ProcessContext;

11 wsing Context = EleWise.ELMA.Model.Entities.ProcessContext.P_LeaveReauest;

=r[_] Links to global assemblies
1 System
{1 System.ComponentModel Datafn

{J System. Cenfiguration

12 b o] System.Core
13 namespace Elebise.ELMA.Model.Scripts [ Additional Code
1i { 3

15 {summary> 3

16 "Leave Reauest"process script module

17 </summary> 7

18 public partial azs P_LeaveReausst_Scripts : EleMise.ELMA.Morkflow.Scripts.ProcessScriptBase<Context> i

1 { ]

28 / <summary

21 f#/ CalculatePaymentDate

22 ff </summary>

23 f{/ <param name= Context process</param:

T
public virtusl void CalculatePaymentDate (Context context)
{

H

Fig. 144. ELMA Designer — process page — Script tab

You must enter the code between the two curly brackets, after the public void Script Name

(Context context) string.

Create a simple script to calculate the date when the accountant must hand out cash in the
Leave Request process. The process has the Timer that delays the Pay leave pay task until
the leave start date. However, normally the Leave Pay is paid before the leave start date. Thus,
you must add another context variable: Payment Date, type: Date/Time, and calculate its

value automatically.
Suppose the Leave Pay must be paid one week before the start of the leave.

In ELMA Designer — Leave Request process tab — Graphic Model tab — in the Payroll
Accountant's swimlane place the Script between the Calculate Leave Pay task and the

Timer. Click Timer to specify the new context variable: Payment Date instead of Start Date.




Calculate Leave

? Pay

l_ea\fe Pay Calculated

Calculate Payment
Date

—— Pay Leave Pay

Fig. 145. The Script element in the process map

Configure the Script. Double-click the Script and enter a new script name
CalculatePaymentDate (Fig. 142, Fig. 143). In the Script settings window — click Go to
button to go to the script code. Since the Payment Date value is the Start Date minus one

week, the script text is:
C# Code

public virtual void CalculatePaymentDate (Context context)

{

context.PaymentDate = context.StartDate.Value.AddDays(-7);

}

"PaymentDate" and "StartDate" are the names of the context variables Payment Date and

Start Date. If your context variables have other names, you must use them in your script.

The context variables are accessible through the context and can be referenced within the
script. The code editor window supports Intellisense technology that gives contextual help in
writing code. When you type a dot after a context, a list of all the available methods and

parameters opens, so you will not have to write out the whole item. (Fig. 146).
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4 using System.Text;
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Fig. 146. Viewing the list of methods and parameters of the context variable

To check the script syntax click the Check button on the toolbar. You can also check the
script by clicking Start Emulation button. (Find more information in ELMA Help).

After you have created and checked the script, save and publish the Leave Request process.
Now the Timer between Calculate Leave Pay and Pay leave pay will go off one week before

the leave start date.
5.7.5.2 Script on Changing Variable Value

You can use scripts in other ways without placing and configuring Script task in the process

graphic model.

If the variable values in user tasks change you can use scripts to do calculations, determine

object properties or change the display of certain fields depending on the values of other fields.

To create a script that activates when the value of a variable changes, you must configure the
form of the required task. To do this, double click on the task — Task settings window opens
— go to the Form (Context) tab — click the variable that will change and activate the script
— variable settings window opens — go to Advanced tab — click Specify Script to add a

script (Fig. 147).




O Fill in Leave Request Form = B
General | Form (Context) ' Form Settings ' Execution Time ' Transitions ' More /Policy
Form Type: ® Simple Form Form Builder
‘ oF Add Move = tup ¥ oown &£ Edit & Delete
All Properties Displayed Properties
Initiztor Property | Name on the form | H-ECIL| F{ea(| OnCt
Inttiztor's Manager Initiator Employee's Full Name ]
Leave Type Leave Type Leave Type O
Request Text Request Text Fequest Text O
Start Date Initiator's Manager Initiator's Manager O
End Date Start Date: Start Date L]
Manager's Comment * :||End Date End Date O
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Leave Pay Ammount @ s
Process Instance Status * ) o
Duration }  [Process Context Property] Settings ~ —
General | Advanced ' System
OnChange value script
Mot sefacied Add Script
OnLoad formscript
Mot zefacted Add Script
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Fig. 147. Configuring a process context property

Then, create a new method (click Create button) and write a code.

In the task settings window, you will see & icon displayed in the Scripts column, next to the

variables that activate the script (Fig. 148).

E.g., create a script that will calculate the leave duration (in days) in the Leave Request

process. To do this, add a new variable to the process context: Duration; type: Integer. Then

add it to the form of the first task and mark it as Read Only (Fig. 148).

Create a script that activates when the Start Date and the End Date values change (Fig. 147,

Fig. 143). The script name is CalculateDuration. The script text is as follows (the text after

// is a code comment and it is not executable):

C# Code

public void CalculateDuration (Context context, EleWise. ELMA.Model.Views.FormViewBuilder<Context> form)

{

/ /to calculate leave duration both dates are required, therefore, make sure that the fields are not left

blank
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if (context.StartDate != null && context.EndDate != null)

// and - if they are filled in - calculate the duration

{
// add a new time variable to store the time span between two dates
TimeSpan HowTime = context.EndDate.Value - context.StartDate.Value;
// calculate the number of days between the two dates. If the dates are equal,

then the number of days is 0, then add +1 to the calculated value

context.Duration = HowTime.Days + 1;

}
Use this script on changing of both variables (the Start date and the End date).

Start Date Start Date [ &=
End Date End Date O &
Duration Duration O

Fig. 148. A variable with a script icon
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Start Date * 08/30/2015 &

End Date * 08/31/2015

Duration 2

Fig. 149. The script-calculated variable value in the task form in the web application

After you have saved and published the process, ELMA will calculate the leave duration on
the form of the first task according to the specified dates (Fig. 149). Note that ELMA calculates

the Duration, if you change at least one of the date variables.

You can also use scripts on changing variables to control the display of the context variables
in the task form (dynamic task form). Such scripts are very similar to the form loading scripts.

That is why in the next section they are considered together.
5.7.5.3 Form Loading Scripts

ELMA can execute scripts when loading task forms in business processes as well as when
loading document forms and objects. Here you will find only an example of a script on loading

a process task form.




In the scripts on loading a task form, it is recommended to configure only the user task form
(normally you define how the variables will be displayed on the form). Use separate script
blocks or scripts on changing variable value to do all the calculations that affect the process

context.

E.g. Configure a script on loading a process task form. Open the task page — Form (Context)
tab — if you have selected Simple Form type — click Specify Script (Fig. 150). If you have
selected Form Builder — click Form Settings on the toolbar to configure the script on loading

a task form (Fig. 151). Find more information about the task forms in p. 5.7.6.

Formn Type: ® Simple Form Farm Builder

OnlLoad form script

Not selecied Add Script

Fig. 150. The location of a script on loading a simple form of the user task




Form
Settings

O [Form] Settings =
General Advanced System
OnLoad form script

Not selected Add Script

Fig. 151. The location of a script on loading a user task form

Configure the Fill in Leave Request Form task form for the Leave Request business process.
Add a context variable - Reason - to the process (data type: string). It will be shown in the

form of the first task without Read Only and Required options.
The form will change as follows:

o if the Leave Type is Unpaid Leave, the user will see the required Reason field in
the task form;
e if the Leave Type is Regular Paid Leave, the user will not see the Reason field as

it is not required to fill in.
Create a script on loading the form of the first task; script name is LoadingForm; script code
is:
C# Code

public void LoadingForm (Context context, EleWise. ELMA.Model.Views.FormViewBuilder<Context> form)

{

if (context.LeaveType.Value == "Unpaid Leave ")

form.For(c => c.Reason).Visible(true).Required(true);




b
if (context.LeaveType.Value == "Regular Paid Leave")

{

form.For(c => c. Reason).Visible(false).Required(false);

b
H
The variable has three display properties that can take TRUE or FALSE values:

e Visible - variable visibility (true — visible, false — hidden);
e Required - required to fill in the variable (true — required, false — not required);

e ReadOnly — can/cannot be edited (true — read only, false — editable);

The Leave Type variable is defined when the process starts. By default, it is Unpaid Leave;
therefore, ELMA must execute the script as soon as the form is loaded for the first time. You
can use the same script on changing the Leave Type variable when filling in the task form. It
means that, if the user selects Regular Paid Leave as the Leave Type, ELMA will execute the

script and will hide the Reason variable.

Showing/hiding variables scripts on loading forms or on changing variables allows flexibility
in changing task forms, improves the usability of business processes and minimizes errors in

their execution.
5.7.6. Task Forms

When you create a new user task, it has the default task form: all the variables moved to the
task form are shown in a single list, in the order specified in the task settings in ELMA

Designer.

To customize the display of the context variables you can use the Form Builder. You can
configure interfaces of the business process tasks with Form Builder even if you don’t have

special skills.
5.7.6.1 Creating Task Form in Form Builder

To create a new form: in the task settings window — in the Form (context) tab select Form
Builder — click Create New Form button. A window opens. The system will automatically
generate a Form name (adjustable). Click OK to confirm creation of a new task form. (Fig.
152). At any time, you can change the Form type and select Simple Form. If the task forms

have been created earlier, you can select from the existing ones.
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O Fill in Leave Request Form > =
General |Form (contexd) 'Form Settings ' Execution Time ' Transitions 'More ' Policy

Fom Type: Simple Form ® Form Builder

Create New Form Select Existing Form
O Create Form = B
Form Mame * |In'rtiator— Fillin Leave Request Fam |
Dok @ Cancel
@ oK &) Cancel

Fig. 152. Creating a new task form in Form Builder

If you have moved some variables to the Displayed Properties list, when configuring the task,

you will see these variables in the new form created in the Form Builder. Click on the form

image in the task settings window to configure the form (Fig. 153).

O Fill in Leave Request Form
General |Form (Contexd) ' Form Settings  Execution Time Transitions More Policy

- o EN

Formn Type: Simple Form #® Form Builder

Select an existing form or add a new one *

Initiator - Fill in Leave Request Form

v,

Process Information

» Main Pags History | Time Report Log

Employee’s Full Name =Selected item:>

Leave Type = Regular Paid Leave

Request Text =

Initiator's Manager =
Start Date *

End Date *

L] =

Cruration <Vales

Process Transition Buttons

@ oK

Fig. 153. The Form (Context) tab when using Form Builder

(&) Cancel
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An example of the form edit window is shown in the Fig. 154. In ELMA Designer, you can edit
forms on the Forms tab (Fig. 154). By default, this tab is hidden. The Forms tab becomes
visible when you create and/or open one of the object forms. On this tab, you can open several

forms at the same time.

Use the top and side toolbars to edit the form interface by adding and/or removing various

properties and elements.

On the top toolbar you can find buttons that allow to save and delete form settings, undo and

redo the last operation with the form, add columns, panels, tabs, and text to the form.

Use Panel and Tab to group task context and hide information in a collapsible panel or a
separate tab. A well-configured form makes the task easy to understand and helps to execute

it correctly.

8] ELMA 3.8.0.22551 - O
m Organizational Structure Processes Objects Document Management Projects Forms KP1 Reports Scripts Publication Style - MAX @
HO G o= Wi~ =T
Save Close| Form Column Panel Tabs Text
Settings
Edit Form Main Elements

Leave Reguest - Inifiator - Fill in Leave Request Form £

Process Context
Process Information
Process Instance

T*
uID T Main Page ‘ History | Time Report Log |E$
Initiator T
Initiater’s Manager T* Employee's Full Name <Selected item:
Leave Type ! Leave Type * |Regu\ar Paid Leave ‘ v|
Request Text T*
Start Date T* Request Text *
End Date ™
Manager's Comment ™ 4
Director's Comment T
Leave Pay Ammount ™ g
Process Instance Status ™ 1
Duration T
Initiator's Manager * | ‘ - |‘pc}
s ot
Duration <Value>

Process Transition Buttons

Form Elements

Fig. 154. A task form in Form Builder

The left panel shows all the process context variables and the additional form elements that
you can use to create a form. The panel has two tabs: Process Context and Form Elements.

You can switch between these two tabs.

On the Process Context tab, next to each variable you can see three icons. Depending on the

selected icon, the task form will display only specific variable parameter.




The form can show the following variable parameters (move the icons to the form to display

specific parameters in the form):

T property name - display only the context variable name, without the variable value;

- property value — display only the context variable values, without the variable name;

- property description — display only the context variable description.

You can use drag and drop to easily move elements from the left and top panels to the task

form.

Create a new form for the Fill in Leave Request Form task of the Leave Request process

(Fig. 152 - Fig. 154). To edit the form drag and drop items from the panels (Fig. 155).

Process Information

Main Page | History | Time Report Log |1:;h

Employee

Employee's Full Name <Selected entry=

Initiator's Manager * | '|¢}-J'J1}

Description Request

Leave Type * |Regu|ar Paid Leave | .-| Reason

Start Date ™ Request Text *

Duration < Values

Process Transition Buttons

Fig. 155. Creating a task form in Form Builder

After you have saved and published the process, the task form in ELMA Web Application will
change and will look as follows (Fig. 156):




Fill in Leave Request Form
» Process Inforrmation
Main Page  History
Employee
Employee's Full Name Administrator

Initiator's Manager * .l

Description Request

Leave Type * Regular Paid Leave Request Text”
Start Date * 08/25/2015 | [&]

End Date * =

Duration

Fig. 156. A task form in ELMA Web Application

5.7.6.2 Basic form settings

To configure the task form created in Form Builder click the Form Settings button in the

form toolbar (Fig. 157).

H Ui i =T

Save Close| Form Column Panel Tabs Text
Settings
Edit Ferm Main Elements

Fig. 157. The Form Settings button

The Form settings window opens. In this window, you can:

e edit the form name (Fig. 158);
e select View-only option (no editable fields) (Fig. 158);
e specify the script on loading the form (the Advanced tab) (Fig. 151).




O [Form] Settings - =
General 'Advanced 'System

Form Name * Initiator - Fill in Leave Request Form|

View-only form

Fig. 158. The Form Settings window — the General tab

You can also configure displayed variables and form elements. To do this, double click on the

(18]
context variable displayed in the form or select the variable and click “ (the Display Settings

of Selected Element button). The Context variable settings window will open. The same

window opens when you work with the standard form.

When you configure a form element (column, panel, tab), the settings window of this element
opens. When you configure a Column, you can edit only the Element Name, it does not affect

form display.
Panel Settings

In the Panel settings window, on the General tab (Fig. 159) you can edit the panel name and
the panel style (color, design), make the panel collapsible and select the default options:
collapsed or expanded. A collapsible panel in the task form allows to hide reference

information and to make task interface more user-friendly.

On the Advanced tab (Fig. 160) you can configure how the data will be loaded: simultaneously
with the form or later. If the panel contains large amount of information, use this option to

accelerate task form loading.
You do not need the System tab when using Form Builder.
Tab Settings

You configure the Tab in a similar way. In the Tab settings window, on the General tab you

can enter the Tab name; on the Advanced tab select the content display options.
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O [Panel (PanelViewltem)] Settings = B
General 'Advanced System
Panel fitle |Employee] |
The panel canbe collapsed
Style |{3r£r5.r separator - |
@ ok &) Cancel

Fig. 159. Panel Settings — the General tab

O [Tab] Settings = B
General |Advanced 'System
# Load content after going to the tab

The farm will be displayved sooner, but the tah contant will be dispiayed in some
fime affer going fo it

Load content simultaneously with the form
The tab content will be foaded simultansousiy- with the form, buf the form will be
dizplayed Efer

Hide, if empty
Do not show this 2b, if it does not confain 3
significant element (property. fextf or some others)

@ oK &) Cancel
Fig. 160. Tab Settings — the Advanced tab

5.7.7. Metrics and KPIs

Metrics and KPIs provide a measurement tool that helps to make the process both easy and

effective.
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When modelling a business process, you can specify the metrics/KPI checkpoints and
determine their plan values. Then, while ELMA is executing this process instance, you will be
able to monitor the quality of its execution. If the instance metrics do not meet the plan values
(slow execution, unacceptable KPI values, etc.), you will see the instance name highlighted red

in ELMA Web Application.

To create Metrics and KPIs open ELMA Designer — the process page — Metrics and KPIs
tab. You can check Metrics and KPIs values in ELMA Web Application, on the page of the

process or the process instance.

Metric is a value of a certain process parameter that does not affect the process status. In
ELMA Designer, on the Metrics and KPIs tab, in the element list the Metric is displayed as
an icon . In ELMA Web Application, you will see metrics displayed as numeric values.
Unlike the KPI, the metric does not have a plan value or a scale. You cannot specify its status

or use it to set the status indicator of a process instance.

KPI is a value of a certain process parameter that affects the process status. In ELMA
Designer, on the Metrics and KPIs tab, in the element list the KPI is displayed as an icon ¥
. The KPI can have plan, minimum and maximum values and a display scale. In ELMA Web
Application, next to the KPI you can see its status indicator: red, yellow or green. You can set

the status indicator of the process instance based on the KPI statuses.

In ELMA, you can calculate the KPIs of a process instance and the KPIs of the process. The
process KPIs are based on the instances KPIs, i.e. they are aggregations of values across many
instances, where the aggregation function can be average, maximum, minimum or sum. You

can write your own C# script to calculate the KPIs.

The following is a KPI example for measuring Leave Request process. Create a process
instance KPI and a process KPI that will track the time the initiator's manager spent on the

leave request approval. Suppose that the optimum approval time is two working days.

This book describes only one KPI type; however, there are other metrics and KPI types that
allow you to measure how well a process is performed. Find more information about KPIs in

ELMA Help.

5.7.7.1 Creating Instance KPI

To create a process instance KPI or metric you can use one of the following methods (Fig. 161):




e In ELMA Designer — Processes— seclect Process — open Metrics and KPIs tab —
on the top toolbar click Instance KPI button;
e In ELMA Designer — Processes— select Process — open Metrics and KPIs tab —

click on the blank field, the context menu will open — select Add Process Instance
KPI.

KPI

)l Metrics and KPls

I Add Process Instance KPI I

Fig. 161. The buttons to create a process instance metric/ KPI

The creation wizard window will open. You can navigate between the windows of the wizard
with the Back and Next buttons. To cancel KPI creation at any step of the wizard click the

Cancel button.

Step 1. KPI name

Enter a meaningful KPI name. You can also enter a description and select a type (metric or
KPI). The system will automatically assign the property name depending on the KPI name (Fig.
162).




O Add Process KPI = B

Step1 KPIName

KPl Name: * Manager's Approval Procedure Duration
KP| Description
KP1
Name
KPl Type
Calculation
Rule
KPI Type: @ Indicator
Metrics
4 Property Name: ManagerApproval Procedure Dur
} @ Next @ Cancel
Display

Fig. 162. KPI/ metric wizard: Step 1. KPI name

Step 2. KPI Type
Specify the KPI Type (Fig. 163):

e Technical — a KPI defined by the script in the process. It can store the following
data types: Integer, Fraction, Time Interval;

e Time - a KPI defined by the rule you will specify in the next step. It can store Time
Span. In this step, specify whether the system must use the business calendar when

calculating KPI or not.
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O Add Process KPI = B

Step2 KPIType

KPI Type: {'® Technical
1 Time
KPI
MName Data Type: ® ! |nteger
Fraction
Time Interval
KPI Type

Display

= Back P Next (@ Cancel

Fig. 163. KPI/ metric wizard: Step 2. KPI type (Technical)

For the Approval Time KPI select Time type and Use Business Calendar option (Fig. 164).
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Add Process KPI

-
Step2 KPIType
KPI Type: Technical
1 ® Time
KPI
MName Use Business Calendar: 7
Businsss Calendar uses the fallowing defzult settings.
Manday to Fridsy are working aays;
Saturday and Sundsy are nom-working dzys;
working days begins at 0900 and ends af 18:00;
Lunch brezk: 12:00 f2 13:00
ff youw want fo define your own day schedule. working and non-working days. you can create your own business calendsr
KPI Type
Calculation
Rule
@ Back @ Cancel
Display v

Fig. 164. KPI/ metric wizard: Step 2. KPI type (Time)

Step 3. Calculation Rule (Fig. 165)

Specify the KPI calculation rule (only for the Time type KPI).

The process instance KPI can store the following time intervals:

e Business process execution time;
e Stage execution time;
[ ]

Task execution time.

The Approval Time KPI must calculate how long it takes to complete the Approve Leave
task.




Configure the KPI as follows (Fig. 1695):

O Add Process KPI = B

Step 3 Calculation Rule

Calculation Rule: Business Process Execution Time
1 Stage Execution Time
® Task Execution Time
KPI
Name Repeated Execution: Total -
Task Swimlane
[T Fillin Leave Request Form Initiator
2 [] Pass Request to HR Department Initiator
Approve Leave Request Initiztor's Manager
[ Approve Leave Request CED
KPI Type [] Record Request HR Dirsctor
[] Calculate Leave Pay Payroll Accountant
O Pay Leave Pay Payroll Accountant
[T Pass Request to HR Departmert Initiator
Calculation
Rule
Display 4I Back @ Cancel

Fig. 165. KPI/ metric wizard: Step 3. Calculation Rule

Step 4. Display
Configure the KPI plan value and display option. Available only for KPIs.

Enter a plan value (in minutes) for the Approval time KPI: 960 (two 8-hour working days).

Select the Decrease scale.
Fill in the values of the Decreas scale (Fig. 166):

e Minimum - O;
e Maximum - 48,000 (100 working days);

e Maximum critical value - 2,400 (5 working days).
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) Add Pracess KPI - DR

Step 4 Display

Plan Vzlue (In Minutes): ‘980
1 Scale
Scale

KPI
MName

Color

2 Performance

KFPI Type

3

Calculation
Rule

Dsetey @8 Back P Next (@ Cancel

Fig. 166. KPI/ metric wizard: Step 4. Display

If the task execution time is less than the minimum or greater than the maximum value,
ELMA will not consider this value when calculating KPI. Therefore, specify O as the minimum

and 48,000 as a maximum value.

In ELMA Web Application, next to the KPI value and the process name you will see red, yellow
or green KPI indicator, depending on the time the manager spent on the Approve Leave

Request task.

After you have completed all the above steps, the system creates the process instance KPI.
Save and publish the process. ELMA will calculate this KPI for all the new process instances

and will display the KPI indicator on the process instance page (Fig. 167).
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Request for Unpaid Leave, 8/25/2015 to 8/25/2015 from Administrator ELMA

Process Name Leave Request (version 14)
Process Instance Request for Unpaid Leave, 8/25/2015  Initiator
to 8/25/2015 from Administrator Administrator
ELMA
Start Date 8/25/2015 12:10 PM Responsible Administrator
State Running

 Metrics and KPIs

KPI/User Plan Fact  Status

Managers Approval Duration Procedure 16 hour(s) min 21 min 32 second(s} (~ 9
Fig. 167. KPI indicator display

5.7.7.2 Creating Process KPI

You can create KPIs and metrics not only for the process instances but also for the process.
You can use the process KPIs and metrics to aggregate the process instance KPIs. You create

the process metrics and KPIs in a similar way as the instances metrics and KPIs.

Create process KPIs and metrics in the Creation Wizard. To start the Creation Wizard, open
ELMA Designer — Processes— select Process — open Metrics and KPIs tab — on the top
toolbar click Process KPI button. Or in ELMA Designer — Processes— select Process —
open Metrics and KPIs tab — right-click on the blank field, the context menu will open —

select Add Process KPI (Fig. 168). The Creation Wizard window will open.




Process

KFI

) Metrics and KPIs |

| AddProcess kel |

Fig. 168. The buttons to create a process metric/ KPI

Step 1. KPI name

Enter a meaningful KPI name. You can also enter a description and select a type (metric or
KPI), specify the frequency, specify whether the KPI is personal. The system will automatically
assign the property name depending on the KPI name (Fig. 169).

For the Leave Request process, create an Approval Time KPI. See the KPI in the Fig. 169.
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Step1 KPI Name
Displayed Name * |Manager‘s Approval
o Description [
Name
KFI
Value KPI Type: @ Indicator
Metrics
3 Periodicity /| Use Pericd
|Quarter |Z||
Calal:llaeﬁm Persaenal KPI | is personal
|Initiator's Manager |Z|| I*Md\fariable |
Property Name: |Managerﬁppmval |
4 | pret | | Dcance |
Fig. 169. KPI/ metric wizard: Step 1. KPI name
Step 2. KPI Value
Specify KPI Value and Data Type if you select Technical.
O Add Process KPI = =

KFI
Name

3

Calculation
Rule

4

Step 2 Indicator Value
KPl Type: ® Technica
Time
Data Type: ® Integer
Fraction
Time Interval
| gmBack | o Next

| | @ cCancel

Fig. 170. KPI/ metric wizard: Step 2. KPI value
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For the Approval Time KPI of the Leave Request process select Time type.
Step 3. Calculation Rule

Select KPI calculation method and specify the KPI calculation rule. Configure the Approval
Time KPI of the Leave Request as follows (Fig. 171):

o Add Process KPI - o

Step 3 Calculation Rule

1 KFI Calculation Method: In Process Scripts

® |pon Business Process Completion

KFI
Name

Upon Business Process Completion: Start Script
® Calculate from Process Instance KPls !
2 Process Instance KPI: Manager's Approval Precedure Duration -
Formula: Average -
KFI
Value
Calculation
Rule
| @ Back @ Mesxt @ Cancel

Fig. 171. KPI/ metric wizard: Step 3. Calculation Rule

Step 4. Display

Specify the KPI plan value and adjust the scale. For the Approval Time KPI of the Leave
Request process specify the same display settings as for the process instance KPI (see
5.7.7.1 and Fig. 172).




Chapter 5

Business Processes

O

Step 4 Display

- O 4

'] Plan Value (In Minutes): (360

Scale

KFl Scale

Name

Color

Performance

KPI
Value

Calculation
Rule

@ Back

P hext @ Cancel

Fig. 172. KPI/ metric wizard: Step 4. Display

Click Finish to complete creation of the process KPI.

Now, the Metrics and KPI tab of the Leave Request process will display the list of all the

configured metrics and KPIs (Fig. 173). You can create, edit, delete, disable or enable KPIs and

metrics of the process and the process instance. Save and publish the process to apply the

changes.
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O ELMA 3.8.0.22551 - o

.Im Organizational Structure Processes ‘ Objects Document Management Projects KPI Reports Scripts Publication Style - DMAX @
9 He @ Q@ KW ekl o L@ARY]

Metrics and KPls Save Check Start Visibility  Instance Instance Process = Documentation Policy Image Instanoe Prooess
- o Sub—ProDess Debugging | ofVariables MNames Statuses Indicator
Section | General | Settings | Export | Process Metrics and K..|

B Process Iueii ' Leave Request 9\

[ Graphic Model (3 Context |2 Responsitility Matroc | ) Metrics and KPis | o Forms (g3 Scripts [ Settings (1 Version History | . Policy

Process instance KPls

| Name | Type | Calculation Rule
@ Manager's Approval Procedure Duration  Time (Time Interval) Task Execution Time
Process KPls
| Name Type Calculation Rule Period Linked to KPI (KP1}
@ Manager's Approval Time (Time Interval) Upon Business Process Completion- calculste using a for... Quarter

Fig. 173. The Metrics and KPIs tab of the process page

ELMA will display the created KPI on the process page, in the Process Monitor section (Fig.
174).

ELMA BPM Platform 163



| Processes Leave Request

My Processes @

| Process Monitor

Y Al Process Leave Request Q
Process Monitor
Full Pracess Monitor Advanced Search

~ Process Information

Version (No. 15 (Map) owner Taylor E.
<

Published 8/25/2015 3:38 PM Administrator Supervisors Bailey F

Created 8/21/2015 5:35 PM Administrator

> Show by swimlanes and executors
> Show by statuses

v Metrics and KPIs
f Improvements

KPI/User Planned Fact  Status
¢| Documentation

B Manager's Approval (Keaptan 32015} gf}y Diagram
=§| Execution Queue

g 17 hour(s} 40 min 55
Bailey F 16 hour(s) second(s) @

Harris D 16 hour(s) 32 min 30 secondi(s [~}

Processes 10 Tasks 3

Quantity | 15 ltems found: 10 Pages: S Th £
Responsible Start Date Instance Name Map Current Tasks, Operations and Sub-Processes Process Instance Status
Reausstior Regular Paid L
Evl Nelson J. 8/25/2015 3:47T FPM _ . Map =No current operations= Approved
/52045 fram Nelson Jame
R tfor Ul i Leave, 8/25/2015 1 o JJ R t1o HR Depart t
E< administrator 812512015 12:10 PM equestiornpaid Leave, 8221 o Map & |assRequestio AR Deparimen Approved
8/25/2015 from Administrator ELMA . (Administrator)
Requestior Regular Paid L 0,042045-# .
EY NelsonJ 8/24/2015 4:35 PM T Map  =No current operations> Rejected
015020154
Regular paid leave from 12/10/2015 to
E¥ Brown Q. 8/23/2015 2:28 PM gular paj N map  C}Fill in Leave Request Form (Brown 0.}
1212712015
=~ Bailey F. 8/22/2015 2:09 PM RegutarpatdHeave Map =No current operations=

Fig. 174. The process KPI in the Process Monitor section

The Approval Time KPI is a personal KPI for the users represented by Initiator's Manager
swimlane. Now you will be able to estimate the average time each manager spent on approval

and will see whether the manager considered the requests in time.
5.7.7.3 Process Indicator

When creating an instance KPI, in the Step 4 Display (Fig. 166) you define the range of the
instance KPI. Each KPI range is marked with a different color: green, yellow or red depending

on the KPI value: normal (expected), allowable and critical (unacceptable).

You can configure a process indicator to receive up-to-date information about business
process execution and check if there are deviations from the expected values. To be able to
track process performance online, you need to specify the most important process instance
KPIs. The indicator of the selected KPI will be displayed in ELMA Web Application — in the

Process Monitor section. The color of the indicator will depend on the KPI’s range.




In Web Application, the process indicator is shown as a green, yellow or red circle next to the

process instance name. Its color depends on the instance KPI value. You can check the color

of indicators in the My Processes and Process Monitor portlets and in My Processes and

Process Monitor sections. You can quickly take suitable corrective or preventive actions to

improve the process performance, if you see that the indicator is not green.

To enable the process indicators, in the top toolbar of the process page click Process indicator

button, in the emerged window, select Enable option (Fig. 175).

Process
Indicator

O Configure Process Indicator
Process Indicator

@ Enable Disable

Indicator Display
@ Green ® Yes No
i Yellow 8 Yes Ne
@ Red ® Yes Ho

The KPls influencing the process indicator
FProcess KPls
Manager's Approval Procedure Duration

@ 0K

@ Cancel

Fig. 175. Configuring a process instance indicator

Process indicators in ELMA can be of three colors:

e Green (Good) — KPI values meet plan values
¢ Yellow (Allowable) - KPI values are in the acceptable range

¢ Red (Critical) - KPI values are in the unacceptable range

Switch between Yes or No to select indicators that will be displayed in the Web Application.

If the KPI value falls within the range that you disabled, you will not see the indicator next to

the instance name in ELMA Web Application.




In the bottom of the window, you will see the KPIs that affect Process Indicator panel. This
panel displays only process instance KPIs. Select the KPIs that must be taken into account
when calculating the aggregated process indicator. If you select several KPIs, the process

indicator color will correspond to the worst KPI value.

Enable the indicator for the Approval Time KPI. Save and publish the process. Now in the
Process Monitor, next to the process instance name you will see the indicator with the KPI

status.

Frocesses 10 Tasks 3

Quantity | 15 ltems found: 10 Pages: S T o
Instance Name Responsible Start Date Map Current Tasks, Operations and Sub-Processes Process Instance Status
Bl ® ; g . e 8I2012045 Nelson J 8/25/2015 2:47 PM Ma =No current operations= d
T 10-0/5/2045 Fom-MNelsendam ) o ) Hap P Approve
Request for Unpaid Leave, 8/25/2015 to > Pass Reguestto HR Department
=) @ Reaues pac Administrator 8252015 1210PM  Map ¢ oo oot . Approved
8/25/2015 from Administrator ELMA (Administrator)
Ehd O . . Administrator 8/25/2015 1043 AM Map =No current operations= Rejected
S @ . Administrator 8/25/2015 10:08 AM Map =No current operations= Rejected
= "nq nac il ) Melson J. 8/24/2015 435 PM Map =Mo current operations= Approved
Regular paid leave from 12/10/2015 to
= @ Reg ~ n Brown O. 8/24/2015 2228 PM Map O Fill in Leave Request Form (Brown 0.)
1202712015
Ehd O-F%egtﬂar—ﬁarﬁeaare Bailey F. 8/24/2015 2:09 PM Map =No current operations=
RegularpatdHeave Fom-83H20454
Ev S T Brown O. 8/23/2015 1:11 PM Map  =No current operations= Approved
= ighRequestforunpaidleave 5252045 Brown O. 822120151217 PM Map =No current operations=
Request for unpaid leave 2 hours
Ehd :2_ 2::1 N v Administrator 8/21/2015 12:00 PM Map \,‘ Approve Leave Request (Brown Q) Pending Approval
/2512015

Fig. 176. Indicators of the process instance KPI in the web application

5.7.8. Sub-Processes

Sub-Process (Nested Business Process) is an independent business process initiated during
the execution of the parent process. When you initiate the sub-process, ELMA will suspend
the execution of the parent process until the sub-process is completed. The only exception are

the external sub-processes with the Multiple Execution marker.
In BPMN notation, you can use the Sub-Process in two cases:

1. To design hierarchical process model and make diagrams more readable (business

processes graphic models);

2. To perform repetitive actions. In this case, you can use any existing process as a sub-

process.




In ELMA, there are two types of sub-processes: External and Internal. You can use them in

both cases, mentioned in the previous paragraph.

5.7.8.1 Internal sub-process

Internal sub-process is a business process executed in the context of the parent process.

Internal sub-process belongs to the parent process and therefore it can use the data stored
in the parent process. Though the Internal sub-process is executed within the parent process,

it can have its own context variables that exist only within the sub-process.

Mostly an Internal sub-process is used to hide or reveal additional levels of a business process
and to make its graphic model more readable. You can start an Internal sub-process only

within its parent process.

Create a new Internal sub-process for the Leave Request process. In ELMA Designer, in the
left toolbar of the Graphic Model tab, find Internal sub-process eclement. Place it in the
process model. A window opens. In this window, you will see a list of available options: you
can select one of the existing processes and use it as the sub-process or create a new Internal

sub-process (Fig. 177). Select Create New Internal sub-process option and click OK.

O Add Internal Sub-Process — U
® Create new Internal Sub-Process
Select existing Internal Sub-Process
@ oK &) Cancel

Fig. 177. Adding an Internal sub-process

Process Creation Wizard opens.
Step 1. Common Proprieties.

Enter the sub-process name: Paper Form Control. Click OK to continue.




Step 2. Swimlanes. Assign swimlanes later. Skip this step by clicking the Next button.

Now in ELMA Designer, in the Process List you will see a new sub-process under the Leave

Request process (Fig. 178).

=4 Leave Request 16 Yes Administrator ELMA
Control Onginal Copy of Reguest Administrator ELMA&

Fig. 178. An Internal sub-process in the process list

Replace the Submit Request to HR Department task with this sub-process. Now design the
model of the Paper Form Control sub-process. You can place a sub-process in any swimlane

of the parent process; the executors of the sub-process are defined within the sub-process.

Design a sub-process model as follows Fig. 179:

Initiator HR Department

\L Confirmed

Pass Request to « Control Original
HR Department Completed 4 Copy of Request

®

‘iginal Copy of

Request was not Sent
received by HR L
Depggnent & No Confirmed

Fig. 179. The map of the Paper Form Control sub-process

In this Internal sub-process, in the initiator swimlane place the Submit Request to HR
Department task; in the HR Department swimlane place the Control Paper Form task. Make
both swimlanes dynamic. The Initiator is a user who starts the process. The HR Department
swimlane represents any user specified in the list of job positions. For the HR Department

swimlane also enable the First Response option (Fig. 180).
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o Swimlane 1 - DR
General 'Context Variable Visibility More 'Project Access Permissions
MName |H R Department |
Swimlane Type
Change Type % Dynamic (selected from lisf) ‘
Variable o define/sh by
|HR. Department -] o Add Variable ‘
Define a list of job positions that can be stated as process executors for this Swimlane
Eii Add Job Position E& Add User Group E& Add from Property -
| Job Pasttion / Group | |
% HR Directar b4
(" HR Manager 32
Use prezelection ® lse the “First Response™ mechanizsm
Reset executor every time a process enters a swimlane

@oK & Cancel

Fig. 180. Configuring the HR Department swimlane

According to the settings of this swimlane, any HR department employee can check whether

the initiator has submitted a paper copy of the leave request.

The Context tab of the Internal sub-process already contains all the context variables of the
parent process (highlighted blue). You cannot edit these context variables within the sub-

process. However, you can create additional context variables (Fig. 181).
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Processes

o |

Organizational Structure | Processes

Objects

Document Management

ELMA 3.7.2.33371

Projects Forms

Reports

Scripts

Y

Fublication

syie - [Tmax @

l EE&@QEE&:E EF

Q «snax

Save Check Start Visibility Instance Instance Process Doc ntati Pali Image Print 60 %
= - c Sub—PI’DDESS Debugging | ofVariables Mames Ststuses Indicator umemsten Fehes " - 9 @ &
Section | General | Settings ‘ Export | Print | Scale Edit
[BMW] _ Control Original Copy of Request™ @
- = B, PR T A kBl | = | [ B | P
[ Graphic Model |3 Context | £ ity Pis (g Forms (i3 E . Policy
| Displayed Name | Property Name: | Type | Search |
Initiator Initiztar User {Object) I
Initigtor’s Manager InitiztorManager User {Object) O
Leave Type LeaveType Drop-Down List O
Request Text Request Text Text O
Start Date StartDate Date/Time O
End Date EndDate Date/Time [l
Managers Comment ManagerSCommenrt Text O
Director's Comment DirectorSCommert Text O
Leave Pay Amount LeavePayAmourt Fraction O
Process Instance Status WardlowlInstance Status Drop-Diown List
Payment Date PaymentDate Date/Time O
Duration Duration Integer O
Reason Reason String O
Process Instance Wordlowlnstance Wordlow Process Instance (Object) [l
uiD Uid UID (GUID) O
HR Department HRDepartmert User {Object) O
Fig. 181. Internal sub-process context
Now, the map of the Leave Request parent process looks as follows (Fig. 182):
Initiatar Iniliator's Manager CEO HR Director Payroll Accountant
Fill in Leave Approve Leave ,/\
Request Form Request prove 1 day or less
lore than 1 day
“ﬁﬁunon about
Leave Less than 1
Day
Leave R A L
e R R
Calculate Leave
Pay
Control Original
Copy of Request R
Leave Pay Calculated
Paid Leave
8.
ulate Payment
n Date
Contrel Original
e & | -
N
Unpaid Leave
a
Completed ’ \‘+; - Completed Pay Leave Pay
Fig. 182. The process map with an Internal sub-process
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5.7.8.2 External Sub-Process

External sub-process is a business process executed in its own context. The sub-process
passes data to the parent process via the input and output context variables, scripts and Send

Message and Receive Message activities.

You can start an external sub-process as an independent process. When you start an external
sub-process with the Multiple Execution marker, ELMA will not suspend the execution of
the parent process until the sub-process is completed; instead, it will proceed with the next

parent process activity.
In ELMA, you can use external sub-processes:

e to hide or reveal additional levels of a business process and to make its graphic
model more readable

e you can start a sub-process from different parent processes and at the same time
allow an independent start (without a parent process);

e you can simultaneous start several sub-process instances from a single parent

process.
To create an external sub-process:

1. Create a standard process as described in p. 5.1.2 of this book;

2. In ELMA Designer, in the left toolbar of the Graphic Model tab, find the External Sub-
Process element. Place it in the process model. A window opens. In this window, you

will see a list of available processes (Fig. 183). Select the required process and click OK.




O Select Process — ':'

=[] External

b Business Process Improvement

o Leave Reguest

& oK &) Cancel

Fig. 183. Selecting the external sub-process

For the Leave Request process, create an external sub-process containing Calculate Leave
Pay and Pay leave pay tasks. Name it as Leave Pay sub-process. The model of the Leave Pay

sub-process will look as follows (Fig. 184):

Payroll Accountant Employee
Calculate Leave o Leave Pay
? Pay Leave Pay|Calculated ¢  Calculated

Pay Loave Pay & /\': ¢ Calculaézgayment

Completed

Fig. 184. The external-sub process map

Unlike the Internal sub-process, the external sub-process does not contain the context

variables of the parent process.

Create the context variables for the Leave Pay sub-process. Check the Input box to pass the

context variable values from the parent process to the external sub-process (Fig. 185).
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O | ELMA 3.7.2.33371 - O
Organizational Structure | Processes | Objects Document Management Projects Forms Reports Scripts Publication Style - GMAX @
Context Save Check Start Visibilty  Instance \nstanoe Process | Documentation Policy Image Md Edit Delete
- o Sub—Prm Debugging | ofVariables MNames Statuses Indicator
Section | General | Settings Export | Context Variables |

[Bﬁmﬁfvtmﬂme\ ULemeFaf'e
fuGrophiciosel | Cantt | Responsibitty et | ) Metrios snd kPl | 3Forms |5 Senits 1} etings |1 Versionistory. . Polioy

| Displayed Name | Property Name |IType | Search | Input Qutput |
Process Instance Workflowinstance Workflow Process Instance {Object) O O O
uD Ud UID (GUID) 0 0 0
Employee Employee User {Object) O O
Leave Type Leave Type Drop-Down List O O
Start Date StartDate Date/Time O O
End Date EndDate Date/Time 1 1
Payment Date Payment Date Date/Time O O
Duration Duration Integer O O O
Leave Pay Amourt LeavePayAmourt Fraction O | |

Fig. 185. The Leave Pay sub-process context

To add an external sub-process to the Leave Request process model you must edit the Leave

request model as follows (Fig. 186):

Initiator Initiator's Manager CEO HR Director

Fill in Leave Approve Leave
End Process | Request Form i Req Approve

1 day or less

gﬁﬁcalion about
Leave Less than 1
Day

Approve Leave
Request

Leave Request
Rejected —

Control Original
Copy of Request

f

Record Req

Control Original
Copy of Request

Completed

N
idLeave

Paid Leave

Completed

Leave Pay

Completed

Fig. 186. Leave Request process with an external sub-process
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You can delete the Payroll Accountant swimlane, since the executor of the tasks placed

within this swimlane is defined in the sub-process.

Make additional settings to pass context variables from the parent process to the external sub-
process. Click on the external sub-process element to open the settings window. In the
Input/Output Attributes tab, you must define how the parent process variables match the
context variables of the sub-process (Fig. 187). Click on the current value in the Parent

column. From the drop-down list, select the variable that will match the sub-process variable.

The sub-process variable and the matching parent process variable must be of the same type.
In the drop-down list, you will see only the variables of the type specified in the Type column
next to the variable name.

O Leave Pay > B

General | Input f O utput Atinbutes

Input Variables Output Variables
Sub-Process Tvpe Parent Sub-Process Type Parent

Employee User (Object) <Mot defined>

Leave Type Drop-Diown List Leave Type u!? Enter Value

Start Date Date/Time Start Date cﬁ Create Property
End Date Date/Time End Date Initiator

Payment Date Date/Time zNot defined Initiator's Manager

L

@ oK & Cancel

Fig. 187. Configuring input/output attribute for an external sub-process

Save and publish the external sub-process independently of the parent process.

Use the external sub-process element and special markers to edit the parent process model

as follows (Fig. 188):




Initiator Initiator's Manager CEO HR Director

2 J’ Y {W’
e —.—» it o ra towmrr | MRS
1]
Tore than 1 day
Reject ]‘ Unpaid Leave
Completed

Leave Request Approve Leave . - Control Original
Rejected N Request Approve L R Copy of Request
f

<

Marker
“"Conditional
Operation”

Fig. 188. A variant of the Leave Request process model

For the Consider Request task select Conditional Operation marker and set up the condition:
execute if the duration is more than one day (or the Start and End dates have different values).
ELMA will execute this task only if the specified condition is met; otherwise, the process will

continue its flow directly to the next gateway.

For the external sub-process, select the Multiple Execution marker. Now in case of the
regular paid leave, the Leave Pay sub-process will start; at the same time, the Leave Request
process will continue its flow directly to the next activity. ELMA will not delay the execution of
the Leave Request process until the sub-process is completed, i.e. both processes will start

in parallel.




Chapter 6. Web Portal

The Web Portal forms the basis of ELMA. The Web Portal is a standard component of the

system; it is a system platform and it forms the company's common information space.
One of the system features is that no programing is required to customize user interfaces.

The Web Portal settings are available in Administration — Portal Settings (Fig. 189).

‘ Aug 26 < Administrator ?
‘ Wednesday Back Page 9 = @

¢ Administration Portal

.. Main Page

Configure the interface
%= Users The configuring mode provides. demonstration of the configurable interface, view by another user, quick

access to the settings of specific interface areas.
A System

; N ™3 |nterfaces
=" | Basic Applications

Customized Interfaces. Here you may create and configure user interfaces

— —
2% Portal Settings 5 Pages
User Pages. Create user-interface function pages. You may easily extend the system without reprogramming.
Interfaces
Fages —
. <| () More
Portlets

Action Register

Document Management
\‘Q Business Processes
o CRM+

= Projects+

Fig. 189. Administration — Portal Settings




6.1 Configuring interface

To improve usability and provide quick access to the necessary information it is recommended

to configure different interfaces for specific user groups.

For each user group you can configure an individual interface, and customize the display of
the main page. E.g., the main page for the sales department can contain contract templates
and links to the appropriate processes etc.; while the main page for the secretary can contain

links to document registration processes and instructions for mail handling and processing.
Within a user interface, you create new pages and set up their content.

You can configure and manage interfaces in Administration — Portal Settings — Interfaces.
This section contains the list of interfaces. Initially the list contains only Default Interface

and Lite.

Default Interface is an interface every user has by default; it contains default pages and

sections depending on the user’s access permissions.

Lite interface is a special simplified interface created for the users who work with a limited

number of functions. A too complex interface is only an obstacle for such users (Fig. 190).

\‘ Main Page Messages CRM Tasks Company Calendar Processes Documents o »o e
v Q ¥
Task Send Message | Start Process Create Event Create
Document
Welcome to ELMA! \\ Main Page
(] =
Type Create Task Instance Process End Date Priority

-  Fillin Leave Regular paid leave from 12/10/2015 1o Leave & 12:00 Meeting Brown O, Bailey F.

— . ™"
. Request Form 12/27/2015 (Brown Q.) Request E;ﬂ 1230

- Approve Leave Request for unpaid leave 2 hours 25/8/2015  Leave .
C
Request (Administrator) Request

Tasks from Me: Overdue: 0; Task Monitoring: 0; Completion Check: 0

Fig. 190. Lite Interface

You can customize interfaces for every user. To do this, go to Administration — Users —
select a user — on the user’s page click Edit button. In the Interface field, select the type of

the interface and click the Save button (Fig. 191).




H O

Save Cancel

Edit the "Brown Oliver" user

Profile Contacts Comment Motification Settings Tasks

Account * brown

Last Name * Brown

First Name * Oliver

Middle Mame

Birth Date =]

Hire Date 10/18/2015 &

Job Positions Chief Commercial Officer
Photo

Load File

You can load a8

Formats: jpg, jpeg, gif, png. Optimal image dimensions: 120x120 pixels.

Interface * Default Interace Q

Default Interace
Lite

Fig. 191. Editing a user profile

Create a new interface for the HR Department. Sign in as ELMA Administrator (admin) and
open Administration — Portal Settings — Interfaces. Click Add Interface button. In the
window that appears enter an appropriate name and click the Save button (Fig. 192). This
new interface is intended for the users who hold the positions of the HR Director and HR

Department Employee (as described before) (Fig. 191).




Add interface

Create a new interface X

=_.'}n, Portal Settings Name * HR. Department]

Interfaces

Interface Type Standard Interface

Fig. 192. Creating a new interface

Click on the interface name in the interface list to open the interface page with adjustable

parameters (Fig. 193).

Interface - HR Department

Name HR Department 4
Interface Type Standard Interface
Main Menu «Default Interfaces, «Lites, «HR Departments I (:) Register
Left Menu «Default Interfaces, «Lites, «HR Depariments (:) Reqgister
Set of Main Pages aDefault Interfaces, «Lites, «HR Departments (:)
Toolbar «Default Interfaces, «Lites, «<HR Departments (:) Register
Profile Settings Fersnna_l settings for the location of the profile .

information v

Fig. 193. A new interface card

You can also customize interfaces in the Interface Visual Editor. Comparing to the interface
page, the Visual Editor has a larger number of options for interface configuration. On the
interface page, you cannot customize the Toolbar or preview the customized interface. The

other options are identical.




6.1.1. Visual Editor

You can easily configure interfaces in the Visual Editor. To enable the interface Visual Editor,
go to Administration — Portal Settings and click the green Enable button (Fig. 194). Thus,

you enter the setup mode. Now you can set up the current interface for the current user.

‘ Aug 26 < Administrator ?
\ Wednesday Back Page 9 =
§ ' Administration Portal

.
m Main Page Configure the interface

The configuring mode provides: demonstration of the configurable interface, view by another user, quick access to

o Users L L
the settings of specific interface areas.

A System

=| Basic Applications

f—
™= Interfaces

Customized Interfaces. Here you may create and configure user interfaces

=™ Pages

ﬁ, Portal Settings
User Pages. Create user-interface function pages. You may easily extend the system without reprogramming.

Interfaces

Page )
e < (¥ More

Portlets

Action Register

Fig. 194. The visual editor on/off button

After you have enabled the Visual Editor, an orange setup panel will appear at the top of the

page (Fig. 195). To disable the interface setup mode, click the Disable button or the red cross

icon on the Visual Editor panel.
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Portlets (v) More
Action Register

Document Management

\?* Business Processes

Fig. 195. The visual interface editor is enabled

Select the interface type you want to customize in the upper left corner of the visual editor.

Click the links on the Visual Editor panel to edit relevant interface elements.
Use the Visual Editor to configure:

e The main menu of all the interfaces or of the selected interface;

e The top toolbar of the currently opened interface page. Each interface page has its
own top toolbar; therefore, you must edit page toolbars individually;

e The left menu of all the interfaces or of the selected interface;

e The set of main pages of all the interfaces or of the selected interface;

e The profile menu contents for the currently selected user

In addition, when working in the interface setup mode you can quickly access Pages and
Interface subsections of the Portal Settings: click the relevant links on the orange editor

panel.

To preview the customized interface, click the Change User link and select the necessary user:

you will see the portal of the selected user.




6.1.2. Menu settings
In ELMA, you can easily customize left and right menus. When you customize a menu, you:

e assign access permissions for the standard menu items;
e add new menu items;

e remove menu items.
To open a menu for editing you can use one of the following methods:

e on the panel of the Visual Editor, select Main Menu or Left Menu (Fig. 195);

e on the interface page, click # icon next to the menu.
The left and right menus have similar settings.

Edit the main menu of the HR Department interface. In Administration — Portal Settings
enable the Visual Editor; in the upper left corner select the interface you have created earlier
for the HR Department. Then click Main Menu on the editor panel. Click Create New Menu

to create an individual main menu for the selected interface (Fig. 196).

¢ Administrator m

=) Change User

Administrator ?
\ Aug 26 :
‘ Wednesday ve =]
Messages Links of the "Main menu" menu
o CRM This menu is used in the following interfaces: «Default Interfaces, «Lites, :HR Departments
Continue and apply changes to all interfaces Continue Changing
VQTESKS
Create a new menu for the "HR Department” interface Create New Menu
[ ]
i Company
-
& | Calendar Tasks
-
Q| Processes Time Report
-
= | Company
“ Entities S pany
-
Calendar
Documents =
Documents
| Reports -
CRM

37 Administration
Processes

Fig. 196. The selection window. You can edit the menu of all interfaces or create a new menu for the target interface

After you have created a new menu, the menu settings page will open (Fig. 197). When you

edit an existing menu or create a new one, ELMA will automatically save all the changes.
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Documents

Documents

CRM
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Fig. 197. The main menu setting page

You can perform the following operations with the menu items:

e add menu items;

e rename menu items or add new menu links;

e remove menu items;

e assign access permissions for the menu items;

e move the items in the list.
Move the mouse pointer to a menu item, its local menu will appear (Fig. 197, Tasks).

The local menu content:

# _edit the menu item;

Y- assign access permissions for the menu item;
- add a menu sub-item;
- copy the menu item to another menu;

X - remove the menu item;

Remove the unnecessary items from the menu of the HR Department interface: CRM, Time

Report, Administration, KPIs and Projects (the last two items are only available if you have




installed the corresponding applications: ELMA KPI and ELMA Projects+). Remove the
unnecessary Records Management sub-item in the Documents as well. The page with the

new setting will look as follows Fig. 198:

»

HR Department ¢ Administrator m
= Change User
=]

N Aug 26 4
\ Wed nesda}-‘ Add Link Change Link
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— < Processes

n Entities

Documents

Fig. 198. Main menu links for the HR Department interface

Configure the left menu. Create a special left menu for the HR Department interface; on the

settings page of the left menu remove the unnecessary sections (Fig. 199).
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Fig. 199. Left menu links for the HR Department interface

Preview the changes in the main and left menus of the HR Department interface. In the upper
right corner of the visual editor panel click the Change User link and sign in as the user for
whom this interface is intended. Open the main menu. The main and left menus will not

display the sections removed during the interface setup (Fig. 200).
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Fig. 200. Edited left and main menus of the HR Department interface

Creating a new menu item

To create an additional item for the left or main menu, click the Add Link button on the menu
settings page (Fig. 198 - Fig. 199). A window opens (Fig. 201). Make sure you enter a name

and select an action.

Create Link X
Link No action is selected Q select
Name *
Parent Element =Top level= v
Image a2
Description
Disabled * Yes * No
Display at the top * Yes * No
Expand * Yes * No
Add Cancel

Fig. 201. The Create Link window
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In the Parent Element field select the link location (section or sub-section); you can also

assign an image and enter a description of the menu item.

To Disable the menu item switch between Yes and No. If you select Yes, the menu will not

display this item.

For the left menu you can also select additional options: Display at the top (display the item
name at the top of the menu) and Expand (select Yes if you want to hide all the other menu

items, and No if you want to display them).

Click the Select link, the Select Action window opens. This window contains a list of the
most frequently selected actions (Fig. 201). If you have not find the appropriate action, click

More to open an extended list with all the available actions (Fig. 202).

Select Action X
Create
\‘ Start Process Send Message
v/, Create Task ._ Create Event
Create Document a Reaqister Document

Create Project Create Entity ltem

H

Link
Document =@ Page
ser Folder
More... Cancel

Fig. 202. The Select Action window when creating a menu link




In the left menu, create a link to the folder that will contain the HR Department documents.
First, create the folder. In the Documents section, select Shared Folders. Click the Folder
button on the toolbar. Enter and save the new folder name. A new folder is created. Now create

a link in the Visual Editor, in the setup mode of the HR Department interface.

In the Create Link window, click Select and select Folder from the actions list. The Folder
Action Parameters window opens. In this window, click the magnifying glass icon to select
the created folder (Fig. 203). Click the Select button to confirm and the Done button to save

the folder parameters.

Select Action X
+- Active links
Jir_.---Eiusiness Frocess Management
*Zq--l:]alentlar
Jirj--l:l:lmmun
*i'.."'CFH-.M

’;J---Dncuments
%J---Prujectrﬂessages
+_. Frojects+
+r-Tasks

-+ Messages

++ Portal

’Er;- Reports

Main... Cancel

Fig. 203. The Select Action window when clicking More

Assign an image for the link. Now the left menu settings look as follows Fig. 204:
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Select Folder

L[ Contract Management
E- My documents

E- Shared Folders

- 3 projects

E Archive

Fig. 204. Configuring the Folder action
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Create Link X
Link Folder *" HR Department Q select
Name * HR. Folder
Parent Element =Top level= A
Image JContent/Images/«32/InstzllComponents.png a
Description
Disabled * Yes = No
Display at the top * Yes + Nao
Expand * Yes + Mo

Fig. 205. Creating a link to a folder

Click Add. Drag and drop the created link to the list of the left menu items. Place the link
below the Documents section. In ELMA Web Application, this link will look as follows (Fig.
200):

Taylor E. ?
Q) LEr 2 s Y '
Wednesda Document Operations Selected Send o=
y W ~ w w b - @ {:D}
s R HR Department
EBMessages Shared Folders \HR Department
F Documents kearch
r HR Folder Advanced Search
[+
[ ]
= Company
v Name Author Created On
w| Calendar MLevel up)

| Processes

Fig. 206. The new HR Folder section in the left menu
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If you click the HR Folder in the left menu, the folder with the HR Department documents

will open.

Thus, you can easily add and remove menu items to improve usability of ELMA Web

Application.
6.1.3. Toolbar

A toolbar is a panel across the top of a page that contains buttons. Different pages of ELMA

have different toolbars.

In the Visual Editor, you can configure the toolbar of any system page. To do this, go to the
required page and click Toolbar button on the Visual Editor panel (Fig. 207).

Il Toolbar

Fig. 207. Click the Toolbar button to open the toolbar settings

For example, edit the main page toolbar of the HR Department interface. In the setup mode of
the HR Department interface, go to the main page and click Toolbar on the editor panel to

open the toolbar settings page (Fig. 208).
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Fig. 208. Configuring the toolbar of the main page

Make the following changes: remove the Register Document and Create SMART Task

buttons, add the Search Document button.
To remove buttons click the red cross icon next to the button name.

To add the Search Document button as a separate group, click Add Group. A new group will
appear at the end of the list. Click the green "+" next to the group name. A pop-up window will
open. In the Edit button window, select an action for the button, enter a name and assign a

button image.

To select the Document Search action, click More in the Select Action window (Fig. 209).
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Fig. 209. Selecting button action in the Select action window

Set up the Edit button window as follows (Fig. 210):
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<~ Group )
& Link * Action "o Document Search Q select
¥ Task
L[%] Create Task Text Document Search
...... ‘ Feate EFBEE as
lcon JContent/Images/x32/Search.png aa
Send Message
Pop-up Tip Header Document Search

. ]
Start Process

""" Create Event Fop-up Tip

Create Document

----- & : m Cancel

Fig. 210. The Edit Button window

Save the toolbar button settings. Now, in ELMA Web Application, the toolbar of the HR
Department interface will contain the Search Document button. Click this button to open the
document search window. The toolbar will not display the Register Documents and Create

SMART Task buttons (Fig. 211).

v, C > [l Q Taylor E. ?
Task Send Message = Start Process Create Event Create Document p— P
£ Document Sea'chI 9 "a L ‘x\_',.l e

Welcome to ELMA! O wan

Fig. 211. The edited main page toolbar

6.2 Portal pages

In ELMA, you can quite easily configure the Web Portal pages. The user can see the page
content in the center of the browser window. Any page contains specific portlets displaying

relevant information.
Below is the list of the page types in ELMA:

e Main pages are designed to arrange portlets; for quick access to the main pages

you can create links in the menu or a set of main pages;




o Text (portlet) pages - Text pages designed for specific tasks. They can also contain
portlets. For quick access to the text pages you can create links in the menu or a
set of pages;

¢ Role pages — Role pages can contain several standard and/or main pages. You can
assign access permissions for these pages to different users. Role page settings
define which content the user will see. ELMA displays different content depending

on the access permissions of the current user.

View the list of all the pages, edit or create pages in Administration — Portal Settings -

Pages (Fig. 212).

Administrator ?
¢ N Aug 28 :
Er Page Create Folder fm—
day & vo I
¢ Administration Pages
.. Main Page
Quantity 15 ltems found: 11 Pages: L{;‘—, #
= Users
Name Access
& system £ Main pages Mot defined
; =v| E3 Indicators - Start - Top managers All users
=7 Basic Applications - P ¢
=v| E@ Indicators - Start - Users All users
&% Portl Settings oo - )
L ; - =~| [Z8 Indicators - Start- Managers All users
Interfaces =v| E@ Indicators - Start All users
Pages a =v| E@ Administration - Main page All users
Portlets =¥ E@ Docflow - Main page All users
Action Register =v| E@ Gross monthly revenue KEI: Users

Document Management

\?& Business Processes

Fig. 212. The list of all portal pages

6.2.1. Creating a Page

You can create all types of pages in Administration — Portal Settings — Pages. To do this
click the Page button on the toolbar (Fig. 212). This button also has a drop-down list that
allows you to select the type of the new page. By default, it is a portlet page (main). You can

also create a main page in the interface setup mode: click Main Pages in the target interface.

Create the main page for the HR Department interface. Click the Page button. Enter a page

name and define the number of columns. Click Save (Fig. 213).




*~J

E g Administrator
Save Cancel p—
C ve -

New Portlet Page

Name * HR. Department
Location * Two columns
Create or remove columns from the page. Portlets in columns are stacked vertically.

+ Goto: Edit Page
Fig. 213. Creating a main page

On the portlet page, you can adjust the arrangement of portlets. You can arrange them in one
or two identical columns or select the custom arrangement (select this option in the Location
field). If you select custom arrangement, you can add several page areas and arrange them in

one or two columns of the same or different widths.

Check the Edit page box if you wish to start editing the page content immediately after saving

(Fig. 214); otherwise, the page will open for preview.

e Administrator

Add Portlet 'a' —
¥ L-

=

Back Ac

[l
m
5]
]

HR Department

Fig. 214. A new main page without content

After the page is created, only the author (the user who created this page) has access to it.

Therefore, you must assign permissions for users to provide access to this page.

To assign access permissions, click Access button on the page toolbar. Add users who will

have access to this page (HR Director and HR Department employees).

Below see the description of the page configuration.




6.2.2. Configuring page

Configure pages in Administration — Portal Settings — Pages (Fig. 212).
When configuring a page you can:

e add and delete portlets;
e assign access permissions to the page;
e set up portlets;

e edit the page display (the number of columns).

To configure the page, in the page list, next to the page name, click the list icon. The context

menu will open; select Configure (Fig. 215).

=Y o HR Department
£ Configure
T3 Arcess
Mowe
& Edit

W Delete
Fig. 215. Page context menu

When configuring a page you mostly arrange portlets within the page and configure portlets

settings. For more information about portlets, see ELMA Help.

Add portlets to the HR Department page: Tasks, Tasks from Me, Calendar, Messages. Click
the Add Portlet button on the top toolbar. Portlet catalog will open. Select the portlet and
then click Add Portlet at the bottom of the Portlet catalog. Drag the portlets to the content
area of the page; arrange them in two columns in the correct order. You can drag the portlets
up and down, from one column to another. To move a portlet, click on it once with the left
mouse button and while holding it, move the portlet to the desired location on the page, then

release the mouse button.
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&« I:E.% + Administrator ?
Back Access Add Portlet o &9 ﬁ @

HR Department

Tasks M X E Calendar &~ X

Tasks from Me/Under my control f‘ X EE Messages ﬁ X

Fig. 216. Added portlets when setting up the page

Next to the header of each portlet, you will see two icons: click to configure the portlet,
and - to remove the portlet.

To add this page to the HR Department interface configure the Set of Main Pages in

Administration — Portal Settings — Interfaces.

Create a new set of main pages for the HR Department interface. Click the green cross next to

the Set of Main Pages (Fig. 217).

Administrator ?
o Aug 28 :
Friday ° [;9 &= @
e eten Interface - HR Department
N,
mm Main Page Mame HR Department r4
-,
ol Users Interface Type Standard Interface
& SR Main Menu «HR Departments r4 (-_) + Reqister
¥ . .
j B Ao Left Menu «HR Departments 4 (__) + Register
- .
E SRS Set of Main Pages «Default Interfaces, «Lites, «HR Departments j (-_) + D
Interfaces
Toolbar «HR Departments (—_) x Register

Pages

<
Portlets Profile Settings Personal settings for the location ofthe profile information V4

Action Register

Fig. 217. Configuring the HR Department interface

The page will open. In this window drag a page name from the left side (Page Manager) to the

right (Selected Pages) and save the changes (Fig. 218).
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Configure the main pages

Fage Manager Selected Pages

Path: Root Folder HR Department 4

Main pages
=7 HR Department

Administration - Main page

Fig. 218. Configuring the main pages

Now the main page of the HR Department interface looks as follows Fig. 219:

L ™
vl Q . Taylor E. ?
O 23 R, 2|3 ° 0
Task Send M Start Pi Create E T Creat: D it o
Ej il essage rocess reate Event DD("UE;EEH( g::;ig:ﬂ E’ '~@ @ @
- — L
Eﬁ Welcome to ELMA! O HRDeparment

fo L) CX )

(\. Type Create Task Instance Process End Date Priority Monday, 31 August

Control Control 2:30 Training Taylor E_, Nelson J ., Bailey F.

Original Request for Regular Paid Leave, original = PM - 5:00
ﬂ? (o] . o p 8/28/2015 o 8/28/2015 from . 9 . — . P

oy o Administrator ELMA (Administrator) opy o
__!_' Request Request
im
Tasks from Me: Overdue: 0; Task Monitoring: 0; Completion Check: 0 EE_ Messages l‘ @

| Tasks from Me/Under my control * /" [g] Control Original Copy of Request (@ Today 8/28/2015 14:44

|
_/ Tasks from Me: Active: 1; Overdue: 0 _ from: Administrator
B Today (0)

©) [

Mo data to display Add Comment Ask Question
@ Pass Request to HR Department @© si25i2015 12:12
o , Cucrema @Taskexpired @Tuday 8/28/2015 12:30

| Deadline; 8/28/2015 1200 PM. Executor: Administrator ELMA. Created By:

Fig. 219. Modified main page

6.2.3. Configuring the set of main pages

All the available main pages can be displayed as a set (Fig. 220) in the right corner of the
portal page.
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‘.\ Main page Control page Leads Docflow - Main page Administration - Main page

Fig. 220. The set of main pages in ELMA Web Application

To open a page, click on its name. You can customize the set of main pages: change the order
of the pages or hide certain pages. Customize a set of main pages for each interface separately.
To do this, you can use Visual Editor (6.1.1) or go to Administration — Portal Settings —

Interfaces.

Customize a set of main pages for the HR Department interface. First, create a new set of main
pages (Fig. 218); then select pages and specify the order in which they will be displayed (Fig.
222). In the Visual Editor, click the list button next to the set of main pages. Then click the
Configure link at the bottom of the drop-down list (Fig. 221).

| (O  HRDepartment

You can set up visibility ofthe pages hy
clicking "Configure”

Configure Add Page

Fig. 221. Click Configure to start configuring the set of main pages

In the window that opens, select pages: drag a required page name from the left side (Page

manager) to the right (Selected pages).




Some pages will appear in the set of main pages, and the other will be hidden in the drop-
down list. Specify the number of the displayed pages in the Number of Displayed Pages field.
To remove the page, click the red cross icon next to the page name. To save the settings, click

the Save button.

Configure Bookmark Visibility X
Page Manager Selected Pages
Path: Root Folder =5 HR Department x
User Pages =5 Company X
E8 HR Department
=8 Main page x

Docflow - Main page

Administration - Main page

Indicators - Start
B0 Indicators - Start - Managers

0 Indicators - Start - Top managers

Indicators - Start - Users
o Leads

Ed Company

Mumber of Displayed Pages | 2
-
Fig. 222. Configuring the set of main pages

With these settings, the set of main pages will be displayed in ELMA Web Application as in

Fig. 223 if the user has access to these pages.

Taylor E. ?
09=0 @&

L 3 HR Department Campany

Fig. 223. The set of main pages of the HR Department interface
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To view the hidden pages, click the list button (Fig. 224).

Main page

Fig. 224. Clicking the list button to view the hidden pages

ELMA BPM Platform 202



6.3 HTML editor

Create content for the HTML portlets and web documents with a special HTML editor.

<>

You can both use tools of a simplified text editor and switch to HTML code window (press

on the toolbar).

Unlike other HTML editors, the ELMA HTML editor allows you to quickly insert links to the

system actions.

Create an HTML portlet with the button that starts the Leave Request process. Sign in as
Administrator (admin) and enter the page setup mode. Click Add Portlet, select an HTML
portlet and configure it.

To add a link to an action, click ELMA button in the editor top menu and select the Add
Action item (Fig. 225).

Portlet Settings X
Edit ~ Paste~ View~ Format~ Table - ELMA ~
Style ~ | Font ~ | Size - B Add action EEEE IZIEE E O

Fig. 225. The HTML editor menu — the ELMA button — the Add Action item

In the next step, you must select an action for the link. The user will click the link and navigate
to this action. In the Select Action window, you will see the list of the most frequently used

actions (Fig. 226). Click more to see the full list of available actions.

In the HTML editor menu, select ELMA — Add Action — Business Process Management —

Start Process.
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Select Action X

Create

(B Start Process & Send Message

=1

I-:Ie Create Task @ Create Event

EE:, Create Document Register Document

@ Create Project E Create Entity ltem
Link

% Document @ Page

a User Folder

More. .. Cancel

Fig. 226. Selecting an action in the HTML editor

Action settings window opens. In this window, click Select and select the Leave Request

process; click Next (Fig. 227).

Action Parameters "Start Process” X

Process c\ Leave Request Select

The process does not have input context variables

Back m Cancel

Fig. 227. The Start Process Action Parameters window
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In the next step, configure the link display settings (Fig. 228). The display settings window

has three sections:

e Properties - specify the link name and the link size (for a button).

¢ Display settings - by default displayed as a link. You can choose to display the
link as a button of a certain color.

e Preview — show how the link will be displayed if you select certain buttons and

change the properties.

Configure the settings as follows in Fig. 228:

Configure Display Settings X
w Properties
Text Leave Request
Dimensions 160 W)y % ap (H)
w Display Settings
Link Text Text Text
Text Text Text Text

Text

v Preview

Leave Request ‘

Fig. 228. Configuring the link display in the display settings window

To save the settings, click Done. Then, you can continue to configure the portlet in the HTML
editor (Fig. 229).
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Portlet Settings X

Edit +~ Paste~ View~ Format~ Table~ ELMA ~

| Style + Font - | Size - B I U A-R&A-

Leave Request

[y
(i
[l
.
i
.
i
il
i
.
[l
~
W

p » input

> More

Save and Continue Cancel

Fig. 229. Configuring the HTML portlet

After you have saved the portlet, in ELMA Web Application it will look as follows:

E;g-lg ® (B @ Administrator ?

H
Task Send Message = Start Process Create Event Create Register -
v e Document Dncﬁment o h|o ILE] @ {é}
Welcome to ELMA! O wainpage  company

+o

Quantity | 15 it found: 1 P n =)
uantity v ems foun ages 5 l e s l

Type Task Instance Process End Date Priority
Fill in Request for Regular Paid

o leave Leave, 8/20/2015 to from  Leave . E Calendar ®
Request Administrator ELMA Request
Form (Administrator) Tuesday, 01 September

Tasks from Me: Overdue: 0; Task Monitoring: 0; Completion Check: 0 = il’?du- 1-00 Training Administrator
¢ FIM

Fig. 230. The HTML portlet with the button for starting the process on the main page

Thus, knowing HTML is not required to create web documents and HTML portlets in ELMA.
They can contain links to actions (start a process, create tasks, events, documents and
messages), system documents, external resources etc. Arrange these portlets and web

documents on the portal pages to make ELMA even more user-friendly.
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Chapter 7. ELMA Agent

ELMA Agent - is an application that sends notifications on system events and provides quick

access to documents.

Install ELMA Agent on each computer separately after you have installed and started ELMA

server. [t does not require registration.

ELMA Agent promptly sends system alerts to users, so they respond more quickly to events
occurring in the system. At the same time, users do not have to spend time, constantly
checking the browser for new messages — they do not get distracted and can perform their
duties most effectively. Users receive ELMA Agent notifications almost instantly. Messages

are quite noticeable and users will not miss them.

Download the installation package of ELMA Agent from the User Profile page of ELMA Web
Application. Click the respective link (depending on the type of your OS) in the Download
section (Fig. 231). The installation package of ELMA Agent will be downloaded to the current

user PC.

Downloads
@ ELMA Agent (Windows)
@ ELMA Agent (Linux)

u‘ ELMA Agent (Mac OS X)

Fig. 231. The user profile. Click the relevant link to download installation file of ELMA Agent

This chapter describes how to install ELMA Agent on Windows OS.




To start the installation, run the installation package and follow the on-screen instructions.
Step 1 Starting installation

In this step of Setup Wizard, you can configure the installation settings by clicking the
Configure button (Fig. 232). A window will open where you can choose the ELMA
Agent installation directory (Fig. 233).

§s ELMA Agent 3.8 Setup
@ Welcome to the ELMA Agent
3.8 Setup Wizard

Please wait while the Setup Wizard prepares to guide you
through the installation.

Computing space requirements

ext = Cancel

Fig. 232. Installing ELMA Agent. Step 1

Click Next to continue installation. Click Cancel to close the ELMA Agent Setup Wizard.




5 ELMA Agent 3.8 Setup - O

Select Installation Folder
This is the folder where ELMA Agent 3.3 will be installed.

To install in this folder, dick ™ext™, To install to a different folder, enter it below or dick
"Browse",

Folder:
|C: Wsers User\AppData\Roaming \ELMA\ELMAAgent 3.8 Browse. .,

ELMA € 2015

Fig. 233. Configuring installation settings of ELMA Agent

Step 2. Installation

Click Install to begin the installation of ELMA Agent.




o FLMA Agent 3.8 Setup

Ready to Install
The Setup Wizard is ready to begin the ELMA Agent 3.8 installation

Click "Install” to beqin the installation. If you want to review or change any of your
installation settings, dick "Back™ Click "Cancel”™ to exit the wizard.

ELMA © 2015
Fig. 234. Confirming ELMA Agent installation
i ELMA Agent 3.8 Setup

Repairing ELMA Agent 3.8

Please wait while the Setup Wizard repairs ELMA Agent 3.8. This may take several
minutes.,

Status: Copying new files
]

ELMA © 2015

Fig. 235. Installing ELMA Agent




Step 3. Finishing installation

Click the Finish button to exit the Setup Wizard when the installation is complete

(Fig. 236).

i ELMA Agent 3.8 Setup
@ Completing the ELMA Agent
3.8 Setup Wizard

Click the "Finish"™ button to exit the Setup Wizard,

Launch ELMA Agent 3.8

Fig. 236. Finishing ELMA Agent installation

When starting ELMA Agent for the first time, you will see the following window (Fig. 237):




C'ELMA Agent

http-//binom_com

Windows integrated security

1 taylor

Sign in automatically

Fig. 237. ELMA Agent startup window

Enter your login, password and the address of ELMA Server. You must enter the full address,
with a prefix (e.g., http or https). You can select the Automatic Login option (the system will
save the settings and the next time ELMA Agent will start without requesting your user
account and password); or select the Windows Single Sign On (start ELMA Agent as the

current Windows user).

Click Sign In. ELMA Agent will start and connect to ELMA Server. It will immediately
download all the server messages addressed to you, and you will be able to work with ELMA

documents through the Agent.

When you sing in, a page with Messages opens (Fig. 238). When you read the messages in
ELMA Agent, the system synchronizes data with ELMA Server, and marks these messages
as Read in Web Application. If you have at least one unread message, the ELMA Agent icon

in the system tray will flash 2.




View new messages View all messages

o \ / ELMA Agent
Now reviewing: [MNew All Messages
Number of new b @
messages 4

[ 16 3 Approve the business proposal
s

Messages Document Approval — fram:

" Approved

ak
Dacuments
Document Business propasal for Globoforce

Selling skills warkshop

Messsage from: 1 L for v

Mark all messages as read

- cEN

6/21/2015 3:08 PM

6/21/2015 6:09 PM

61222015 9:04 AM

A Selling skills workshop will e held today atthe main office from 1 p.m. to 3 p.m. Itis highly recommended thatthe department members atte

ndit.

q O Fillin the request information form
5

Workflow Process Task from: Taylor

Fig. 238. Message list in ELMA Agent

In ELMA Agent, you can use two tabs to work with documents:

6/19/2015 2:09 PM

e Documents tab shows the list of all the documents once opened with ELMA Agent

(Fig. 239).

e Active tab shows the list of all the currently open documents (Fig. 240).
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The documents

you are currently
working with via

ELMA Agent

The documents you
worked with via
ELMA Agent earlier

ELMA Agent

Search’

=! Incoming invoice from Impact International of 6/19/2015 8:05 AM

Folder. Incoming Invoices

Modified: 6.19.2015 8:06 AM Size: 11,29Kb

Edited By: Carter A. Being edited: 18 min(s)

o«

Document edited: 6.19.2015 §:06 AM

Current Version: new

@ Cpan in Browser

& Open

= save Undo changes

Versions v

=| Outgoing invoice for Abakion of 4/28/2015 11:12 AM

Folder. Quigeing Invoices
Modified: 10.19.2015 2:42 PM Size: 11,18Kb

Edited By: Taylor E
.

Being edited: 19 min(s)

Document edited: 10.19.2015 2:42 PM

Current Version: new

& Open

@ Cpan in Browser

= save Undo changes

Versions v

=| Business proposal for Gatewit

Folder. Business Proposals
Modified: 5.25.2015 6:15 PM Size: 12,46Kb

Edited By: Murphy E.

Versions v

Fig. 239. The Documents tab of ELMA Agent

ELMA Agent

Search?

Current Version: 1

@ Cpan in Browser

4 Edit

- o

The number of 16]
documents you are
currently working with
via ELMA Agent

Messages

IE1

Edited By: Taylor E
.

Active,
This document is currently

| Outgoing invoice for Abakion of 4/28/2015 11:12 AM

Folder: Qutgoing Invoices
Modified: 10.19.2015 2:42 PW Size: 11,18K0

Being edited: 32 min(s)

Document edited: 10 19.2015 2:42 PM

Current Version: new

/@ Open ‘ v

) Cpen in Browser

Undo changes

opened in the text editor
via ELMA Agent

Documents

List of document
versions

The documents on the tabs are shown in reverse chronological order: the latest open document

Versions v

Incoming invoice from Impact International of 6/19/2015 8:05 AM

Folder Incoming Invaices
Modified: 8.19.2015 8:08 AM There is nofile in local cache

Edited By- Carter A

————®  \ersions v

Business proposal for Gatewit

Folder Business Proposals
Modified: 5.25.2015 6:15 PM Size 12 46Kb

Edited By: Murphy E

Versions v

Fig. 240. The Working Documents tab of ELMA Agent

Current Version: 2

& Lock Menu for working
-+ New Version with the document
via ELMA Agent

| Compare

& Edit ‘v

&) Open in Browser

is displayed at the top and below are the documents you opened earlier.
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Configuring ELMA Agent

You can configure ELMA Agent settings. To do this, click the Settings button in the user
profile menu (Fig. 241).

@ Taylor E.

Change Status

£5F gettings

7 Help

+f Logout

Fig. 241. The Settings button

The ELMA Agent setting contain:

General settings
Messages settings
Documents settings
[ ]

Extension settings

General Settings

These settings determine how ELMA Agent starts, integrates with the Windows menu and
connects to the server (Fig. 242).
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&

General Messages Documents
Language
Start with Windows

Status upon starting

Integrate with System Menu

Server Connection
Check server connection every
Reconnect after connection is lost

Use Proxy Server

LYELMA Agent

)

Extensions

English (United States)

Connected

Every 10 seconds
B

Fig. 242. General settings of ELMA Agent

Messages settings.

In this section, you can specify how you want to receive messages (automatically or after

manual synchronization), configure the notifications display time and sound effects (Fig. 243).
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LYELMA Agent

o ™

General  Messages  Documents  Exensions

Receive system messages

Show new message window for 10 seconds -

Sounds

Enable sound notifications

Nofification sound 2 Listen Choose Other Sound

Refresh Messages

Documents settings

Fig. 243. Messages section settings

Here you can adjust the display settings of documents, configure printer and scanner settings

and specify how the changes will be loaded to the server (Fig. 244).
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.¢.

LYELMA Agent

-3

General Messages Documents Extensions

Opened documents tray icon

Check doucments for changes

Considerfile extension

Show the window upon any file type change

Show active documents after signed in

Scanning

Scanner

Label Printing

Label Printer

B

Every 5 seconds

Parameters

QAR

HP L) M127128 Scan Drv TWAIN

Scanning setlings

HF Laserlet Pro MFP M127-M128 PCLmS3 A

Extensions settings

Fig. 244. Documents settings

You can enable and disable plugins and extensions for ELMA Agent. By default, all the plugins

and extensions are enabled (Fig. 245).
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CYELMA Agent
& gy
General Messages Documents Extensions
] - Microsoft Office
ELWMA Qutlaok plugin Turn Off
ELIA plugin for MS Office

Fig. 245. Expansions settings

To enable an option, click the check mark icon. It will become green . To disable an

option, click the cross icon. It will become red B

If you change the settings, be sure to save your changes by clicking the Save Settings button.
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Chapter 8. Useful references

Along with ELMA BPM Platform quick-start manual, the following sources describe the
functions of ELMA applications

e Quick Start of ELMA Web Portal
e Quick Start of ELMA ECM+

e Quick Start of ELMA Projects+

e Quick Start of ELMA KPI

General description and purchase conditions of the applications are available on ELMA

website: http://www.elma-bpm.com. You can also Ask a question on this website, using a

respective link.

An Online Demo http://demo.elma-bpm.com demonstrates the main functions and utilization

of the applications. If you want to learn more about any of the applications, download a demo with

the same settings as in the online version using the same link.

We continuously develop ELMA and Platform-based components for coping with more specific
tasks. You can find the list of these components and their purchase conditions at ELMA Store:

http://store.elma-bpm.com/.

If you are experiencing technical difficulties, please visit ELMA technical support website:

http://support.elma-bpm.com.

If you need assistance with the system or have questions about partnership with ELMA

Company, contact us:

e Luxemburg: + (352) 20-30-11-40

http:/ /www.elma-bpm.com/about-us/



https://www.elma-bpm.com/data/User_Manual_ELMA_Web_Portal.pdf
https://www.elma-bpm.com/data/User_Manual_ELMA_ECM.pdf
https://www.elma-bpm.com/data/User_Manual_ELMA_Project.pdf
https://www.elma-bpm.com/data/User_Manual_ELMA_KPI.pdf
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http://demo.elma-bpm.com/
http://store.elma-bpm.com/
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