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Introduction  

The purpose of this manual is to describe the Q-flow Business Process Modeler. The Business Process 
Modeler is the tool that will allow you to design processes and define application data, roles and other 
elements that form the basis of the process to be executed. 

Organiza tion of t his manual  

This manual has several sections. 
 
The first one, ñBasic conceptsò, briefly describes the most important concepts of process design with Q-
flow. It is very important to learn and comprehend these concepts, so that you can understand future 
explanations on this manual. 
  
Section Two, ñInstructionsò, includes instructions for process design with the Q-flow Business Process 
Modeler. It expands concepts previously introduced on the first section, from a more practical point of 
view. 
 
Section Three, ñQ-flow steps referenceò, explains in detail how the steps that make up Q-flowôs process 
designs work. 
 
For the most part, this manual uses a language that can be understood both by those who have a 
technical background and those who do not. However, some parts relate to more specific technical 
contents and do require some computer science background. In those cases, the manual specifically 
points out which previous concepts are required. 
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Basic concepts  

This section explains the basic concepts necessary to understand the rest of the manual and to learn 
how to use this software tool. It describes these concepts briefly, without detail. Concepts are further 
expanded later on this manual. 
 

Process templates  

 
A process template is a process model. It describes, among other things, the sequence in which tasks 
and activities of that process are executed, the decisions that need to be taken and the bifurcations that 
may occur. Process templates are used as models for workflows. All workflows are based on some 
template. 
 
A template has one or more versions, which have information for the sequence of process activities. A 
process may handle data. Usually, people take part in processes, and a process may interact with 
different elements. A process template may include descriptions for all those elements, such as: data, 
roles, interactions with applications, forms, etc. 
 

Versions  

 
When someone creates a template, Q-flow automatically creates a version of that template. A template 
may have several versions, but only one of them is the ñproduction versionò. When someone starts a 
workflow, the workflow uses the version under production as a model. Later on, if a template needs to 
be modified, it is possible to choose whether to modify the production version or to create a new one. 
 

If the production version is modified, then the changes may affect running workflows, unless the version 
is checked out in the compatible mode (see ñChange controlò). Nevertheless, compatible checkout does 
not allow some changes. Besides, it is risky to modify a production version, because changes cannot be 
tested prior to using them, since changes are being made on the version in use by running workflows. 
 
Versions exist in order to prevent these problems. If, rather than modifying the production version, a new 
one is created, all required changes may be performed without the risk of modifying running workflows, 
and it is possible to modify and test the new version until it works properly. Then, the new version can be 
set as the production version, and, from then on, all workflows that will be started with this versionôs 
template as a base will use the new version. 
 
A version is made of steps that represent a processô activities and, therefore, the workflows that 
implement this process. Versions may include all the elements a template may have, and inherit their 
templateôs elements (the concept of inheritance is described in ñPackagesò). 
 
 
 

Steps  

 
A typical step represents a process activity. Steps are basic blocks that make up a template version. 
Steps may also represent more abstract concepts, such as bifurcations, but they are always related to 
the sequence of activities of the process represented by the process template. Q-flow offers several 
types of steps. 
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In order to build a template version, one must first specify which steps make up that version, and define 
the sequence in which these steps must be executed. 
 

Pa ckages  

 
A package holds templates and other elements (template roles, application data, forms, etc.) the same 
way a folder holds files. In addition to templates, a package may also hold template roles, application 
data, event handlers and other elements described in this manual. 
 

The purpose of packages is to organize templates in a hierarchic structure resembling a computerôs 
structure of folders. A package may hold other packages, and, as in a folder structure, thereôs a root 
package. 
 
Q-flow uses the concept of package inheritance. This means that every package inherits all elements 
from the package that holds it, and that templates from a package may use elements from the package 
that holds them as well as elements inherited by that package. Versions inherit the elements defined in 
the package they belong too. For example, if the package ñDivisionsò has a template role named 
ñManagerò and two sub-packages, ñFinanceò and ñOperationsò, templates from both the ñFinanceò 
package and the ñOperationsò package can use the ñManagerò role, and so can all versions of these 
templates. 
 
A consequence of this is that all elements held in the root package are available in all other packages. 
Therefore, if an element is to be available to all templates within the organization, it should be placed 
within the root package. 
 
When a packet is within another package, it is said to be a sub-package of package that contains it. For 
instance, if the ñFinanceò package is within the ñDivisionsò package, then the ñFinanceò package is a 
sub-package of the ñDivisionsò package. 
 
 

Solu tions  

 
A solution is a group of packages that someone who designs processes put together because he wants 
to modify elements that belong to these packages. Solutions are not kept in the Q-flow database. They 
are user files that can be created by using the Business Process Modeler. When a user creates a 
solution, he chooses what packages must be included in it. 
 

A solution may include the root package, but it does not have to. If it does not, the solutionôs packages 
will inherit the root packageôs elements anyway. Inheritance relations between packages are completely 
independent from solutions. A solution is simply a tool to help process designers organize their work in 
their computers. 
 

Application data  

 
It is often necessary that a process handle data. In Q-flow, elements that allow one to handle data are 
called application data. An application datum is always associated to a data domain which indicates the 
data type and how data should be visualized or modified on the Q-flow website.  
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Template  Roles  

 
Template roles are used to indirectly reference users. This makes it possible to assign tasks to persons 
without the need of specifying to which concrete person the task is being assigned. For example, 
instead of assigning a task to John Smith, it is possible to assign the task to the ñApproverò role. During 
workflow execution, someone will decide who is to perform as the ñApproverò. Thus, the same template 
can be used to generate workflows where John Smith is the approver and workflows where Bill Miller is 
the approver. 
 
This way, template roles allow templates to be independent from who is to participate in the workflows 
based on them. This makes it easier to maintain templates, since it avoids the need to modify a template 
every time a person performing a certain task changes. Simply changing the user assigned to a role is 
enough. 
 
A template role may be performed by one or more users 
 
The packages hierarchy allows one to organize roles according to where they are applicable. Roles 
defined on the root package are available to all Q-flow templates. Therefore, roles applicable to all the 
organization (such as ñGeneral Managerò, ñSecretaryò) should be on this package. Roles only applicable 
to a group of processes should be defined on the package containing the templates which model these 
processes. For instance, the ñApproverò role could be on the ñApproval Templatesò package. 
 

System roles  

 
The concept of a system role is similar to that of a template role in the sense that it also enables one to 
reference users in an indirect way. However, system roles are fixed. It is not possible to define new 
system roles. Besides, system roles do not belong to any particular template or package. 
 
The way in which a system role is used is also different. It is not possible to assign a task to a system 
role. However, it is possible to assign a system role to a template role. 
 
System roles are relative to some Q-flow element. A user performing a system role varies according to 
the element to which the role is being applied. This becomes clearer when one considers the existing 
system roles: 
 

 Template version owner 

 Template owner 

 Package owner 

 Workflow starter user 
 
 

Data domains  

 
Data domains are types of data. They relate to information pertaining the way in which data should be 
shown and entered on Q-flow forms. For instance, the ñNumberò domain relates to a text box. Therefore, 
Q-flow will show a text box in those forms in which participants of a workflow have to enter data 
belonging to that domain. 
 
Q-flow defines several basic domains, which can be found in the root package. It is possible to define 
additional domains and to place them in suitable packages. 
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Custom forms  

 
Q-flow provides standard forms for workflows. When a workflow is executed, Q-flow uses template data 
to generate forms when needed. In some cases, it might be desirable to use more complex forms, or 
forms which include elements not originally present in Q-flow. Thatôs what custom forms are for. Custom 
forms can be built by developers so that they can be later used by some process defined within Q-flow. 
 

Integ rations  

 
Integrations allow one to define collaboration operations between Q-flow and other applications. 
Template design is independent from the definition of integrations. This is an advantage, since the 
definition of an integration requires certain technical knowledge not required to design a template. The 
independence between both activities makes it possible to separate technical work from template design 
work. A person with technical background may define an integration, which will then be ready to be used 
on several templates by designers, without the need for them to know the details of such integration. 
 

Event  handlers  

 
Event handlers are scripts that can be associated to events that occur during the execution of a 
workflow. Once associated to an event, every time a workflow is executed and such event occurs, Q-
flow executes the script. For instance, it is possible to write a script and specify that it be executed right 
before the workflow ends its execution, or whenever an error occurs. 
 
Event handlers can be synchronous or asynchronous. Synchronous handlers may modify workflow 
information. Asynchronous handlers may not. 
 

Worklets  

 
A worklet is a set of steps grouped in such a manner that they can be reused on another template, or on 
another version of their template. Worklets are used to simplify template design. Given a very complex 
process, it may be easier to design a template that models it if one divides the template into smaller 
parts, each one corresponding to a worklet that groups steps into units according to some criteria 
defined by the person designing the template. 
 
For example, there may be a rather large process which contains one or more sets of tasks consisting of 
revision and approval of documents. All these tasks could be grouped on a worklet containing the steps 
corresponding to the revision tasks and the evaluations of the results of these revisions. 
 
Worklets are also used to encapsulate sets of steps that appear in several templates, so that these sets 
may be reused in other templates without the need to design again that part of the diagram for each 
template. For example, several processes may include revision and approval tasks as on the previous 
example. In that case, it would be a good idea to create a worklet that contains all steps common to 
these processes. 
 
A template diagram shows a worklet as only one step, but in reality there are several steps. A template 
designer may choose to see all worklet steps at any time. 
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Validations  

 
Validations are small pieces of code (scripts) that are created so that they execute operations on forms 
that interact with users. Users interact with Q-flow through forms that are shown at the Q-flow web site. 
Validations can be included in these forms to check whether data entered by a user are correct, or to 
perform some operation on the date before or after the user has modified them. They are also a way of 
customizing Q-flow forms without using custom forms. 
 

Change control  

 
Q-flow includes mechanisms to control changes to templates, packages and versions. Change control 
ensures that only one person can change one of these elements at a given time, so that no other person 
may modify the same template, package or version at the same time. This prevents accidental 
overrides. 
  
Change control is based on three basic operations: 
 

 Check Out: in order to modify a template, package or version, one must first check it out. Every 
time a user checks out en element, the element is copied to the userôs computer, where the user 
may modify it. Only one person at a time may check out an element. Therefore, when an 
element is checked out by a user, no one else can modify it. There is also a special option, 
called ñCheck out Compatibleò, which checks out the element in such a way that only certain 
changes are allowed, so that running workflows are not affected by changes. 

 Check In: in order to save changes made to a template, package or version that had been 
previously checked out, a user must check in that element. When doing so, the local copy of 
that element, including all changes made to it, is saved on the Q-flow database. From there on, 
that same element is free to be modified by any other user, as long as he checks it out.  

 Undo Check Out: if a user checked out a template, package or version, modified it, but does 
not wish to save the changes, then he must perform undo the check-out operation. This will 
unblock the element, therefore allowing other users to check out and modify it. Changes made 
to the element while it was checked out will not be saved to the Q-flow database. 

 

Please remember that only packages, templates and versions that are checked out can be modified. 
This means no items (application data, template roles, etc.) can be added to a template or package that 
is not checked out, and that, when viewing a template or package that is not checked out, many 
operative options will not be available. 
 

Dif ferences with Q -flow 2.x  

 
This version of Q-flow has many differences with Q-flow 2.x. Q-flow 2.x handled many concepts that no 
longer exist in Q-flow 3.0, and which were replaced by others. 
 

Organization roles  

 
The concept of organization role does not exist in Q-flow 3.0. The structure of packages and inheritance 
make it unnecessary. For a template role to work in the same way as an organization role worked in Q-
flow 2.x, it suffices to place it in the root package. 
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The structure of packages provides a more flexible functionality than the one offered by organization 
roles, since it allows the definition of roles with a limited scope by placing them on packages other than 
the root package. For instance, the root package could contain a different package for each department 
in the organization, and each of these packages could have roles that, because they have been defined 
inside one of these packages, are only valid within the department corresponding to their package. 
 

Work queues  

 
Work Queues are not present in Q-flow 3.0. Q-flow 3.0 template roles can be used by many users at the 
same time, and therefore are a substitute for work queues. 
 

Folders  and views  

 
The concept of folder is not present in Q-flow 3.0. Templates are kept in packages, whose function is 
similar to that of Q-flow 2.xôs folders. Packages have access permissions, just like folders in Q-flow 2.x. 
The Business Process Modeler allows you to define these permissions. 
 
Workflows are no longer stored in folders. They can be are visualized by means of views. These do exist 
in Q-flow 3.0, but they must be defined in the web site. The web siteôs manual explains how views work. 

Instructions  

 
This section explains how to use the Business Process Modeler. 
 

Configuring the connection to the server  

 
The first thing that will appear the first time you try to open the modeler will be the window where you 
must configure the connection to the backend services server (Figure 1). The window shows the 
following options: 
 

 Server Name: name of the server to which you wish to connect. 

 Connect Using: connection mode (.net Remoting, web services or MSMQ). To select the right 
option you should know what options are available on the selected server. 

 Sub Address: server sub-address. You should know this information beforehand. Default is 
6000. 

 Logon Information: 
o Use my network credentials: uses current userôs credentials 
o Use the following credentials: allows one to specify a user name and password to be 

used to connect to the server. 
 Automatically connect to this server: if you check this option, the tool will connect to the 

server automatically the following times you open it, by using the current settings. 
 
Once all options are configured, click the ñConnectò button to connect to the selected server. 
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Figure 1 Connection to the server 

Security  options  

 
The security options allows one to specify who can and who cannot access the business process 
modeler, and for those who can, what operations they are allowed to perform. 
 

To access the security options window, select ñOptionsò from the ñToolsò menu. Q-flow will open a 
window like the one shown in Figure 2.  
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Figure 2 Security options 

The window has two tabs. The first one shows several data: 
 

 Tool Name 

 Tool Version 

 Current User: the user currently running the tool. 

 Connected to: name of the server the tool is connected to. 

 Session expiration: the date and time in which the current session will expire. 
 
The second tab (Figure 3) allows one to configure the toolôs access permissions: 
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Figure 3 Security settings 

In the upper part of the window (where it reads ñRole, group or user names), the security roles, groups 
and users with access to the tool are shown. The ñAddò button allows one to add security roles, groups 
and users to the list. The ñRemoveò button allows one to remove the selected item from the list. For 
additional information on security roles, please read the Organization Model Manager manual. 
 
The lower part of the screen shows the selected itemôs access permissions. There are two types of 
operation: 
 

 Access tool: allows one to open the business process designer. 

 Manage security: allows one to modify the toolôs access permissions. 
 
 

General description of the interface  

 
Figure 4 shows the screen of the business process modeler, with a loaded template and with the 
windows in their default format and position. 
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Figure 4 The tool's main screen 

The main elements of the interface are: 
 

 The menus: menus allow one to create and open solutions, and to perform several operations 

 The operations bar: the operations one is the one with icons which appears below the menu. 
Allows one to quickly access several of the operations available in the menus. 

 Toolbox: this is the box on the left. When one is editing a template, it shows Q-flow steps and 
worklets. 

 Solution explorer: shows the open solution, with its packages and templates. It allows one to 
modify the solution and its elements. 

 My templates: (not shown in the figure) shows those templates whose owner is the user who is 
currently running the tool. 

 Mini map: shows a small version of the diagram of the version currently being edited, and 
allows one to easily choose what part of the diagram is shown in the screen. 

 Properties: when a step or a connector of the diagram is chosen, shows its properties, and 
allows one to modify them. 

 Results window: itôs in the bottom, left. By clicking on the ñResults windowò bar, the results 
window will open showing errors and results of the toolôs operations. For instance, should Q-flow 
not be able to save a template due to definition errors, an error message will be shown in the 
results window. 

 The middle of the screen shows the diagrams of the open versions. 
 
Figure 4 shows the screen in the format selected by default. 
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Interface  customization  

 
Users may customize the interface according to their preferences. For example, the toolbox is hidden by 
default, except for a tab that allows the user to open it by clicking. . However, it is possible to configure it 
so that it is always open, by clicking on the first icon to the right top of the box (Figure 5). 
 
 

 
Figure 5 How to cause the toolbox to remain always open 

By clicking again on the same icon, which now will be in the vertical position, the toolbox will hide again 
automatically every time the mouse cursor gets far from it (Figure 6). 
 

 
Figure 6 How to cause the toolbox to automatically hide when the cursor gets far from it 

It is also possible to close the toolbar (or any other like window) by clicking on the ñXò (Figure 7). To 
show it again, just select it from the ñViewò menu. 
 

 
Figure 7 How to close the toolbox 
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Another option is to configure the toolbox so that it is not fixed. To do that, double click on the upper part 
of the box (where the title, ñToolboxò, is). This only possible if the toolbox is always open (if it hides 
automatically, this option is not available). The box will now be released and may be moved around 
anywhere on the screen (Figure 8). 
 

 
Figure 8 The loose toolbox can be positioned anywhere 

It is possible to fix the toolbox again by dragging it towards one of the screen borders. Make sure to 
release the mouse button only when the toolboxôs shape has adapted itself to the border of the screen 
(Figure 9 and Figure 10). 
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Figure 9 How to fix the toolbox again (1) 

 
Figure 10  How to fix the toolbox again (2) 

Should there be other windows in the border against which one drags the toolbox, the toolbox will adapt 
to it by using less space (Figure 11). 
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Figure 11 A window adapted in size 

All these mechanisms are valid for all other boxes and windows that appear in the ñViewò menu, 
although, by default, they may appear in different formats. For example, the Solution Explorer, as 
opposed to the toolbox, is always open by default. 
 

Working with solutions and packages  

 
In order to start working with the Business Process Modeler, one needs first to create a new solution or 
open an existing one. The tool installer creates a solution that contains only the root package, and 
leaves it on the desktop, so that, when you double-click on that solution, the business process manager 
starts with that solution open. 
 

Creating a solution  

 
To create a new solution, select ñNew, Blank Solutionò (Figure 12) from the File menu. Q-flow will then 
open a window as shown on Figure 13. 
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Figure 12 Creating a new solution 

 
Figure 13 New solution's properties 

At this point, you may modify the following solution properties: 
 

 Name: solution name 

 Location: The folder where the file that contains the solution will be kept. Remember that Q-
flow does not save solutions in the database. A solution is simply a local file with information 
regarding packages, templates and other elements that belong to it. 

 

When you click on the ñOKò button, the new solution will appear in the Solution Explorer. To start 
working with the solution, you must add packages to it. 



Q f 3 0 4 0 0 3 E N G  B u s i n e s s  P r o c e s s  M o d e l e r  v 1 . 0  

 

23  

 

How to open a solution  

 
To open a solution, select the ñOpenò option from the ñFileò menu. Q-flow will open a window that allows 
you to choose the solution you want to open. 
 

Creating packages  

 
To create a package, select ñNew, Packageò from the ñFileò menu (Figure 12, right below ñBlank 
Solutionò). Q-flow will open a window like the one shown on Figure 14, similar to the one that allows you 
to create a solution. 
 

 
Figure 14 Creating a package 

Modify the properties of the packages: 
 

 Package tree: select, from the package tree, the package inside which the new package is to 
be created. 

 Description: there are two boxes with the title ñDescriptionò. Only one is enabled to enter text. A 
little description can be written there. 

 Solution: allows you to choose between two options: 
o Add to solution: creates the package and adds it to the open and active solution. 
o Create new Solution: creates the package and a new solution, and add the new 

package to that solution. If you choose this option, Q-flow will enable the ñLocationò 
option (which indicates where the file of the new solution will be located) and ñSolution 
nameò (the name of the new solution). 
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If a solution already contains packages, an alternative and easier way of creating a package is using the 
Solution Explorer: 
 

1. Right-click on the package inside which you wish to create a new package. Q-flow will open the 
selected packageôs context menu. 

2. Choose ñAddò, ñSub Packageò. 
 

How to add an existing package to a solution  

 
It is possible to add a package to a solution at the time of creating that package. However, it is often 
desirable to add to a solution packages that already exist. 
 

To add an already existing package to a solution, select ñAdd, Existing Packageéò from the ñFileò menu. 
Q-flow will open a window as shown on Figure 15, similar to that on Figure 14. 
 
 

 
Figure 15 Adding a package to an existing solution 

Select, from the package tree, the package you wish to add to the solution. When you click on a 
package, Q-flow will show that packageôs description in the ñDescriptionò box, next to the package tree. 
 
It is not possible to add to a solution a package that contains another package already present in the 
solution. By adding a package to a solution, Q-flow also adds all the elements that belong to that 
package, including all packages included in it and all its descendants. 
 


