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Introduc tio n

The purpose of this manual is to explain the functioning of the Q-flow web site. The Q-flow web site is
the tool which allows users to start workflows, interact with them and visualize the process information.

Organiza tion of this Manual

This manual is divided into the following parts:

Entering the site: explains how to access the Q-flow web site.

Main site: describes and explains the functions of each of the parts that compose the main site
of Q-flow. The main site is the one whose content is common to all users.

Personal site: describes and explains the functions of each of the parts that compose the
personal site of Q-flow. The personal site is specific for each user.

Creation and Management of Views: explains the concept of views and how to define them.
Web parts: explains how to use the Q-flow web parts and describes each one of the web part
types available to be used on the site.

Operations for Q-flow views: explains how to apply the operations to the templates,
workflows, tasks and other elements managed by Q-flow. Explains how to perform operations
such as starting a workflow, responding to a step and delegating a task.

Personalization: explains how to modify the appearance of the Q-flow site.
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Entering the site

To enter the Q-flow site:
1. Open the browser (Internet Explorer 6 or later, Firefox 3 or Google Chrome).
2. Write the Q-flow site address (for example, http://QflowServer/gflowwebsite).
Login
To enter the Q-flow site, a user must log in.

Q-flow uses Windows integrated security. Users are authenticated in Q-flow with the same accounts that
they use in Windows.

| f I nternet Explorer i s c¢onf iWgndaweidentity,ahe bogirt operatianisc al | vy
automatic. In this case, when you try to enter the Q-flow web site, you will not see the login screen, but
will enter the site directly without passing through this.

If Internet Explorer is not configured in this manner, or if there is a failure in the automatic login, Q-flow
will show the login screen.

Figure 1 shows the Login screen for the Q-flow site. In order to enter the site, you must complete the
following fields:

e User Name: this is your user name.
e Password: this is the corresponding user password.
e Domain: this is the domain to which the account your user account belongs.

Login

User name: | |

Passwaord: | |

Cormain: I ;I

Lodin
Figure 1 Login

Then, clickonAiLogi no.
Qf l owbs web site is divided into two parts: the main
The main site is what appears when a user opens the Q-flow site. The main site is the same for all
users, and shows information about a | | t he mplaes, emrkflows and tasks. Information is
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organized according to the package structure. Figure 2 shows the main site in th
. . A f .
immediately afterQ-f | owés i.nstall ati on
Home Seftings Preferences Advanced search
Home page
a Displaws the selected web parts for the site
@ Edit cortert A Modify cortert # Reset web parts
[ Templates
Rl Flows
» Active
s Waiting
s> On error
- Finalized
- Paused
=] Tasks
R Motifications
R Views
» Templates
» Flows
» Tasks
[ Fackages
[ System stats
» Current load
» Activity
[ Google
R Vrudata
» O-flow
-+ Bearchtools
» Specific
-» Google videos
e Boogle books
- Intellikan

Figure 2 Main site

The main site is divided into three zones:

e The main panel: occupies the largest part of the screen and shows information. It is where
Q-flow shows workflows, templates and tasks lists.

e The navigation tree: is the bar that appears on the left hand side of the screen.

e The upper bar: is the horizontal bar that is found in the upper part of the screen. It allows you to
perform administrative tasks, perform advanced searches and switch sites (go from the main
site to the personal site and vice versa). Qflondoes not show al l users al
options. There are options that are shown only if the user who is browsing through the site has
permission to perform operations related to them. For example, if a user does not have
permissions to manage any aspect of links and views, t h e Setingsoo mvi fi | not appea
the user enters the web site.

Below you will find a description for each section of the web site.

Main panel

The main panel is the zone in which Q-flow unfolds information in the form of lists, forms, web parts,
diagrams and other elements.

In the upper part of the main panel, Q-flow indicates the current section, the description of the current
section, the current package and the current user (the name of the user account corresponding to the
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person that is accessing the site). The current section is the part of the site you are browsing. For
example, if a user clicked the i T e mp | liaki tees the current sectionisi Temp | at es 0.

The current package is the package you are browsing. When a user clicks on one of the navigation

treed $inks, Q-flow shows in the main panelthecur r ent lancektawhieldcsrrespond to that

Il i nk. For example, if the wsrentpackageis @ R ¢/Tesisq Q-flovmip | at e s O
show the templates that belong to the i R o/Tes$tso package (Figure 3). The default current package is

the Root package. To select a different package, u s ePackdyeso fid fronmthe navigation tree.

/ /
| / Home / Settings Freferences
/

Templates list of the cuwent package

\ \ Currert package

current wuser
ID ™ Mame Mersion Description
a Test 1.0

Figure 3 Part of the main panel that shows the present section, its description and current package

The main panel can show web parts on the home page, it the home page has been configured to show
web parts, and allow the user to add or remove web parts. The web parts are components that allow a
web site to be personalized. By means of the web parts, a user can decide which information they want
to see in a site, and how this information will be arranged. The fiWeb partsosection explains the concept
of web part and its use in Q-flow.

Navigation tree

The navigation tree is the bar that appears on the left. It is divided into the following sections:

Quick search

Templates

Flows

Tasks

Notifications

Views

Packages

System stats

Others (as many link sections as have been defined)
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Bel ow i s an explanation for each section. The sectio
show system views. For more information about views and system views, see the fCreation and
Management of Viewsosection.

Quick search
In the quick search section there is a text box next to the icon that represents a magnifying glass (Figure
4).

Figure 4 Quick search

If the user writes text in the text box and clicks on the magnifying glass, Q-flow searches for workflows
whose description contains the text entered into the text box. If the entered text is a number, Q-flow will
also search for workflows whose correlating id matches the entered number. Q-flow shows the search
results in the main panel (Figure 5).

| Haome Settings Freferences Advanced search
a
S =] g o
Flow . L Flaw
Iclgrrvelatwe Flaw name Flow description Ternplate narme Flaw flag eSS
2 Approval 123 Testt 0
1 Approval 122 Testl 1]
Figure 5 Quick search results
Templates

When a user clicks i T e mp | a-floev shibws th@ list of templates of the current package in the main
panel. If the user has permission to start workflows in the current package, they can do so by clicking on
the template they wish to use as a base for the workflow to be started.

Flows
When a user clicks i F |1 o w#8ow shov the list of workflows of the current package in the main panel.
If the user has enough permissions, t hey can click on a worndfahddram and se

there access more information. They may also perform other operations.

Within the i F | ozeredhere are several links which allow the user to view the current package6 s
workflows filtered by pre-defined criteria:

e Active: only shows the current package6 s acti ve wor kfl ows.
0 Waiting: showst he current packageds wor kflThess t hat
workflows are the ones which are waiting for some type of action by a user, for
example, a userds response to a task

10
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0 On Error: shows only the workflows that are stopped due to the occurrence of some
error. These workflows are not definitively stopped, but rather they await some type of
correction.

e Finalized: shows workflows that have already completed their execution.

e Paused: shows paused workflows. For a workflow to be paused, someone must pause it (for
information about how to pause a workflow, see fPause0 within fParticular operations for
workflow viewso ) .

Tasks

When a user clicks i Tsks 0 ,-flowshows in the main panel a list of the current packaged s t a-fows .
generates a task when a workflow reaches an interactive step and waits for one of its addressees to
answer (for example, it waits for one of the addressees to answer a question; the notification steps do
not generate tasks). For each task an initial date, task name, subject and addressee are shown.

Notifica tion s

The i No t tio fn islika causes Q-flow to show the current packaged s not i f ifleavaserido n s .

notifications to all the addressees of a notification step when a workflow reaches one of those steps.

View s

The fi ws dink makes Q-flow show the views defined for the current package. These appear divided
into eight groups represented by eight tabs.

# Package views
This page shows the views for the current package, you can navigate a view by selecting it

Templates Flows Tasks Tasks to Hotifications Hotifications to Actions Actions to

Name Description
4 Checked-out templates
4 Recently modified ternplates

Figure 6 Views
Below are the eight groups:

e Templates: views whose elements are templates.

e Flows: views whose elements are workflows.

e Tasks: views whose elements are tasks. They show one line per task, that is, one line for each
executed question step or task step.

e Tasks to: views whose elements are tasks proper to each user. Unlike the previous ones, these
show a line for each addressee of a task. If a task has five addressees, it will show five lines,
one for each one of them.

¢ Notifications: views that show natifications. They show one line per executed notification step.

11
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e Notifications to: views that show notifications proper to each user. They show one line for each
addressee of a notification.

e Actions: views that show timed control actions (reminders, alerts, delegations and timeouts).
They show one line for each executed question step or task step.

e Actions to: views that show actions proper to each user. They show one line per addressee of
an action.

Within the it \éws @one there are three more direct links for the following types of views:

e Templates
e Flows
e Tasks

Within each of the categories defined by those links, there may be links to views that have been marked
as important and which therefore appear in the navigation tree.

The concept of views and the procedure to define them are explained in the section fCreation and
Management of Viewsoof this manual.

Pack ages

The packages section allows the current package to be selected. When a user clicks on the fPackageso
link, Q-flow shows the part of the package structure that the user is allowed to see (Figure 7).

‘ # Package tree hierarchy
This page allows to select a package from the three hierarchy to filter the items in the site
Approval 28
Templates
- 5 Root
Flows -
— ) Finance
i ~ _
. Y Operations
e &
= Sales
. =) Advertisment
Bl Tesks Y Tests
B MNotifications

Figure 7 Package structure

To select a package, click on the corresponding icon. This will make that package become the current
package. From that moment on, when any of the other links is clicked, Q-flow will show the elements
pertaining to that package. For example, when the user clicks on A T e mp | a fleevsmil ,shovRthe
templates for the selected package.

System stats

The system stats section works like a control panel for supervisors: it provides measurements and the
information necessary to control the processes. It shows graphs with information about the processes.
There are two types of graphs:

12
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Current load: shows the quantity of active workflows in the system, how many of them are
waiting for user action and how many are stopped because of errors (Figure 8).
Activity: shows how many workflows, tasks or steps were started during a certain time period.
The user can select the element type to be processed by the graph. The three options are
i F 1 o wssks,@andifftepsod and they appear on the right hand side of the screen. The time
period can also be specified where it says fiTime Periodo (Figure 9).

Flows by status

Template: Pedro

S50

40

30

20

10

Oﬁ
Active flows W aiting flows
Figure 8 Current Load

13
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Flows started in the period
Template: Pedro

30
24
Ttern type
@ Flows
18
C Tasks
@ Steps
12
Time slice
Last 24 months x|
)

il A S SR R g R o O BN g EOY Y 1 B ) IO RS, R L S R R R o i R SR R, R R SRR S, R

N P, S e N M S TR TR (T N S e S s g e S e e T S e, R T e e X e e Y A S

- oM T N YN OO0 =S ANM T N 0N 0 O O - AN M T NV O N OO0

N AN N AN NAN NN N MM L B I I D e e |
Figure 9 Activity

The links section may be empty, or may contain links and categories defined within the organization. In
Figure 10 two main categories are shown: i Ur u daad fiBearch Engines &The first contains two links.
The second contains both links and categories.

Some links open themselves up in the same window where you see the Q-flow site. Others open up in a
new window. The way in which a link opens is determined by its configuration. The section fManage
linkso  eaingphlow to create categories and links. It also explains how to organize and configure them.

+ Current load

» Activit ¥

Urudata

-3 Q-flow
-3 Intellikon

Buscadores

» Google

-.» Especificos

dle videos

+ Yahoo

Figure 10 Links section

14
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Upper bar

The upper bar offers options for the management of the site, among other things. The upper bar options
are:

e Home: shows the home page.

e Settings: allows you to manage views, links and access permissions. This option does not
appear if the user does not have permission to perform any of these operations.

e Preferences: all ows you to configure the web siteds appe
home page.

e Advanced search: allows the user to search for templates, workflows or tasks using the same
criteria that can be used to define a view.

e My site: navigatestot he s spemwsonal site. The wuserfBessonpler sona
siteo .
Home
The home page is the page that Q-flow shows users when they enter the web site. This option allows
the user to go back to the home page any time. To ch

( s eRzxefefenceso ) .

Preferences

The preferences page shows two options:

e Home page selection
e Apply theme

Home page selection

The home page selection page makes it possible to specify which page will be shown when the user
opens the Q-flow web site. The options are the following:

e Default web page: this is the home page that appears if no home page is specified.

e Web parts: the home page is the page that shows the web parts. There are two ways of
showing the web parts:

o0 Two columns: the web parts are shown in two columns.
o Without columns: the web parts are not shown in columns. Each web part takes the
whole width of the main panel.

e System view: the home page will show the contents of one of the system views. If you choose
this option, you must also choose the system view that will be shown.

e System personal view: the home page will show the contents of one of the personal system
views (for exampl e, AMy taskso). I f you select t
be shown.

e Public view: the home page will show the contents of a non-personal view defined by the user.
If you select this option, you must also choose the view you wish to be shown.

e Personal view: the home page will show the contents of a personal view defined by the current
user. Personal views are the ones that are defined in the personal site, and only contain

15
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i nformation specific to the current user . Exampl
(a view of the AMy taskso type filtered so that
50%).

e Dashboard: shows a chart (you must choose which) or the advanced search page. Possible
charts are the Modifylcontentin gs € steieorn ,hei msi de the part
describes web parts, to see descriptions and examples of each type of chart).

0 My managed tasks ( d e s c r i bModify contenth e s @ct i on, inside the
parts in this manual).
0 My substitutions( descri bed in the fAModify contento s«

pats in this manual).
o Currentload ( s eSystefn statso ) .
o0 Activity ( s eSystefn statso ) .
o0 Advanced search ( s eAalvariced searcho )
e Custom Url: shows a web page whose address must be written in the text box that appears
beside this option. For exampl e, for the home
http://www.urudata.com.
e Link: allows you to select a link from the existing ones and shows the page corresponding to
that link in the home page. This option is similar to #fACu
speci fied i n Links® Isierck.i oed ot lbebtfmai n more infor mat

This page allows you to select the home page. ¥ou can choose any of the available options to he displayed as the home page ofthe site

& Default weh page

' weh parts | Two columns =l
0 System wiew | &ctions |
i System personal view IM\,f alerts ;l
 public view | Checked-out templates =l
' Parsonal view |r'-fl\,r most impartant templates =l
T Dashboard | My managed tasks |
 Custom Url | |
 Link 2
= ﬁ Mawigation
& Google
= & Urudata }
& Q-flow
B & Search tools
= B Specific
& Google videos
@& Google boaks =

Save Cancel

Figure 11 Home page selection

16
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Apply theme

The AApply t henaeol ipsatg e( fisSheolwesc t  thé themesthat arehamatlablecio nt ai n s
Q-flow. When you select a theme from the list, Q-flow shows to the left an image of how the site will look
with that theme. To apply thisthemeand modi fy the appearance of the sit

Preview Select a Theme

ISaEEhire

0-flg
T .
Figure 12 Apply theme
Settings

The settings page shows four options:

e Manage views: shows the page that allows you to add, modify and remove views.

e Manage links: shows the page that allows you to add, modify and remove links and categories.

e Package settings: shows the page that allows you to configure access permissions for the
current package.

e General settings: shows the page that allows you to configure access permissions for the web
site.

Manage views

The Manage views page is similar to the page that appears when a user clicks on the i \éwsolink, the
difference being that this one presents options to add new views, modify the existing views or remove a
view. Figure 13 shows the Manage Views screen, and shows the icons which should be clicked in order
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to modify and remove a view. The details of the definition of views is given en the section fiCreation and
Management of Viewso .

Templates Flows Tasks Tasks to Hotifications Hotifications to Actions Actions to

iR add view

Name Description

Checked-outtermplates

# XK Recénty modified terplates

Delete view

hlodify view

hlanage system views
Figure 13 Manage views

Manage links

The Manage Links page allows links to be created which appear in the Links section of the navigation
bar. Figure 14 shows that page. In that page, Q-flow shows the link tree. The link tree shows the
structure of links ordered as they appear in the navigation bar.

Each element of the links tree appears together with an icon which indicates whether it is a link or a
category. In the upper right hand area of the box where the links tree is shown there are four icons
which allow the following operations to be performed: create a link, create a category and change the
order of the treed slements. Figure 15 shows the icons and their meanings.

The categories provide for the grouping of links and other categories. When a user clicks on a category
in the navigation bar, nothing happens. A link can also be used as a grouper, and therefore can also
contain categories and other links. For example, in Figure 14, the link i G 0 o gdn@ids the category
fSpecificsd which in turn contains two links. In this case, i G 0 o gvbrles as a category which is a link to
a web page as well.

18
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Links tree kﬁ#‘ éd_ ¥ &

= Q Mawvigation
= ¢ Urudata

& Q-flow
& Intellikon
= =7 Search tools

& Google
=l 7 Specific
& Google viden
& Google books
& vahaoo

Figure 14 Links management

& Link

£ | Categoria
@ Add link

&= Add category
& Move down
& Move up

Figure 15 Links management icons and their meanings
To add a link:
1. Click on the icon that corresponds to the operation fi dd linkd seé Figure 15). In response, Q-

flow shows, to the right of the link tree, a box which allows the properties of the new link to be
edited (Figure 16).

19



Qf304004ENG Web Site v1.0

2. Editt he new | inkds properties. These are
a. Name: the name under which the link appears in the navigation bar.
b. Description: a small description of the link.
c. URL:t he paddres$te which the link leads (for example: http://www.urudata.com).
d. Target
i. Content frame: if this option is checked, when a user clicks on the link, the
navigator will open the link in the main page, within the Q-flow site. The upper
bar and the navigation bar remain visible.
ii. New page: if this option is checked, when a user clicks on the link, the
navigator opens the link in a new window.
e. Permissions
i. Restrict permissions: if this option is ckecked, Q-flow will restrict access to the
link according to the permissions specified below. Permissions are managed in
the same way as permissions for views. For more information, see
fPermissionsowithin the fDefinition of viewso .

Properties

Marne | |

Description | |

rl | |

Target * Content frame
" MNew page

Fermissions
[T Restrict permissions

g add Role

Ok Cancel

Figure 16 Add link

20
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Permissions

¥ Restrict permissions

4k add Role

Name Description Allow Deny Role type
X Pedro Pereira « & ;
Delete OK Cancel

Figure 17 Link to which an access permission has been added for the user "Pedro Pereira"
To modify a link:

1. Select the link from the link tree. This causes Q-flowto show t he | i nhkodandpr oper
allows them to be modified (Figure 18). This box is the same as the one that is shown when a
link is added, except that it includes the button Rémoveo .
2. Modify the properties you wish to change. The properties are the same ones that can be edited
when a link is created. New permissions can be added and permissions that already exist can
be removed.
3. ClickA Acept 0.

Properties
Mame [Q-flow |
Description | |
Lrl |http:f,-’www.urudata.coquflow |
Target & Content frame
 Mew page
Permissions

[T Restrict permissions

gk Add Role
Delete ik, Cancel
Figure18A | i nkdés property box

21
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To delete alink:

1. Select the link from the link tree. This causes Q-flow to showthel i nk 6 s p r(Figpre 18t vy

2. Click the button fDeleteo .
To add a category:

1. Click the icon that corresponds to the operation fi 4d a category0 seé Figure 15). In response,
Q-flow shows, to the right of the linktree, a box which all ows t he
edited. This box is the same as the one that Q-flow shows when you add a link; except for the
fact that the only properties for a category are i Bmeoand i D e stiom dsge Figure 16).

2. Enterin each property the desired value.

3. Click i Acepto .

To modify or delete a category, respectively go about in the same way you would to modify or delete a
link.

Package settings

The package settings page allows you to define who can access the current package, and, for those
who are granted access, which operations they can perform. The Figure 19 shows the package settings
screen. This screen has a list of roles, users and groups that are allowed to access the package
information.

Lse this page to manage security settings for the current package

MWaodify role permissions

. 4 add role
Rermaove role from the list
Name Jescription  Permissions Role type

- Wiew items, Audit, Manage security, Manage views, Manage links, Manage flows, Manage web
XK administrator pants, Delegate task, Drill down, View statistics E.

- Wiew iterms, Audit, Manage security, Manage views, Manage links, Manage flows, Manage web -~
XK administrator pants, Start flow, Respond task, Delegate task, Drill down, Yiew statistics L g
& K Desianer Wi iterms, Audit E‘
4 )( User Wiew items, Start flow, Respond task E‘

Figure 19 Package settings

The fPermissionso column shows the operations that each role, user or group can carry out. The icons
that appear in the column fRole typeoindicate, for each line, whether it defines permissions for a user,
role or group. Figure 28 in the "Permissions" sections shows the correspondence between icons and
role types.

To add arole:

1. Click it 4d roled . -flo@ shows a window which allows you to choose a role, group or user. For
more information about how this window works, see t h dernfissionsd segment under the
fiCommon aspects of the web sitedsection.

2. Click it Ace p t d&flow w@ll add the item to the list with the permission fSee it e mand nothing
more. To add more permissions, modify the role.
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To modify the permissions of arole, click on the icon that corresponds to the modifying option (pencil,
Figure 19).
Q-flow will show a window like the one from Figure 20. This window shows a list with all of the possible
permissions:

e Manage security: allows the user who performs the role to modify the security configuration of
the current package.

e Manage views: allows the user who performs the role to create, modify and remove views
defined on the current package6 s el ement s

e Manage links: allows the user who performs the role to create, modify and remove links, and
grant permissions over those links.

e Manage flows: allows the user who performs the role to carry out operations on the current
packaged s wo r guthlanfiwaizing a workflow.

e Manage web parts: allows the user who performs the role to manipulate web parts.

e Start flow: allows the user who performs the role to start workflows based on the current
packageb s t empl at es

e Respond to tasks: allows the user who performs the role to respond tasks that belong to the
current package. A user can respond to a task if they are an addressee, substitute for an
addressee, or the supervisor of an addressee of that task.

e Viewitem: allowst he user who performs the role to see thi

e Drill down: allows the user who performs the role to see the details (data, roles and
attachments of the process in the details view) of thecurrentpac ket 6 s .wor kf | ows

e See statistics: allows the user who performs the role to see the statistics of the current

packageb s it ems
e Audit: allows the user who performs the role to view audit information of the currentpac ket 6 s
items.

o Delegate tasks: allows the user who performs the role to delegate tasks, reassigning them.
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3 Package permissions - Dialogo ¥eb ﬂ
Permizzion for Al Deny
Audit r
Delegate task [ |
Dirill diovaen v r
Manage flows ¥ |
Manage links Ird I
Manage security ¥ |
Manage views Ird I
Manage weh parts ¥ |
Respond task I I
Start floow r r
Wiew iterns ¥ I
Yiew statistics I~ r

Cancel

Figuue20Packageds permi ssions

Check MAllowo r fd D gafor each permission and click A Acepto .
General settings

The general settings screen allows you to define who can access the web site, and whether or not they
can manage security aspects. The functioning of this screen is similar to the package settings screen
(see fPackage settingso.)However, the permissions that can be granted or denied are different.

Figure 21 shows the general configuration screen. Figure 22 shows the permissions configuration
window. The two possible permissions are:

e Manage security: allows a user in the selected role to manage the web site security, that is,
modify the general configuration.
e Access tools: allows a user in the selected role to access the web site.
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# General settings
Use this page to add new roles, remove permissions from roles, or assign permissions to application roles

4 add role
Hame Description Permissions Role type
e )( Administratar Access tool, Manage security E
# X tdministrator Access tool, Manage security ;
& XK User Access ool E

Figure 21 General settings

<} General permissions - Dialogo We x|
Permizzion for Al Deny
Access tool IF r
Manage security ¥ |

Figure 22 General permissions

Advanced search

The advanced search feature allows you to specify the same parameters that are used by the views,
and use these parameters to search for workflows that belong to a certain package and fulfill certain
conditions. When Q-flow performs an advanced search, it temporarily creates a view. Thus, when a user
is defining the parameters for an advanced search, they are really defining a view. Q-flow calls these
vi ews fidy n asncechese are mspoedefined when they are shown to the user, but rather Q-
flow creates them in the moment the search is performed.

In the upper part of the screen, Q-flow shows a list ( \fiew typed Which allows you to select the type of
view you wish to create for the search. The possible types are:

e Flows: the view contains workflows from the current package.

e Tasks: the view contains tasks from the current package.

e Tasks to: the view contains tasks from the current package, proper to each addressee (if a
task has several addressees, a line is shown for each addressee). It is a list of tasks proper to
each user.

o Notifications: the view contains notifications from the current package.

e Notifications to: the view contains notifications from the current package, proper to each
addressee (if a task has several addressees, a line is shown for each addressee). It is a list of
notifications proper to each user.

e Actions: the view contains packages from the current package. Actions can be alerts,
reminders, timeouts and delegations.
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e Actions to: the view contains actions from the current package, proper to each addressee (if
the action has several addressees, a line is shown for each addressee). It is a list of actions
proper to each user.

e My templates: the view contains templates from the current package whose owner is the
current user (the current user is the one who is using the site).

e My flows: the view contains workflows from the current package whose owner is the current
user.

e My tasks: the view contains tasks from the current package whose owner is the current user.

e My actions: the view contains actions from the current package among whose addressees is
the current user.

e My notifications: the view contains notifications from the current package among whose
addresses is the current user.

e My responded tasks: the view contains tasks from the current package that have been
responded by the current user.

General Columns Filter Sort

View type: IFlDWS ﬂ
Page size:

Pages number to display:

Figure 23 Advanced search

Once the desired view type is defined for the search, its parameters can be defined. Since the definition
of these parameters is the same as the definition for the parameters of any view, the reader is referred
to the ACreation and Management of Viewsosection.

Personal site

To access the personal site, click on the i Msiteolink, whi ch appears in the

(Figure 24).

Advanced search |

Figure 24 Link to personal site

Figure 25 shows the personal site. The personal site is divided into the same parts as the main site, but
each one of them presents options which are different from those presented in the main site:
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e Main panel
e Navigation tree
e Upper bar

My home Settings Preferences Advanced search

# My home page
a Displays the selected web parts forthe current user
| | My templates N .
& Edit content & Modify contert & Reset weh parts
Iy floowes: .
L This page can be customized by the use of web parts.
s Artive To add or modify the lavout of web parts click the modify content link.
> Finalized To edit web part properties select the option edit properties from the
web part menu
| ] My tasks
Ea ' respondedtasks
g alers
| | My reminders
| ] My notifications
B 'tvmanaged
B v substitutions
| | Iy views
- Terplates
s Flows
+ Tasks
Figure 25 Personal site
The personal siteds main panel fulfills the same

packaged s ont ent a n cclemhehtg and cae shewdweb parts on the start page. The web parts
are described in detail in the AVeb partsosection.

Navigation tree

The navigation tree is divided into zones with links that allow the content of views associated to a user to
be shown:

e Mytemplates;:shows the current userds templ ates.
e My flows: shows workflows that have been started by the current user.
o Active: shows only active workflows.
o0 Finished: shows only finished workflows.
My tasks: shows the tasks which have the current user among its addressees.
My responded tasks: shows the tasks which have been answered by the current user.
My alerts: shows the alerts that have been sent to the current user.
My reminders: shows the reminders that have been sent to the current user.
My notifications: shows the notifications that have been sent to the current user.
My supervised tasks: shows active tasks assigned to those users whose manager is the
current user.
e My substitutes: shows a graph that shows how many tasks are assigned to users whose
substitute is the current user.
e Myviews:t he current user6s views. These are descri
0 Templates: template views.
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o Flows: workflow views.
0 Tasks: task views.

My views
The A M viewso link causes Q-flow to show personal views that have been defined for the current
package. These are divided into six groups represented by six tabs.

My templates My flows My tasks My notifications My actions My responded tasks

Name Description
4" by main templates

4 ytesttemplates

Figure 26 My views
The six groups are the following:

My templates: views whose elements are templates are owned by the current user.

My flows: views whose elements are workflows started by the current user.

My tasks: views whose elements are tasks addressed to the current user.

My notifications: views whose elements are notifications addressed to the current user.

My actions: views whose elements are actions (alerts, reminders, timeouts and delegations)
addressed to the current user.

My responded tasks: views whose elements are tasks answered by the current user.

e Others (as many link sections as have been defined).

Within the AMy viewsdo zone there are three more dire

Templates: s hows only t heégraigMy t empl at es
Flows: shows only the i Mf | o gvau.
Tasks: shows only the i Mtasksogroup.

Within each category defined by these links, there may be links to views which have been marked as
important and, therefore, appear in the navigation tree.

The concept of views and the procedure to define them are explained in the section fCreation and
Management of Viewsoin this manual. Please note that views defined in the personal site always filter
their content according to the current user. For example, in a templates view, only the templates owned
by the current user will appear. In a tasks view, only the tasks which have the current user among its
addressees will be shown.

28



Qf304004ENG Web Site v1.0

Upper bar
The options of the personal siteds upper bar are
e Homepage:shows t he p eonepage | siteds
e Settings: allows youto managethe per sonal siteds views and | inks,
e Preferences:t akes you to the preferences page, which |
page and change the sites appearance. It wor ks t
page Prsferenceso , in the section about the main site)

e Advanced search: enables you to search for templates, workflows and tasks, using the same
criteria that can be used when defining a view.
e Main site: navigates to the main site.

My home
The i miiomeo page is the page Q-flow shows a user when they enter the web site. This option allows
one to go back to the homepage at any ti me. To change the home paf

( s eReefefenceso ) .

Settings
The personal siteds settings page shows two options:

e Manage views: shows the page which allows views to be added, modified or deleted from the
personal site.
e Manage links: shows the page which allows links and categories to be added, modified and
deletedt These | inks only appear in the userb6s per sol

Manage views

The Manage Views page is similar to the page that appears when a user clicks on the
the difference being that this one presents options to add new views, modify the existing views and

delete a view. Figure 27 shows the Manage Views screen, and shows the icons which should be clicked

in order to modify and delete a view. The details of the definition of views are givenint h €reafion and
Management of Viewsosection.

My templates My flows My tasks My notifications My actions My responded tasks

# Add view
Name Description

/‘ >< My recent templates

Figure 27 Manage views
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Manage links

The manage links page wor ks the same way as the mafFarmme t eds
information, see the fManage linkso section, in the part of this manual dealing with the main site. The
links added to the personal site only appear in the personal site.

Preferences

The personal siteds preferences page works | ike the
ital l ows you to select the personal sitebs hgessm page
the sitebs appearance, though, apply to both sites.

Advanced search

The personal siteds advanced search works in the sail
more information about the advanced search, see Mdvanced searchodin the fMain sitedsection.

Common aspects of the web site

This section describes some of the aspects that can be found in various pages of the web site.

Permissions

Several of the elements managed by the web site can have access permissions. It is possible to restrict
the access to views, packages and links. The following web site operations require or allow permissions
to be managed:

Manage views
Manage links
Package settings
General settings

This segment explains the general aspects of handling permissions in the Q-flow web site. A permission
establishes which users may access a determined resource, and what they can do with that resource.
Therefore, when defining a permission, it is necessary to define who it is being given to and what
operations are included in it.

Roles and role types

In order to specify to whom a permission is bestowed, roles are used. There are three types of roles:

e Roles: these are process roles. They are defined in the Business Process Manager. Giving a
permission to a role is the same as giving permission to the users who play that role. If one of
those users stops playing that role, that user will no longer have that permission. If a user that
does not play that role happens to later take that role, that user will then have that permission.
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e Groups: are entities that allow users with the same permissions to be grouped. Groups are
defined in the Organizational Model Manager. Giving a permission to a group is the same as
giving this permission to all its members. If one of those users is removed from that group, that
user will no longer have that permission. If a user who was not a group member becomes one,
that user will automatically acquire this permission.

e Users: are the concrete Q-flow users.

When Q-flow shows a list of permissions that have already been assigned, it shows the name of the role
to which the permission is assigned, the operations included in the permission and the type of the role to
which the permission was assigned. The latter is indicated by means of an icon which represents the
role type. Figure 28 shows the correspondence between icons and role types.

E Roles

m Groups

2 sers

3

Figure 28 Icons and role types and their meanings

Typical procedure for adding a permission

In the pages that allow you to add permissions to a resource, Q-flow shows a box with a list which
contains the permissions that have already been assigned. Somewhere in this box the option "Add role"
appears. In the cases in which it is optional to add permissions, the "Add role" is disabled by default, and
it is necessary to check the "Restrict permissions" option in order to enable it.

" Restrict permissians
Figure 29 Options for restricting permissions and adding a role
To add a permission:
1. Click i 4d roled . -flo@ will show a window as shown in Figure 30.
2. Select the type of role you wish to add (user, role or group). Q-flow will show items

corresponding to this role type. By default, roles appear.
3. Select the item you wish to add. If there are many items, you can filter them writing text in the

text box that appears on the upper left hand side of the window and selectingthe opti ons f St «
withod or fAContainso. This wildl make the window st
contain the text written in the test box.

4. Cl i c k A Aftow wild &dd the it€n to the list with the permission fWiewi t emd and not h

else. To add more permissions, modify the role.
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Figure 30 Add role
Operations included in the permissions

The operations that can be included in a permission depend on the resource to which the permission is
applied. For each operation, two checkboxesa r e s h o wdand fiflDAsinAcoonding to which of them
is selected, Q-flow will allow the corresponding users of a selected role carry out or not an operation.

Crea tion and Management of Views

A view is the result of applying a filter to a group of elements, such as for example, workflows. Given a
group of elements and a group of criteria which allow some elements to be distinguished from the
others, a view is the subgroup to which those elements belong. For example, a criterion to make a
workflow view can be that the workflows belonging to that view must have been started on a certain
date.

Views can be defined both in the main site and in the personal site. Once created, views are available to
be consulted by the users (or in the case of the personal views, by the user who created it). The
dynamic views are the views Q-flow creates when a user performs an advanced search. These views
are not saved.
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