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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/qflowwebsite). 

 

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. 
 
If Internet Explorer is configured to automatically use the userôs Windows identity, the login operation is 
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: 
 

 User Name: this is your user name. 

 Password: this is the corresponding user password. 

 Domain: this is the domain to which the account your user account belongs. 
 

 
Figure 1 Login 

Then, click on ñLoginò. 
 

Main  site  

 
Q-flowôs web site is divided into two parts: the main site and the personal site. 
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 all the systemôs templates, workflows and tasks. Information is 
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organized according to the package structure. Figure 2 shows the main site in the state itôs found 
immediately after Q-flowôs installation. 
 

 
Figure 2  Main site 

      

The main site is divided into three zones: 
 

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

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

 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). Q-flow does not show all users all of the upper barôs 
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, the option ñSettingsò will not appear when 
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 



Q f 3 0 4 0 0 4 E N G  W e b  S i t e  v 1 . 0  

 

9 

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 ñTemplatesò link, then the current section is ñTemplatesò. 
 
The current package is the package you are browsing. When a user clicks on one of the navigation 
treeôs links, Q-flow shows in the main panel the current packageôs elements which correspond to that 
link. For example, if the user clicks on ñTemplatesò and the current package is ñRoot/Testsò, Q-flow will 
show the templates that belong to the ñRoot/Testsò package (Figure 3). The default current package is 
the Root package. To select a different package, use the ñPackagesò link from the navigation tree.    
   
 

 
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 ñWeb partsò section 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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Below is an explanation for each section. The sections ñTemplatesò, ñFlowsò, ñTasksò and ñNotificationsò 
show system views. For more information about views and system views, see the ñCreation and 
Management of Viewsò section. 
 

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). 
 

 
Figure 5 Quick search results 

Templates   

When a user clicks ñTemplatesò, Q-flow shows the 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 ñFlowsò, Q-flow shows the list of workflows of the current package in the main panel. 
If the user has enough permissions, they can click on a workflow and see that workflowôs form, and from 
there access more information. They may also perform other operations.                
 
Within the ñFlowsò zone there are several links which allow the user to view the current packageôs 
workflows filtered by pre-defined criteria: 
 

 Active: only shows the current packageôs active workflows. 
o Waiting: shows the current packageôs workflows that are in a waiting state. These 

workflows are the ones which are waiting for some type of action by a user, for 
example, a userôs response to a task. 
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o 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. 

 Finalized: shows workflows that have already completed their execution. 

 Paused: shows paused workflows. For a workflow to be paused, someone must pause it (for 
information about how to pause a workflow, see ñPauseò, within ñParticular operations for 
workflow viewsò). 

 

Ta sk s 

When a user clicks ñTasksò, Q-flow shows in the main panel a list of the current packageôs tasks. Q-flow 
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 ñNotificationsò link causes Q-flow to show the current packageôs notifications. Q-flow sends 
notifications to all the addressees of a notification step when a workflow reaches one of those steps. 
 

Vi ew s 

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

 
Figure 6 Views 

Below are the eight groups: 
 

 Templates: views whose elements are templates.   

 Flows: views whose elements are workflows. 

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

 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 notifications. They show one line per executed notification step. 
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 Notifications to: views that show notifications proper to each user. They show one line for each 
addressee of a notification. 

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

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

 
Within the ñViewsò zone there are three more direct links for the following types of views: 
 

 Templates 

 Flows 

 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 ñCreation and 
Management of Viewsò of this manual. 
 

Pack ages  

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

 
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 ñTemplatesò, Q-flow will show the 
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: 
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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 
ñFlowsò, ñTasksò and ñStepsò, and they appear on the right hand side of the screen. The time 
period can also be specified where it says ñTime Periodò (Figure 9). 

 
Figure 8 Current Load 
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Figure 9 Activity 

Link s 

The links section may be empty, or may contain links and categories defined within the organization. In 
Figure 10 two main categories are shown: ñUrudataò and ñSearch Enginesò. 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 ñManage 
linksò explains how to create categories and links. It also explains how to organize and configure them. 
 

 
Figure 10 Links section 
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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: 
 

 Home: shows the home page. 

 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. 

 Preferences: allows you to configure the web siteôs appearance and select the current userôs 
home page. 

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

 My site: navigates to the userôs personal site. The userôs personal site is described in ñPersonal 
siteò. 

 

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 change the home page, use the ñPreferencesò option 
(see ñPreferencesò). 
 

Preferences  

 
The preferences page shows two options: 
 

 Home page selection 

 Apply theme 
 

Home page se lect io n  

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: 
 

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

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

o 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. 

 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. 

 System personal view: the home page will show the contents of one of the personal system 
views (for example, ñMy tasksò). If you select this option, you must also choose which view will 
be shown. 

 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. 

 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 
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information specific to the current user. Example: ñMy tasks with a progress greater than 50%ò 
(a view of the ñMy tasksò type filtered so that it only shows tasks with a progress greater than 
50%). 

 Dashboard: shows a chart (you must choose which) or the advanced search page. Possible 
charts are the following (see the ñModify contentò section, inside the part of this manual that 
describes web parts, to see descriptions and examples of each type of chart). 

o My managed tasks (describe in the ñModify contentò section, inside the part about web 
parts in this manual). 

o My substitutions (described in the ñModify contentò section, inside the part about web 
pats in this manual). 

o Current load (see ñSystem statsò). 
o Activity (see ñSystem statsò). 
o Advanced search (see ñAdvanced searchò) 

 Custom Url: shows a web page whose address must be written in the text box that appears 
beside this option. For example, for the home page to show Urudataôs web site, write 
http://www.urudata.com. 

 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 ñCustom Urlò, but it uses the address 
specified in the link. See the ñLinksò section to obtain more information about creating links. 

 

 
Figure 11 Home page selection 
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Appl y t he me  

The ñApply themeò page shows a list (ñSelect themeò) that contains the themes that are available in  
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 this theme and modify the appearance of the site, click ñApplyò. 
 

 
Figure 12 Apply theme 

Settings  

 
The settings page shows four options: 
 

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

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

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

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

 
 

Ma nage views  

The Manage views page is similar to the page that appears when a user clicks on the ñViewsò link, 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 ñCreation and 
Management of Viewsò. 
 

 
Figure 13 Manage views 

Ma nage l i nks  

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 treeôs elements. 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 ñGoogleò contains the category 
ñSpecificsò, which in turn contains two links. In this case, ñGoogleò works as a category which is a link to 
a web page as well. 
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Figure 14 Links management 

 

Figure 15 Links management icons and their meanings 

To add a link: 
 

1. Click on the icon that corresponds to the operation ñAdd linkò (see 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). 
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2. Edit the new linkôs 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: the pageôs address to 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 
ñPermissionsò within the ñDefinition of viewsò.  

 

 
Figure 16 Add link 
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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-flow to show the linkôs properties box, and 
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 ñRemoveò. 

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. Click ñAcceptò. 
 

 
Figure 18 A linkôs property box 
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To delete a link: 
 

1. Select the link from the link tree. This causes Q-flow to show the linkôs property box (Figure 18). 
2. Click the button ñDeleteò. 

 
To add a category: 
 

1. Click the icon that corresponds to the operation ñAdd a categoryò (see Figure 15). In response, 
Q-flow shows, to the right of the link tree, a box which allows the new categoryôs properties to be 
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 ñNameò and ñDescriptionò (see Figure 16). 

2. Enter in each property the desired value. 
3. Click ñAcceptò. 

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

Package  set t i ngs      

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.  
 

 
Figure 19 Package settings 

The ñPermissionsò column shows the operations that each role, user or group can carry out. The icons 
that appear in the column ñRole typeò indicate, 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 a role: 
 

1. Click ñAdd roleò. Q-flow shows a window which allows you to choose a role, group or user. For 
more information about how this window works, see the ñPermissionsò segment under the 
ñCommon aspects of the web siteò section. 

2. Click ñAcceptò. Q-flow will add the item to the list with the permission ñSee itemsò and nothing 
more. To add more permissions, modify the role. 
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To modify the permissions of a role, 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: 
 

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

 Manage views: allows the user who performs the role to create, modify and remove views 
defined on the current packageôs elements. 

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

 Manage flows: allows the user who performs the role to carry out operations on the current 
packageôs workflows, such as finalizing a workflow. 

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

 Start flow: allows the user who performs the role to start workflows based on the current 
packageôs templates. 

 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. 

 View item: allows the user who performs the role to see the current packageôs elements. 

 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 the current packetôs workflows. 

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

 Audit: allows the user who performs the role to view audit information of the current packetôs 
items.  

 Delegate tasks: allows the user who performs the role to delegate tasks, reassigning them. 
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Figure 20 Packageôs permissions 

Check ñAllowò or ñDenyò for each permission and click ñAcceptò. 
 

Gene ra l  set t i ngs  

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 ñPackage settingsò). 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: 
 

 Manage security: allows a user in the selected role to manage the web site security, that is, 
modify the general configuration. 

 Access tools: allows a user in the selected role to access the web site. 
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Figure 21 General settings 

 

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 
views ñdynamic viewsò, since these are not predefined 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 (ñView typeò) which allows you to select the type of 
view you wish to create for the search. The possible types are: 
 

 Flows: the view contains workflows from the current package. 

 Tasks: the view contains tasks from the current package. 

 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. 

 Notifications: the view contains notifications from the current package. 

 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. 

 Actions: the view contains packages from the current package. Actions can be alerts, 
reminders, timeouts and delegations. 
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 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. 

 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). 

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

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

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

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

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

 

 
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 ñCreation and Management of Viewsò section. 
 

Personal site  

 
To access the personal site, click on the ñMy siteò link, which appears in the main siteôs upper bar 
(Figure 24). 
 

 
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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 Main panel 

 Navigation tree 

 Upper bar 
 

 
Figure 25 Personal site 

Main panel  

 
The personal siteôs main panel fulfills the same functions as the main siteôs main panel. It shows the 
packageôs content and the viewsô elements, and can show web parts on the start page. The web parts 
are described in detail in the ñWeb partsò section. 
 

Navigation tree  

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

 My templates: shows the current userôs templates. 

 My flows: shows workflows that have been started by the current user.  
o Active: shows only active workflows. 
o 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. 

 My substitutes:  shows a graph that shows how many tasks are assigned to users whose 
substitute is the current user. 

 My views: the current userôs views. These are described in more detail below: 
o Templates: template views. 
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o Flows: workflow views. 
o Tasks: task views. 

 

My views  

The ñMy viewsò 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.  
 

 
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.  

 Others (as many link sections as have been defined). 
 
Within the ñMy viewsò zone there are three more direct links for the following types of views: 
 

 Templates: shows only the ñMy templatesò group. 

 Flows: shows only the ñMy flowsò group. 

 Tasks: shows only the ñMy tasksò group. 
 
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 ñCreation and 
Management of Viewsò in 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. 
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Upper bar  

 
The options of the personal siteôs upper bar are: 
 

 Home page: shows the personal siteôs home page. 

 Settings: allows you to manage the personal siteôs views and links. 

 Preferences: takes you to the preferences page, which lets you select the personal siteôs home 
page and change the sites appearance. It works the same way as the main siteôs preferences 
page (see ñPreferencesò, in the section about the main site). 

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

 Main site: navigates to the main site. 
 

My home  

The ñmy homeò page is the page Q-flow shows a user when they enter the web site. This option allows 
one to go back to the home page at any time. To change the home page, use the ñPreferencesò option 
(see ñPreferencesò). 
 

Settings  

 
The personal siteôs settings page shows two options: 
 

 Manage views: shows the page which allows views to be added, modified or deleted from the 
personal site. 

 Manage links: shows the page which allows links and categories to be added, modified and 
deleted. These links only appear in the userôs personal site. 

 
 

Ma nage views  

The Manage Views page is similar to the page that appears when a user clicks on the ñMy Viewsò link, 
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 given in the ñCreation and 
Management of Viewsò section. 

 

 

Figure 27 Manage views 
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Ma nage l i nks  

The manage links page works the same way as the main siteôs manage links page. For more 
information, see the ñManage linksò 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 siteôs preferences page works like the main siteôs preferences page. The difference is that 
it allows you to select the personal siteôs home page instead of the main siteôs home page. Changes in 
the siteôs appearance, though, apply to both sites. 
 
 

Ad va nced sea rc h  

The personal siteôs advanced search works in the same way as the main siteôs advanced search. For 
more information about the advanced search, see ñAdvanced searchò in the ñMain siteò section. 
 

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 ro le  t ypes  

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

 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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 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. 

 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. 
 

 
Figure 28 Icons and role types and their meanings 

T ypica l  procedure  for  add ing  a  pe rmiss ion  

 
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. 
 

 
Figure 29 Options for restricting permissions and adding a role 

To add a permission: 
 

1. Click ñAdd roleò. Q-flow 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 selecting the options ñStarts 
withò or ñContainsò. This will make the window show only those items whose names start with or 
contain the text written in the test box. 

4. Click ñAcceptò. Q-flow will add the item to the list with the permission ñView itemò and nothing 
else. To add more permissions, modify the role. 

 



Q f 3 0 4 0 0 4 E N G  W e b  S i t e  v 1 . 0  

 

32  

 
Figure 30 Add role 

Operat ions  inc luded i n t he  pe rmis s ions  

The operations that can be included in a permission depend on the resource to which the permission is 
applied. For each operation, two checkboxes are shown: ñAllowò and ñDenyò. According 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. 


