F1QAD

User Guide
QAD Business Process

Management

(QAD BPM)

70-3294-1.3
QAD BPM 1.3
September 2013



This document contains proprietary information that is protected by copyright and other intellectual
property laws. No part of this document may be reproduced, translated, or modified without the
prior written consent of QAD Inc. The information contained in this document is subject to change
without notice.

QAD Inc. provides this material as is and makes no warranty of any kind, expressed or implied,
including, but not limited to, the implied warranties of merchantability and fitness for a particular
purpose. QAD Inc. shall not be liable for errors contained herein or for incidental or consequential
damages (including lost profits) in connection with the furnishing, performance, or use of this
material whether based on warranty, contract, or other legal theory.

QAD and MFG/PRO are registered trademarks of QAD Inc. The QAD logo is a trademark of QAD
Inc.

Designations used by other companies to distinguish their products are often claimed as
trademarks. In this document, the product names appear in initial capital or all capital letters.
Contact the appropriate companies for more information regarding trademarks and registration.

Copyright ©2013 by QAD Inc.
BPM_UG_v013.pdf/c6s

QAD Inc.

100 Innovation Place

Santa Barbara, California 93108
Phone (805) 566-6000
http://www.gad.com


http://www.qad.com

Contents

Chapter1 QADBPM . ... ... .. 1
Welcometo QAD BPM .. ... e 2
Interaction Between QAD BPM and QAD Enterprise Applications .......... 2
Differences Between QAD BPMand QAD Alerts . .. ..................... 3
Differences Between QAD BPM and ProcessMaps ...................... 4
Typical Work FIOW ... ... e 4
QAD BPM SeCUIMLY .o\ttt e e e 4

Chapter 2 Using QADBPM ... .. ... . . . e, 5
BPM Browse OVEIVIEW . ...ttt et 6

Role-Based Process Ownership and Visibility .................... 7
Understanding Business Process Structure ....................... 8
Controlling Browse VIews . .. ... i 9
Using Tasks BrOWSE . . ..ottt e 10
ASSIgNING TasKs . . ..ot 11
Searching Tasks . ... .. 12
Performinga Task ......... .. .. . i 14
Completing Tasks . ... e e 16
Reassigning Tasks . .......... i 18
Using All Tasks Browse (for Administrators) .................... 19
Delegating Tasks . . .. ..ot 20
Using Processes Browse . ... ... 22
Viewing Process Instances . .. ...t 22
Updating Work Steps . .. ... oot 25
Viewing Audit Trail ........... ... 28
Searching Process Instances ............. ..., 29
Bringing up Tasks Browse from Processes Browse ............... 29
Assigning Tasks from Processes Browse ....................... 30
Using All Processes Browse (for Administrators) ................. 30
Using HIiStory BrOWSE . .. ..ottt et e 31
Refreshing Browse VIeWs . . . ... . 32
Adding and Viewing Process Comments ..., 33
Adding Comments . ........ . 33

Viewing CommeNts . ... ...t 34



iv  User Guide — QAD BPM

Maintaining Process Ownership (for Administrators) .................... 35
Launching Processes from Custom Forms (for Authorized User) ........... 37
Customizing Your User Interface . ............ ... ... 38
Rearranging Columns . ............ . . i 38
SortingaColumn . ... ... . 38
FilteringaColumn . ... ... .. . . 39
Maintaining Columns . .. ... .. 39
Grouping Records . ...... ... i 39
Adding Browsesto Favorites . ...............c i 40

Tasks Notification .. ... .. . 40
X, .o 43

MNQAD



Chapter 1

QAD BPM

QAD BPM is a business process management tool that can guide you through multistep business
processes to improve your operational efficiency within and across functional business units.

Welcome to QAD BPM 2

This book is intended for task performers who carry out specific business tasks in a business
process and users with the QAD administrator role who manage all business processes and related
tasks.

Interaction Between QAD BPM and QAD Enterprise Applications 2
QAD BPM provides quick navigation to the QAD EA functions.

Differences Between QAD BPM and QAD Alerts 3
While QAD Alerts can alert users about exceptional business events, it does not manage business
processes. On the other hand, QAD BPM is focused on business process management.

Typical Work Flow 4
In QAD BPM, when particular user actions happen, a process instance starts automatically.

QAD BPM Security 4
Some groups in BPM are the same groups as in QAD EA for menu security purposes. Some
groups are set up specifically for BPM with no reference to .NET Ul menu security.
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Welcome to QAD BPM

A business conducts itself within some defined norms, policies, practices, and a set of activities. A
business process is essentially a collection of related business activities with specified logic for
coordination between such activities and the governing norms, policies, and practices. The idea of
Business Process Management (BPM) is to treat business processes as assets, manage their life
cycle, and seek to optimize them.

BPM increases operational efficiency in several ways. By integrating computer calculation of
applicable rules associated with processes, BPM increases the level of automation in process
execution, which in turn decreases process cycle time and increases process volume. Reduction in
human activities reduces human errors—thus increasing reliability and reducing exceptions. In
processes where automated tasks and human activities are combined, BPM makes the human
participation explicit and precise, which leads to productivity improvements.

QAD BPM is a business process management tool that guides you through multistep business
processes to improve your operational efficiency within and across functional business units.

In QAD BPM, task performers can view their own tasks in their personal task lists, and get to the
associated QAD application screens. QAD BPM is a nonrestrictive solution for QAD users—users
can use online maintenance menu programs with no lock-out, even when process instances are
active for the data they are updating.

This guide is intended for the following audiences:

- Task performers, also known as application users, who are responsible for carrying out
specific business tasks in a business process

« Administrator users (qadadmin), who manage all business processes and related tasks

For information about developing business processes, see QAD BPM: Training Materials for
Developers.

Interaction Between QAD BPM and QAD Enterprise
Applications

QAD BPM provides quick navigation to the QAD Enterprise Applications (QAD EA) functions.
In a multi-user collaboration process, you can easily collaborate with other users who use QAD
EA supported functions.

Figure 1.1 is an illustration of how QAD BPM interacts with QAD EA.
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Fig. 1.1
Interaction with QAD EA
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Differences Between QAD BPM and QAD Alerts

While QAD Alerts can alert users about exceptional business events, it does not manage business
processes. On the other hand, QAD BPM is focused on business process management.

BPM is further distinguished with the following characteristics:
 Multi-user collaboration. BPM emphasizes work step dependencies of multiple users.

- Predefined business processes. Process models are implemented around predefined business
processes: document approvals, collaborative data entry, cross-functional order processing,
and so on. Therefore, some degree of business process definition or modeling in advance is
required for an enterprise to successfully deploy BPM.

« Long-running activities. Unlike individual updates, queries, or reporting functions, process
instances are relatively long-running activities that span days or weeks, depending on the
nature of the business.

Many processes are designed to manage the life cycles of business documents that require
approvals of multiple users and groups before they are complete. QAD BPM maintains the
state of active process instances over long periods of time, keeping the state synchronized with
the data content maintained within QAD Enterprise Applications.

MNQAD
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Differences Between QAD BPM and Process Maps

Process maps provide graphical navigation for the principal business and operational processes
within a QAD application. However, process maps do not control the execution of the processes.

On the other hand, QAD BPM directly represents how a business process is executed and each
task in the process is assigned to a specific user or group.

In other words, process maps define what needs to be done and how to do it, using documentation
attachments and so on. For BPM, it adds the dimensions of who needs to do the tasks and when the
tasks need to be done.

Typical Work Flow

In QAD BPM, when particular user actions happen, a process instance starts automatically. The
BPM system, in generating the process instance, makes tasks in the process instance available to
users who are assigned the task-specific roles.

1 One of the users who are available to handle the first task sees the task in the Tasks Browse.
The user completes the task and the task is removed from the Tasks Browse.

2 The BPM system processes the process instance and sends the next task in the process instance
to the user assigned.

3 The assigned user performs the task.

4 A process owner, who manages the business process, checks the process workstep status in the
Processes Browse.

5 When all the required tasks in the process instance are completed, the process is completed
and removed from the Processes Browse.

QAD BPM Security

The following data are maintained in QAD EA and shared to QAD BPM:
 Users
 Groups in which one or more users are members
« QAD domains to which users have access

Note Roles defined in QAD EA are called groups in BPM.

Some groups in BPM are the same groups as in QAD EA for menu security purposes. Some
groups are set up specifically for BPM with no reference to .NET Ul menu security. In any case,
make sure that all groups in BPM are set up as roles in QAD EA.

For more information about .NET Ul security, see User Guide: QAD Security and Controls.

MQAD



Chapter 2

Using QAD BPM

QAD BPM is embedded in the application area of the QAD .NET user interface. You can access
QAD BPM functions in the QAD .NET UI.

BPM Browse Overview 6
You can use Tasks Browses to manage tasks, Processes Browses to manage process instances, and
the Delegate My Tasks Browse to delegate your tasks.

Using Tasks Browse 10
Use the Tasks Browse to carry out specific business tasks in a business process.

Delegating Tasks 20
You can delegate your tasks to other users.

Using Processes Browse 22
Use the Processes Browse to manage business process instances.

Using History Browse 31
Use the History Browses to view the completed tasks and process instances.

Refreshing Browse Views 32
Content of Tasks Browse or Processes Browse can be refreshed.

Adding and Viewing Process Comments 33
You can add and view comments for an active process instance.

Maintaining Process Ownership (for Administrators) 35
Administrators can use Process Ownership Maintenance to define which role is responsible for
which business process.

Launching Processes from Custom Forms (for Authorized User) 37
The system allows users to create a launch screen in QAD .NET Ul to launch a process from
custom forms.

Customizing Your User Interface 38
You can customize your user interface to make it more convenient for you to use.

Tasks Notification 40
You can get email notifying that you have BPM tasks to do.
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BPM Browse Overview

Integrated with QAD Enterprise Applications, QAD BPM is embedded in the application area of
the QAD .NET user interface. Therefore, QAD BPM is consistent with the rest of the QAD EA
applications in terms of look and feel and navigation. For information on the .NET user interface,
see User Guide: Introduction to QAD Enterprise Applications. This section describes user
interface features specific to QAD BPM.

You can access QAD BPM functions by using either the Menu Search field or the menu tree in the
Applications pane in the QAD .NET Ul. After QAD BPM is installed, the functions are grouped
under Business Process Management by default.

If you are a task performer who is responsible for carrying out specific business tasks in a business
process, you can:
« Manage your to-do tasks in My Tasks Browse.
« Manage your process instances in My Processes Browse.
View all your completed tasks in My Task History Browse.
View all your completed process instances in My Process History Browse.
Delegate your tasks by using Delegate My Tasks.

Note My Tasks Browse shows only the tasks that are associated with the current domain. My
Processes Browse shows only the processes that associated with the current domain. To see tasks
and processes associated with different domains, switch workspaces in .NET UI.

Fig. 2.1
For Task Performers

ey Business Process Management
[ My Tasks Browss

¢ My Processes Browse

¢ My Task History Browse

¢ My Process Histon Erowse
o Delegate My Tasks

Compared with normal users, administration users have access to more BPM functions.

Fig. 2.2
For Administrators

+ ¥ Business Process Management

- My Tasks Browse

Iy Proc (0]

- Mu T azk History Browse

- My Process History Browse

- Al Tasks Browse

- Al Processes Browse

- &l Tasks History Browse

- Al Processes History Browse
elegate My Tasks

-G Process Ownership Maintenance

If you are a BPM administrator (qadadmin), besides using all the functions available to a task
performer, you can also:

- Manage all tasks that have not been completed in All Tasks Browse.
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Using QAD BPM 7

Manage all business processes in All Processes Browse.

View all completed tasks in All Tasks History Browse.

View all completed process instances in All Processes History Browse.
Define process ownership by using Process Ownership Maintenance.

Role-Based Process Ownership and Visibility

One of the key benefits of a BPM solution is the increased level of visibility of specific business
processes or a specific business area. In My Processes Browse, you can view all instances of the
process that your role is responsible for.

Example You are a Purchasing manager. Your role is responsible for monitoring supplier
information of all suppliers.
« For you, in your Processes Browse, you can manage all suppliers created by any employee in
your organization. To identify which Supplier Creation process instance is created by which
employee in your organization, you can look at the Creator field.

Fig. 2.3
All Supplier Creation Processes Instances for a Purchasing Manager

| hy Processes Browse = I

B3] . Actions * g Setup ¥ Cancel | “ - . - - | Add to Fav,
Search
Application - |equals - | | - E
Yiewing 1-7 of & Records per page: _.‘IIJU ']
& W Application % ¥ DocumentlD1 £ 5 Creator -~ 7 Creator Mame
- & Supplier Creation S11 (Supplier) BUYER1 Buyerl demo
| - Supplier Creation Sup 150 [Supplier) BUYER1 Buyerl demo
| - Supplier Creation Sup 16 [Supplier] EUYER1 Buyerl demo
I— Supplier Creation Sup 20(Supplier) BUYER1 Buyerl demo
I— » L3 Supplier Creation SUP-003 (Supplier) demo Dema User
I - & Supplier Creation test [Supplier] BUYER2 Buyer2 demo
! - Supplier Creation Sup 12 (Supplier) BUYERZ Buyer? demo

- For a buyer, in his Processes Browses, he can manage the suppliers that he has created.

Fig. 2.4
Supplier Creation Processes Instances for a Buyer

by Processes Browse |

=] | Actions ~ & Setup - Cancel ‘ % W e & | 0 Add to Fav
Search
|.-’-'«pplicati0n - | |equals - | | - [ ]

Wiewing 1-7 of B Fecords per page:

=  Application 5 Document 1D 1 £ W Creator 7 Creatar Rame

- - Supplier Creation 511 [Supplier] BLUYER1 Buyerl demo
I—- Supplier Creation Sup 150 [Supplier] EUTER1 Buper] demo
I'- Supplier Creation Sup 16 [Supplier] EUYERA Buver! demo
!- Supplier Creation Sup 20[Supplier] EUYERA Euper! demao
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A process can be owned by one or more roles. Administrators can define which role is responsible
for which business process. For more information, see “Maintaining Process Ownership (for
Administrators)” on page 35.

Understanding Business Process Structure

A business process involves multiple work steps in the form of operations, interactions, and
notifications.

« A work step in the business process can be on an atomic level, which represents work that
cannot be broken down. It can have human or computer performers. If the work is assigned or
made available to you, it is your task.

A work step can also be a subprocess, which can be broken down to a finer level of detail.

Example Figure 2.5 shows a process of item creation. In this process, there is a subprocess of
Item Cost Setup; you can tell that it is a subprocess by the flowchart icon in the picture.

Click the subprocess and you can see the Start Date, End Date information about it. Then you can
click the flowchart icon to view the subprocess details. You can see that the Cost Setup subprocess
contains a subprocess of its own, the Review Product Costs subprocess.

Fig. 2.5
Understand Subprocesses
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: : : Review tem Data
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[ Completed I Iractive I Activated ] \'%Q%\?% a D “ Q‘lp

Rewigwve Product Mavve Current
Costs Product Costz to
Standard

() Rejected
3 a -
Roll Up Prociuct
Costs

Costing

In other words, there can be a hierarchy of subprocesses.
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Using QAD BPM 9

Note QAD provides a standard template for the approval process, as the approval process can be
used as a subprocess in many business processes, such as the Item Cost Setup process. For more
information about the approval subprocess, see “Completing Tasks in the Approval Subprocess”
on page 16.

Controlling Browse Views

Applications can be launched from your BPM browse. For example, the Customer Maintenance
screen can be launched from Tasks Browse or the Comments screen launched from Processes
Browse. You can choose whether to view the full screen of the launched application.

« Hybrid View: By default, you can see both the browse screen and the launched application

screen.
Fig. 2.6
Hybrid View
Actions ~ & Setup DRONCHEC Add to Favorites = @HEE (=]
Search M
Task. - | |starts at - l:l - +
Wiewing 1-1 of 1 Records per page:| 100 -
LW GaTa v Ackions = Copy %J Print 4] Preview
4 omer Clperational Dita IR Y
Customer. 1502000
MNarme:| Carlesi Compary
Address: | Wittorio Square
Address: | B7 Industriale
Address:
City:| Rome -
Country: [taly
Attention:| Enrico Canso
Telephone: | 33-06-39775 Ext
Fax/Telex | 39-02-72331

« Screen View: If you want to see the full launched screen, click the Screen View button in the

application toolbar.

Fig. 2.7
Screen View

Actions = g Setup - 9 @ * Add to Favarites = 0 @ E| Details
Search - Screen Yiew
Task = | |starts at - l_l - +
Viewing 1-7 of 1 Records per page: | 100 -
4 GoTo - Actions - Copy = %J Print & Preview

Customer Address
Customer. 1502000
Mame: | Carlesi Company
Address: | Vittorio Square
Addiess: | 67 Industriale
Address:

City:
Country:
Altentior:
Telephone:

FandTelew:

Fiome - State:

Italy

Enrico Caruso

38-06-99775 Ext
350272331

- Post:| 00143
ITA > County:

[2]:
[2]:
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» Browse View: When you click the Browse View button, you are back to the original screen.
See Figure 2.8 as an example.

Fig. 2.8
Browse View
fctions * ¢ Setup v 0 < (4} (») ) < addtoFavorites @ [ E:
Search Browse View
Task - | |starts at - B - + ® Search
Viewing 1-1 of 1 Records per page:| 100 -

4 ¥ DocumentiD1 & ¥ DocumentID 2 & ¥ DocumentKey1 & ¥ DocumentKey 2 &

1000

Additionally, in the Processes Browse, there are Tile Screen and Full Screen icons on the toolbar.
They allow you to switch between the Tile screen view (the default view) and the full screen view.

In the Tile screen view of a process, you can see some work steps of the process in a child browse.
From the child browse, you can see currently active work steps as well as work steps that have
been completed.

Fig. 2.9
Tile Screen
by Processes Browse
| Actions ~ & Setup * @D Cancel | (O @ D 6D & | 7 Add to Favoribes @ O | 8 @ := | £ Flow [ Tabular
Search TG
lle Screen
|Application v| |equals v|| v[ " ] + = [_ SEAFCR Clear &1l
Wiewing 1-3 of 3 Fecords per page:_
% ¥ Application < W Document D1 % W Documert D 2 < DocumentKep1 & W Document Key 2 % 7 Piiority & 7T Agzigned D
i- @ Test [tem Itern-007 [Itern Murnber] test [ECO) COMPMT (ltern Tupe]  DISCRETE [Item Group) Medium 8/26/2013 B:4
-y K Supplier Creation  SUP-003 [Supplier) 10-C1003 NPRD I edium 5:3

- @ Supplier Creation  SUP-004 [Supplier] 10-C1003 INT ush tedium 8272013 53

[l il

J Active \Work Steps 2 l Completed Wark Steps

Actions * @ Setup T ) Cancel | (9 (4l (2] 0 o
“iewing 1-1 of 1 Records per page:

& Task 4% Task Status & 7 Work Step Status & 7 Performer & W Performer Mame & 7 Priority & 7 Azzsigned Date &
r 3G

Using Tasks Browse

Use the Tasks Browse to carry out specific business tasks in a business process.

Some tasks in your Tasks Browse are mandatory; they are assigned to you. Other tasks are
optional; they are available to you but not assigned to you, as the task is assigned to a group of
users that you belong to.
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Fig. 2.10

Task

My Tasks Brawse
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S Dyein Current week (1]

Assigning Tasks

A task can be:
- Assigned: assigned to you; you are to complete the task
« Available: assigned to a group of users that you belong to; no one has taken the task yet
» Delegated (Assigned): delegated to you by another user

- Delegated (Available): the task was assigned to a group of users; one user in the group
delegated the task to you. You do not necessarily belong to the group.

Usually, tasks are assigned to groups in which one or more users are members, rather than to
individual users. By assigning to groups rather than to users, you do not have to modify the
assignment when users change their roles or leave the company.

When a task is assigned to a group and you belong to the group, the task status is shown as
Available in your task list.

If you want to take an available task, you can do one of the following:
« Click the Assign To Me button.
« Double-click the task, then click Yes in the pop-up message box.

Fig. 2.11
Assign To Me

My Tasks Browse

2 Refresh Actions - g Setup ~ ) DRORCHC - Add ko Favorites = B = & Flow &Ass\gnTDME Wl Instructions 5 Comments

- Search Run Assign To Me Program @
My Tasks ° Task - | |starts at - D N * % Clear Al

= Viewing 1-2 of 2 Records per page: 100 -
o Critical

@ High Prioity e e = e 1000 P Medium
@ overte Croate ot ltem Coss-Feforence Carlesi Company Available Medium
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& Task &7 DocumentID1 £ ¥ Document D2 &7 DocumentFepl &7 DocumentKey2 ¢ 7 Task Status &7 Prioty & W7

S Due in Curment Week (2]
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Fig. 2.12
Another Way of Assigning a Task to Yourself

My Tasks Browse ¥
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Question
by Assigned Tasks %

\s:) Task must be assigned before its details can be viewed.

A .

é Ciical Would you like to assign and view the task detalls now ?
fitical

@ High Priority vor ]

@ Overdue (1] El

After you take the available task, the task status is changed from Available to Assigned. You can
reverse the task status by clicking the Make Available button. Then the task is again available to all
the members of the group.

Fig. 2.13
Make Available

by Tasks Browse X
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Searching Tasks

To search for tasks you want to view, use the fields in the Search Panel.

Fig. 2.14
Search for Tasks

| by Tasks Browse X‘

= Refresh Actions = g Setup = 4 (1) (» ) slr AddtoFavorites B =
Search
&
My Tasks - Task B equals - E] - + x
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B e Today (2] t Key 2 =% 1502000 Carlesi Company
B Due in Cument Week (2] Dverdue

Pricrity

Task
by Aszigned Tasks B Task Status

The search criteria can be based on:
Application. The name of the business process that your task belongs to.
Assigned Date. The date the task is assigned to you.

Creator. The ID of the application user who created the task.
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Using QAD BPM 13

Document ID 1. An identifier for the process instance.

Document ID 2. A sub-identifier for the process instance.

Document Key 1. An attribute to identify the process instance.

Document Key 2. A sub-attribute to identify the process instance.

Due Date. The date when the task is due.

Overdue. Whether the task is overdue.

Priority. Priority level of the task. It can be Low, Medium, High, or Critical.
Task. The task name.

Task Status. Whether the task is mandatory or optional for you.

Using Predefined Filters

Besides using search criteria for customized views, you can use the system-defined filters that are
displayed on the left side of the screen. Using system-defined filters helps you easily and quickly
access specific tasks in your task list.

Figure 2.15 is an example of using the system-defined filter to see overdue tasks. Notice that an
overdue task is marked with a clock icon.

Fig. 2.15
Use Predefined Filters

by Tasks Browse

e Refresh Actions = g Sstup - DRONC addtoFavortes | B 20 i2 | [ Details 2 Flow o Complets  f Reassign
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Iy Assigned Tasks 3
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@ High Priority
@ Overdue )
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G s
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Tasks Delegated To be &

=
L. ASSIGNED
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14 User Guide — QAD BPM

Performing a Task

To perform a task that is assigned to you, double-click the task item or click the Details button to
launch the related task implementation application.

For example, in a customer creation process, you see in your task list a task of creating customer
ship-to information.

Fig. 2.16
Task Details

‘MyTasks Browse ‘

! Refresh Actions = # Setup ~ 9 @) (0 ) 5 addtoFavorites B =0 i |[Elogals| £ Flow of complete & Reassion @ Instructions |
Search Run Details Program [
My Tasks g Task <|[satsat - = - + x Clear Al
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You double-click the task item or click the Details button and see the Customer Ship-To section for
you to fill in. You fill in all the necessary information to create a ship-to for the customer,
specifying the address, tax, contact details, and so on.

Note A task is not always a QAD EA function; it can also be a custom page.

Fig. 2.17
Perform a Task

by Tasks Browse
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5 Due in Cunent We: Mame: Carlesi Company Tawable:
Addiess: Yittorio Square TanZone: | T4 1T
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g o) City: Rome Tax Usage:
@ Citical Tax I
@ High Priority 1 Customer Ship-Ta Taw D - Federal
@ Dvedue 1) : Code: 0O0T00TE TaxlD - State:
Address: 833 Square Plant Tax 1D - Misc 2
My Available Tacke ¥ ‘ Address Tar D - Misc 2
1 Address In City: [V
Tasks Delegated.. ¥ City tal
Country: Ikaly ITa County:
Altention [2]
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[ petete | [ Back | [ Next |

Note If you are not sure what to do with a task, you can click the Instructions button; perhaps
there are some instructions for you to perform the task.
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Fig. 2.18
Task Instructions
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# [Instructions

Create Customer Ship-To addiesses

Wy Assigned Tasks & “fou can create Customer Ship-to addresses in multiple ways:

[ i

- Create a new shipto and specify the address, tax, and contact details.
- Indicate that another customer is the ship-to addiess of a specified customer,

@

@ Ciitical

@ High Pricrity

) Overdue (1)

To see where your task is in the whole business process, click the Flow button.

Example Your task is to create the customer ship-to address; it is one work step in the business
process of creating a customer. When you click Flow to view the whole process, you can get a
better understanding of your task context, such as who performs what tasks in the process.

Fig. 2.19
View the Task Context
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Process Status Viewer - Customer Creation (Customer CU-111)
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Status: Completed

Priority: Medimn.
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In the Flow view, you can double-click each work step of the business process to view their details
and audit history. Figure 2.20 shows an example of viewing details of a work step in the customer

creation process.
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Fig. 2.20
View Work Step Details

‘Workstep Details - UpdateCustomerOperationalData
Details | Waorldtem(s) Dataslots Audit History
‘Workstep: Update Customer Operational Data
Start Date: Jan 31, 2013 11:38 PM
End Date: Jan 31, 2013 11:40 PM
Estimated Duration: 2 hrs
Performer: demo
Prierity: Medium

Status: Completed

Workstep Details - UpdateCustomerOperationalData

Details Workitem(s) Dataslots Audit History

Activity Name: Update Customer Operationzl Data
Started on: | Jan 31, 2013 11:38 PM
Expected duration: 2 hrs

Date/Time ~ Activity (Group By)

Workstep Performer: demo
Completed on: Jan 31, 2013 11:40 PM
Total duration: ' 2 min ! 28 sec

Performer Description

Jan 31,2013 11:35 PM Update Customer Operational Data Activity created and activated

Jan 31,2013 1135 PM demo UpdateCustomerCperalionalData™ created and assigned

dJan 31,2013 11:40 PM demo UpdateCustomerOperationalData™ completed

Completing Tasks

After you perform the task, make sure that you click the Complete button in the application toolbar
to complete the task.

Note Performing tasks in the task implementation application and completing tasks are two
separate actions. In some cases, you want to quickly complete a task without actually performing
the task—for example, you find that someone else has already done the necessary work. In such
cases, simply click the Complete button to remove the task from your task list.

Fig. 2.21

Complete Tasks

Iy Tasks Browse
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. 7 Task & W DocumentiD1 ¢ 7 DocumentD 2 ¢ ¥ DocumentKey1 &7 DocumentKey2 ¢ W TaskSlalus © % Prioity &7 Application ¢

@ High Frioity _— =
@ Ovedee (1) » L Carlesi Campany 1000 Assigned Medium

B Due Today (1)

S Dy in Curent We.

The completed task is removed from your active task list to the History Browse. All your
completed tasks are displayed in My Task History Browse.

Completing Tasks in the Approval Subprocess

As review and approval of a business document is a common practice in an organization, QAD
provides a standard template for the approval process. The approval process can then be used as a
subprocess in business processes. Figure 2.22 shows an example of a Cost Approval subprocess
being used in the Item Cost Setup process.
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Fig. 2.22

Approval Subprocess
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In the approval subprocess (as shown at the lower part of Figure 2.22), you can see some approval
work steps. Different from completing normal tasks by clicking the Complete button in the
application toolbar, completing the approval work step is by clicking the Approve or Reject

button.

Fig. 2.23
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Note If you click the Reject button to reject approval, make sure that you provide reasons for the
rejection.

Comments are automatically generated when the task is approved or rejected. Only when all
requested approvers click the Approve button, the whole approval process is completed as
Approved. Otherwise, the result of the approval process is Rejected. The result of the approval
process is sent using email to the stakeholders.

Note Business process developers can define the stakeholder list.

Example In the Item Cost Setup process, when the Cost Approval subprocess is shown as
rejected, the previous work step—Roll Up Product Costs—is activated again. After the product
costs are rolled up again, the Cost Approval subprocess starts a new cycle of approval.

Fig. 2.24
A New Cycle of Approval
- »
[ Completed I Inacive I Activated ] %L& 3{5 aceEn =
4 3
g Roll Up Product Approval Procuct Mo Current
Costs Cost Procuct Costs to
0 Stancard
G Rejeﬁ?d
bp List - Revi ductCosts
No SubProcess Start Date End Date Chart
1 Item Creation > Cost Setup > Cost Approval (Item Number IT-016, ECO test1) 2013-03-26 2013-03-26 Ei)
2 Item Creation > Cost Setup > Cost Approval (Item Number IT-016, ECO test1) 2013-03-26 null :‘Y&

When you click Approve or Reject to complete the work step in a new approval cycle, you can
also see rejection reasons for previous cycles. See Figure 2.25. The number of the approval cycles
is also displayed, so you can also tell how many times the approval subprocess has been executed.

Fig. 2.25
Rejection History

® Approve/Reject Item Costs - Pricing: IT-016 {(Item Number) - test1 (ECO)

{Heviewrroduricasisd ]| ReviewProduciCosts#2
Comment History

[Rejected] [&pprove/Reieot ltem Costs - Pricing] dema 3/26/2013 1:37.57 &M =]
The cast is nol rolled up corectly

Reassigning Tasks
To reassign a task that was originally assigned to you:

1 Inyour task list, select the task that you want to reassign to another user.

Note If you want to reassign many tasks to the same person, you can also choose multiple
tasks.
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Click the Reassign button in the application toolbar.

In the Reassign User Browse window, select a user for the task. You can select a user by the
user ID, user name, or e-mail address.

Note If the task was originally assigned to a group of users, the Reassign User Browse

displays only the group users and you can only select a user in the group.

4 In the Reassign User Browse window, double-click the selected user or click Assign.

Fig. 2.26
Reassign Your Task
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After you reassign the task, the task is removed from your task list and added to the assigned user’s

task list.

Using All Tasks Browse (for Administrators)

As an administrator (qadadmin), you can see all tasks. All to-do tasks are displayed in All Tasks
Browse; all completed tasks are displayed in All Tasks History Browse.

You can get an overview of all tasks, including the performer ID and performer name for each

task.

Fig. 2.27
All Tasks Browse
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- To assign a task to other users, whether the task was assigned or not, do the following:
a Click the Assign icon in the application toolbar.

b Inthe Assign User Browse window, select a user.

Note If the task was originally assigned to a group of users, the default view in the Assign
User Browse displays only the group users. To see all users, click Show All Users.

c Inthe Assign User Browse window, double-click the selected user or click Assign.

Fig. 2.28

Assign a Task in All Tasks Browse
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- To assign a task to yourself, you can do one of the following:
« Click the Assign to Me icon in the application toolbar.
 Double-click the task and then click Yes in the pop-up message box.

When you assign a task to yourself, you can see the Details and Complete buttons in the
toolbar. Use these two buttons to perform and complete the task. Refer to “Performing a Task”
on page 14 and “Completing Tasks” on page 16.

Delegating Tasks

You can delegate your tasks to other users. Rather than reassigning your individual tasks one at a
time, you can use Delegate My Tasks to delegate some or all your tasks.

Note A delegated task cannot be re-delegated, but can be reassigned.

The function Delegate My Tasks provides two delegation options to you. The first option is to
delegate all your assigned tasks to a single user. Alternatively, for each application, you can
specify a user.

To delegate all your tasks to a single user:

1 Specify the user name in the Delegate all tasks to box.

2 Specify the start and end dates of the delegation period in the Start Date and End Date boxes.
3 Click Save.

To cancel delegation of all your tasks, select the check box in the Disable Delegation column
header and click Save.
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Fig. 2.29

Delegate all Tasks
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To delegate for each application:
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Application

Customer Creation

Cuskamer Creation

Cuskamer Creation

Customer Creation

Cuskamer Creation

End Date: Mar 27, 2012 06:59 AM | [H

1 For each application, specify a user in the Delegated To box.

« Click the Search User icon beside the text box to search for users in Delegate User

Lookup.

Fig. 2.30
User Lookup
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2 Inthe Application list, click the application that you want to delegate.

3 Ifyou want to disable delegation of tasks in a particular application, select the check box in the
Disable Delegation column.

Note You can delegate only at the application level, and not at a specific task level. The system
delegates all tasks in an application to the specified user.

4 Specify the start and end dates of the delegation period in the Start Date and End Date boxes.

5 To add rows for delegating more applications, click Add 5 Rows. To remove unwanted rows,
select their respective check boxes in the first column, and then click Delete Rows.
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6 Click Save.

Fig. 2.31
Delegate Applications
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After your tasks are delegated, the delegated people can see the tasks in their Tasks Browse and
work on them. But you can still work on these tasks in your Tasks Browse, even though you have
delegated them to others.

Using Processes Browse

Use the Processes Browse to manage business process instances. You can use the Processes
Browse to make sure that all work steps in the process are in control.

You can see values of document IDs and document keys, in brackets, in the process name display;
the display of these values makes the process name display more meaningful.

Viewing Process Instances

A process can contain a hierarchy of subprocesses and tasks. You can select a process instance in
the browse view and click the small expansion icon to view its subprocesses.

For more information about the relationship between a process and its subprocesses, see
“Understanding Business Process Structure” on page 8.

Fig. 2.32
Multilevel Expansion
A | Actions ~ g# Setup ~ () Carcel 5 ‘ Add to Favorites B O | = @B = | 2 Flow [¢
Seaich
‘Apphcamn v‘ ‘equa\s vH v| ‘ + Search Clear all
Vigwing 1-8 of 8 Records per page
ST inplication “ Process Status Viewer - Ttem Creation > Ttem Creation - Cost Setup (Item Ttem002, ECO Number test2)
- @ Item Creation
" DS y
| &7 Application [ Completed I Inactive I Activated ] Qe e acow S
liem Creation - Deiinition

|- ltem Creation - Customer Infomation Setup |~ s [—

- Item Creation - Enginesting 5etup - - } J w

l- Item Craation - Manufacturing 5 stu § (- a = a

| BERT & \__/ Rell Up Product Review Product J Mawe Cunent

- ltem Creation - Supplier Information Setup Costs Costs { Product Costs to J

| — Standard

a- b

| &7 Application
- @3 Item Creation - Cost Approval

For each process instance or subprocess instance, you can see its status by the Flow view or the
Tabular view.
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Flow View

To view a process instance in a flowchart, you can do one of the following:
« Double-click a process instance.
- Select a process instance and click the Flow button in the application toolbar.

Fig. 2.33
Flow View
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Different work step colors have different meanings:
 Green: work step completed
« Orange: work step activated
« Gray: work step inactive
« Blue: work step skipped
Red: work step suspended
Dark green: work step monitoring in wait state

If you want to see how the completed work steps have changed status in an animated way, click the
Auto Play icon.

Fig. 2.34
Auto Play

arpDR S

« Previous Step: Click the Previous Step icon to go back one work step at a time from the point
where the playback was stopped.
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 Auto Play: Click the Auto Play icon to start the event playback. The events are processed
sequentially.

- Stop Auto Play: Click the Stop Auto Play icon to stop the playback at any point.

 Next Step: Click the Next Step icon to step forward one work step at a time from the point
where the playback was stopped.

« Print: Click the Print icon to print the Flow view.

Tabular View

Select a process instance and click the Tabular icon in the application toolbar, then you can see
each work step displayed in a tabular format.

The Tabular View displays the Start work step as the first work step at the top of the list. The
remaining work steps show in the order of their completion.

Fig. 2.35
Tabular View

Tabular View - Supplier Creation (Supplier SUP-003, DOCUMENT_ID2 10-C1003)

No. Workstep Performer Estimated Duration Start Date End Date Priority Status Action
1 |Starl ‘ - Aug 27, 2013 05:37 PM | Aug 27, 2013 05:37 PM
2 |Update Supplier Financial Data ‘ demo 2 hrs Aug 27, 2013 05:37 PM | Aug 27, 2013 05:39 PM Medium
Workitem(s) Total:1 Show All [F]
3 | SetupSupplierBranch ‘ - 1hrs Aug 27, 2013 05:39 PM | Aug 27, 2013 05:39 PM Medium Completed
4 |Se|up Supplier Operational Data ‘ - 2hrs Aug 27, 2013 05:39 PM Medium = | |Activated -
5 |I.mdﬂe Supplier Credit Inform ation ‘ AP 2hrs Aug 27, 2013 05:39 PM Medium -
Workitem(s) Total:1 Show All [¥]

Different work step colors have different meanings:
 Green: work step completed
- Orange: work step activated
 Gray: work step inactive
- Blue: work step skipped

Red: work step suspended
- Dark green: work step monitoring in wait state

Viewing Dataslots

In BPM, a dataslot is a data placeholder associated with a process that persists through the entire
process and defines the information flow of the business process. The dataslot values can be
helpful, for example, in process debugging. You can access the dataslot information for the process
instance by clicking the Dataslots button in the application toolbar.

Fig. 2.36
Dataslots button

Datasloks

Run Dataslots Program
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Notice that you can only view the information displayed on the View Dataslots page. If you want
to change the dataslot information for the process instance, you can contact the BPM Portal
administrator.

Fig. 2.37
View Dataslots Information

View Dataslots - Supplier Creation (Supplier SUP-003, DOCUMENT_ID2 10-C1003)
baseApprovalSubprocessCounts: | L

Creator: |demo

creditorld:: || 111800/
Disallow Delete:  Yes & No
Disallow Modify: ™ Yes & No

Document ID1: | SUP-003

Document ID2: | 10-C1003
Document Key 1: | NPRD
Document Key 2: | USD

Document Rejected: 7 yes & no

Document Status: Iapu:.e: -

Domain: | 10USA
Email From Address: |bpm-admin@gad.com
End Date:
engChangeDate :: )]

engChangelnitiator::

Updating Work Steps

Besides viewing work step statuses, you can also update information for work steps either in the
Flow view or in the Tabular view.

Note Completed work steps cannot be updated.

Updating Work Steps in the Flow View

To update a work step in the Flow view:
1 Click the work step from the flowchart to open the Workstep Details window.

2 To modify an active or suspended work step:
* You can select an option from the Priority drop-down list to update the priority for the
work step.

Fig. 2.38
Update Work Step in Flow View

Details - O

Details Worw\(:} Dataslots Audtt History

Workstep: Create Ship-Te Customers

Start Date: Jan 31, 2013 11:40 PM
Estimated Duration: | 2 hrs

Performer: CSR

Prigrity: I Medium vl

Status: Activated
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« You can also suspend or resume a work step.

Example If you want to suspend a work step, you click Suspend Workstep. This action changes
the work step color to red. The system temporarily stops the process at the suspended work step.

Fig. 2.39
Suspend Work Step

Details - Creditinfo

l Details ” Workitem(s) ” Dataslots ” Audit History

No. Workitem Name Performer Status
1 Supplier Creation (Supplier SUP-003, DOCUMENT_ID2 10-C1003) AP Available
Suspend Woristep

When the current suspended work step is a human task, the suspended task is removed from the
Tasks Browse. Here you can see the red suspension icon displayed in the Active Work Steps child
browse.

Fig. 2.40
Suspended Task

Supplier Creation  SUP-003 [ Completed I Imactive I Suspended I Activated ] %% Q

Upiste Supplier Check Supplier Data
Financial Data

(1]
- @ Supplier Creation  SUP-004]

] ™

tictive Work Steps % | Complated Wark 5 4 ),

Supplier Creator

33|

Actions ~ ¢ Setup +

Wiewing 1-1 of 1 FRie:
& Task Erlid

e

Suspended Tasks & Overdue

AP Clerk

Update Supplier
Credi Information

While a work step can be manually suspended, a work step in a process can also be in a suspended
status when a background process fails. In this situation, the system temporarily stops the process
at the suspended work step, until the issue causing the suspension is resolved.

To resume a suspended work step, click Resume Workstep.

Fig. 2.41
Resume Work Step

Details - Creditinfo

[ Details ” Workitem(s) ” Dataslots ” Audit History

HNo. Workitem Name Performer Status

1 Supplier Creation (Supplier SUP-003, DOCUMENT_ID2 10-C1003) AP Suspended

Resume Workstep

To view how a work step has been updated, use Audit History.
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Updating Work Steps in the Tabular View

To update work steps in the Tabular view, you can do the following and save your changes:

« Select an option from the Priority drop-down list to update the priority for the work step. Make
sure that you select Update from the Action drop-down list to make the priority change
effective.

Fig. 2.42
Update Work Step Priority

Tabular View - Supplier Creation (Supplier SUP-003, DOCUMENT_ID2 10-C1003)

No. Workstep Performer Estimated Duration Start Date End Date Priority Status Action
1 ‘Slﬂrt ‘ - Aug 27, 2013 05:37 PM Aug 27, 2013 05:37 PM Completed
2 ‘Updale Supplier Financial Data ‘ demo 2hrs Aug 27, 2013 05:37 PM Aug 27, 2013 05:39 PM Medium Completed
Workitem(s) Total: 1 Show All [¥]
3 ‘SetUDSUPPIiHE"ﬂnch ‘ - 1hrs Aug 27, 2013 05:39 PM | Aug 27, 2013 05:39 PM Medium  |Completed
4 ‘Setup Supplier Operational Data ‘ - 2hrs Aug 27, 2013 05:39 PM Medium 'I Activated i
5 ‘umm Supplier Credit Information ‘ ap 2hrs Aug 27, 2013 05:39 PM Medum | Suspended m

Workitem(s) Total: 1 Show All

- Suspend or resume a work step by selecting the option from the Action drop-down list. As you
can see, in the Tabular view, you can update more than one work step.

Example You can suspend one work step and resume another work step at the same time.

Fig. 2.43
Update Work Steps in Tabular View

Tabular View - Supplier Creation (Supplier SUP-003, DOCUMENT_ID2 10-C1003)

No. Workstep Performer  Estimated Duration Start Date End Date Priority Status. Action
1 |Start | - Aug 27, 2013 05:37 PM Aug 27, 2013 05:37 PM Completed
2 |Update Supplier Financial Data | dema 2hrs Aug 27, 2013 05:37 PM Aug 27, 2013 05:39 PM Medium Completed
Workitem(s) Total:1 Show All
3 |SetUPSuwliErElmnch | - 1hrs Aug 27, 2013 05:39PM  Aug 27, 2013 05:39 PM Medium  |Completed
4 |Setup Supplier Operational Data | - 2hrs Aug 27, 2013 05:39 PM Medium ~| |Activated Suspend =
5 |l.bdne Supplier Credit Information | AP 2 hrs Aug 27, 2013 05:39 PM Medium Suspended Resume 1:‘
Workitem(s) Total:1 Show All

MNQAD



28 User Guide — QAD BPM

Viewing Audit Trail
For a process instance, the system maintains a complete transactional audit trail.

Select a process instance and click Audit, you can see detailed information about the process
instance such as instance creator, start date and time, and elapsed time.

Note The process instance completion date and time, along with total duration and elapsed time,
can be displayed only for completed process instances.

Fig. 2.44
Audit Trail

Audit History - Supplier Creation (Supplier SUP-003, DOCUMENT_ID2 10-C1003)

Created by: demo

Started on: Aug 27, 2013 05:37 PM Completed on:
Expected duration: 2 hrs Total duration:
Status: Activated Hapsed time: 1 day(s): 8 hrs
Date/Time = Activity (Group By) Performer Description
Aug 27, 2013 05:37 P Start Activity created and activated
Aug 27, 2013 0537 PM Activity completed
Aug 27, 2013 0537 P Update Supplier Financial Data Activity created and activated
Aug 27, 2013 05:37 P demo UpdateSupplierFinancialData™ created and assigned
Aug 27, 2013 05:39 PM demo Up pplierFinancialData
Aug 27, 2013 0539 PM Activity completed
Aug 27, 2013 05:39 P Setup Supplier Operaticnal Data (Sub Process) Activity created and activated
Aug 27, 2013 05:39 PM Update Supplier Credit Inform ation Activity created and activated
Aug 28, 2013 0416 P AP Activity Suspended

You can also view the following information.

Date/Time. Displays the date and time of the activity transactions. You can sort the audit data
by clicking the column header.

Activity (Group By). Displays the name of each task in the process.
Performer. Displays the name of the performer to whom each task is assigned.
Description. Describes the status change of the process instance or the activity transaction.

Data Changes. Available only for completed tasks.
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Searching Process Instances
To search for a specific process instance, you can use the fields in the Search Panel.

Example If you want to find out the processes that you have created, you can use the search field
Creator.

Example If you want to search for subprocess instances, set Include Subprocesses to true. For
more information about subprocesses, see “Understanding Business Process Structure” on page 8.

Fig. 2.45
Search for Subprocesses

My Processes Browse X

Search [2]

|F'riDrily v| |equa|s 'H 'I . ] %+ xR
Application :] |equals - H vl . ] + x

DR B O REC IS | ¢ Add ko Favarites

Actions / Setup ) Cancel

Application
Wi pgsigned Date Fiecords per page:
Creator o X
Document 1D 1 alication % ¥ Domain %W DocumentlD 1 &% DocumentID 2 £
| BSEEQZEE ‘»Eej 1 iplier Creation 4, ZIML 220K, 23GER, 30CHM, 31405, 40BRZ SUP-002
- Diocument Key 2 1 Creation 10054 |term002 test?

i gz:;‘gle 1 Creation 10USA |temO03 lest?
, [omer Creation 10USA, T1CAN, 12MEX, 20FRA, 21ML, 220K, 23GER. 30CHM, 31AUS, 40BRZ Q007

Inc

I Prioiy_ Lutomer Creation 10USA, T1CAN, T2MEX, 20FRA, 21NL, 220K, 23GER. 30CHN, 314US, 40BRZ  GO0G
L @ Customer Creation 10USA, 11CAN, 12MEX, 20FRa, ZINL, 220K, 23GER. 30CHN, 31405, 408RZ 0008
L @ Customer Creation 10USA, 11CEN, 12MEX, 20FRa, ZINL. 22K, 23GER. 30CHN, 31405, 408RZ 0003
!- @_’] Sales Order Credit Review 10054 s0001 Q5001

Bringing up Tasks Browse from Processes Browse

Select the Tile screen view of a process, and you can see some work steps of the process in a child
browse. From the child browse, you can see currently active work steps as well as work steps that
have been completed.

Fig. 2.46
Child Browse for Work Steps

My Pracesses Browse X

‘ Actions = g Setup v @) Cancel | @D @) B &) o | '\ Add to Favorites B O | B @ & | £ Flow =] Tabu
Search
Er—cr— 56 . x
Wiewing 1-3 of 3 Records per page:

& W Applicaion & W Document 101 <7 Document D2 & W DocumentKey1 & 7 Document Key 2 &7 Prioity & W Agsigned Date &~
i- @ Test ltem Itern-007 [ltem Mumber]  test (ECO) COMPMT (ltem Tupe]  DISCRETE [Item Graoup) Medium B/ZB/203 645 P
i- @ Supplier Creation  SUP-003 [S upplier] 10-C1003 MFRD usD Medium B/Z7/2013 03706 F
- b K Creation  SUP-004 [Supplier) 10-C1003 INT uso tedivm 2 F

[ [

ActiveWark Steps 20 | Completed Wark Steps
actions » g Setup ~ (@) Cancel | (@ @) B & O B O | ) Tasks &L assion @ Instructions
viewing 1-1 of 1 Recards per page:
7 Task £V Task Status © 7 Wark Step Status ¢ 7 Peiformer & % Performer Name & 7 Prioity & 7 Assigned Date ¢ 7
» &

From this child browse, you can bring up the Tasks Browse by doing either of the following:
» Double-click an active work step in the child browse.
« Select an active work step and click the Tasks button in the application toolbar.
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Assigning Tasks from Processes Browse

Select the Tile screen view of a process, and you can see some work steps of the process in a child
browse.

Fig. 2.47
Assign Tasks from Processes Browse

by Processes Browse X

Actions = ” Setup v &3 Cancel DIROMC O RS | S 7 Add to Favorites g m| | E EnEH | £ Flow = Tabul
Search
‘App\icaliam v||equa\s v|| v[ - ] +* XK Clear &l
Jiewing 1-3 of 3 Records per page:_
% ¥ Application & ¥ Document [D 1 & W Document!D 2 &7 DocumentKey1 &7 Document Key 2 £ W Prigity ¢ 7 Agsigned Date & °
I- @ Test ltem Item-001 (ltem Mumber]  test [ECO] COMPMT (ltem Type)  DISCRETE [ltem Group) Medium B/26/20M3 64531 P
i- & Supplier Creation  SUP-003 [Supplier) 1001003 MPRD usp Medium 8/27/2013 5:37.56 P
- ton  SUP-004 (Supplier] 1001003 Medium |
[l i
Activework Steps 3¢ [ Completed work Steps
Actions = / Setup = Cancel 4 (4) () ] g O | 2 Tasks & Assign W Instructions
Viewing 1-1 of 1 Records per page:
W Task & Task Status & 7 Work Step Status & ¥ Performer & W Performer Name & % Priority & 7 Asgsigned Date & 7
r

In the Active Work Steps screen, you can assign a task to a user according to your choice,
regardless of whom the task was originally assigned to.

1 Inthe Active Work Steps screen, select the task.
2 Click the Assign button in the application toolbar.

3 Inthe Assign User Browse window, select a user. You can select a user by the user ID, user
name, or e-mail address. To see all users, click Show All Users.

4 Inthe Assign User Browse window, double-click the selected user or click Assign.

Fig. 2.48
Assign a Task in Processes Browse
™ Assign User Browse [_ [Ox]
Actions = 1 Cancel 4 @ & & Assign E Show Role Members
Search
= o |- @[ + x
Email Addiess
Al Records per page:
User Hame =
sv (3

Useriu A UserMame oW Email Address

105PO1 Sales1 demo E

105P02 Sales2 demo
105P03 Sales3 demo
AP AP demo
AR1 AR1 dema

Using All Processes Browse (for Administrators)

As an administrator (qadadmin), you can see all process instances in all domains. All active
process instances are displayed in All Processes Browse; all completed process instances are
displayed in All Processes History Browse.
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You can get an overview of all process instances and manage all active process instances. For more
information, refer to “Viewing Process Instances” on page 22 and “Viewing Audit Trail” on
page 28.

You can also assign any to-be-completed task in the process instances to any user, except inactive
users. For information about how to assign tasks, see “Viewing Audit Trail” on page 28.

Using History Browse

When a task is completed, it is removed from the Tasks Browse to the Tasks History Browse.
When all the tasks in the process instance are completed, the process instance is completed and
removed from the Processes Browse to the Processes History Browse.
The History Browses are for you to view the completed tasks and process instances:

« View all your completed tasks in My Task History Browse.

 View all completed processes that were previously in My Process Browse.

If you are an administrator (qadadmin role), you can also:
« View all completed tasks in All Tasks History Browse.
« View all completed process instances in All Processes History Browse.

Note The End Date information indicates when a task or process was completed. You can see the
End Date information in History Browse.

Fig. 2.49
End Date
bty Task History Browse |
Actions ~ g Setup Canicel | DRONCHEC ¢ Add to Favorites | 8 = :: | £ Flow W Instructions | = Comments
Seaich (a
End Date 'Hnul equals 'H @wl - | @ + Search H Clear All ]
iewing 1-30 of 30 Records per page

$ 7 Task 4 Application Erlhd Assigned Date & 7 DueDate & 7 End Date v 7 i

917/2012 10:45:39 PM 9/18/201212:45:39 AM 941772012 11 46:55 PM
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Refreshing Browse Views

Sometimes you want to refresh your task list display in Tasks Browse. For example, when
someone is performing a task, it is possible that the displayed task list becomes out of date and you
want to refresh the view.

Fig. 2.50
Refresh in Tasks Browse

‘j_f] Refresh

ity Tasks S

Zan)

@ Ciitical

'::\ High Pricrity
@ Owverdue (1]
®* Due Today (1]

B Nye in Current Week [l

by Azzigned Tasks ¥

bty Available Tasks ]

S oan

@ Critical

@ High Pricrity
@ Overdue (1]
B2 Due Taday (1)

= Due in Current Week m

Tasks Delegated To bde ¥

You can also use the Refresh button in the Processes Browse to view the work step status change.

For example, while you are opening the flow view of a process, another user is performing a task
in the process. Then you can use the Refresh button to see the process status change. In this
example, you can see the color of the work step changes from orange (work step activated) to
green (work step completed).
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Fig. 2.51
Refresh in Processes Browse

J iy Processes Browse ‘
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|Apphcal\on - | |equals A ‘ | A [ l + X Clear All
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Adding and Viewing Process Comments

Adding Comments

Whether you are a task performer or an admin user, you can add comments to an active process.
Users who later work in the process can read your comments and add comments of their own if
necessary.

Note Once a comment is added, the comment remains for the life of the process and cannot be
removed or modified.

To add a comment:

1 Select a task or a process instance.

Note Adding comments applies only to active process instances, so do not use the History
Browse where completed tasks and processes are listed.

2 Click the Comments button in the application toolbar.

3 In the Comment Details panel, click New to add a subject title (thread) and detailed comment
contents.

Note In the text box, red wavy lines under words indicate spelling mistakes. You can click
the Spell Check button to see correction suggestions.

4 Verify the comment and click Save.
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Fig. 2.52
Add Comments to a Process

Process Comments
Thread Spelling B3]

Author W Posted W Spelling Emors Found N

Make sure the customer data are avarable (=S

Ignore All

Add To Dictionary

Change To:

ChangeAll

Suggestions:
Evaiisbie
availably
avoidable
availableness
availability

1 Cancel

Comment Details

Thread -

Camment | Make sure the customer data are avariable. Click Mest through every frame of the program

Spell Check Mew Sawe Cancel

Viewing Comments

You can tell whether there is a process comment by the Comments icon displayed in the summary
View panel.

Fig. 2.53
View Comments

by Tasks Browse X

i Refresh Actions ~ g Setup ~ () 9 (1) (®) D 4 AddtoFavorites B =0 == | =|petals o complete £ Reassion |5 Comments
Search
Iy Tasks Task ~ | starts at - E] - + = Clear All
oA Vigwing 1-71 of 1 Fiocords per page:| 100 -
© Critical
@ High Pricity £ W DocumentID1 & 7 DocumentID 2 &% DocumentKeyl & W DocumentKey2 & W Task Status &7 Priciity & W

Due Todau (1)

& Owerdue (1] k " sliable Assignex Medium
.
5% Due in Cument Wweek 1]

To view detailed contents of the comments, click the Comments button in the application toolbar;
the comments are displayed in the Thread panel of the Process Comments screen.

Note There can be multiple comments on one process. You can sort comments by using filters in
the Thread panel.

Fig. 2.54
Filter Comments

4% Application % ¥ Document D 1~ Process Comments

o Thread
- @ Customer Crealion 00010003 - Thiead: [2items)
> 5 Customer Creation 10010001 T astad

dema user  B/15/2012 7:06:57 &k Y'ou cah use Customer Ship-T o Create in multiple ways:
+ Create an entirely new ship-to and specify the address, tax. and contact details in this function.

+ Indicate that another customer—of the same or different business relation—is the ship-to address

demo user  6/15/2012 7:08:54 &M Make sure the customer data are available. Click Mext through every frame of the program,
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Maintaining Process Ownership (for Administrators)

As an administrator (qadadmin), you can use Process Ownership Maintenance to define which
role is responsible for which business process.

Example For the Sales Order Credit Review process, the Credit Manager role is responsible. To
define this relationship, you can use Process Ownership Maintenance.

1 Inthe Application field, search for the Sales Order Credit Review process.

Fig. 2.55
Process Ownership Maintenance

Process Ownerzhip Maintenan.. ‘

Actions [9,,,! Prink s Preview

Application |SalesDrderEreditHeview_EE Jel Rale )|

2 Inthe Role field, search for the Credit Manager role. You can search by either role name or
role description.

Fig. 2.56
Search Role
P Role Search H=] E3
Actions ~ (0 Cancel | (4) (@) () 0 ¢ AL Stored Searches ~ |§ EniiEs | | Create g Modfy 3¢ Delste Morew
Search (3]
ok <] a7 P3| |+ x (s ] [aenn |
|F|0Ie Drezcription v| |equals v|| ['ﬁ‘] - | | + X
|Ac:t|ve v| |equals V] |yes v[ " ] -+

Wiewing 1-29 of 29

Fecords per page:

Role Name % 7 Rale Description & 7 Active v T @
Superlser Superlzer Role yes
Employestiatify  Employee Create yes
SupplierM atify Supplier Create Ju=t
Customert otify Customer Create yes |E
EndUszerMotify EndUser Create yes
gadadmin QAD Admin yes
uideszign User Interface Design yes
ptDzgn Fieport Design pes
Tptédmin Fieport Administration pes
ProductT rans Enter Product Trans... yes
Producthd odify Create/Update Produ.. yes
InventoryModify  Change Inventory Da.. yes

3 Click the Search button.

4 Select the Link check box and click Save.
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Fig. 2.57
Define Process Ownership

Process Ownership Maintenan.. |

Actions = [%,I Print 4 Preview
Application | SalesOrderCreditReview EE Rale Credit P '| | Search
Link T Role Mame ¥ Role Description 7

Application

Application Label
=1 alez 0

s Order Credit

S
S Credit

Credit Manager

The process ownership definition can be exported to an Excel work sheet. Right-click the screen
and select Export to Excel.

There are situations where one role is responsible for multiple processes. There are also situations
where multiple roles are responsible for one process. In such situation, the relationship between
the Application field and the Role field is not restricted as one-to-one.

Example For the Sales Order Credit Review process, not only the Credit Manager role is
responsible, Accounts Receivable Supervisor, and Customer Service Manager roles are also
responsible.

To link this one process with multiple responsible roles, you can leave the Role field blank and
then select the roles that you want to select.

Fig. 2.58
Define Process Ownership

| Process Ownership Maintenan.. |

Actions = [%,I Print  a| Preview
Application | SalesOrderCreditReview_EE 4 Role P '| Search
Link 7 Application w Application Label ¥ RoleMame < FRole Descrption 7
[ SalesOrderCreditFeviews EE  Sales Order Credit Review AP Accounts Payable
[ SalesOrderCreditReviews EE Sales Order Credit Review AR Accounts Receiveable
] SalesOrderCreditReview EE  Sales Order Credit Review AR Supervisor Accounts Receivable Supervizor
[ SalesOrderCreditFeviews EE  Sales Order Credit Review  Contracts Contract Management
[ SalesOrderCreditReviews EE  Sales Order Credit Review  Costing Costing
] SalesOrderCreditReview _EE  Sales Order Credit Reviews  Credit Credit Manager
] SalesOrderCreditReview EE  Sales Order Credit Review  CSM Custarmer Service Manager

If you leave both the Application field and the Role field blank, the system displays all possible
associations for you to select. Notice that you can group data in the grid or sort or rearrange
columns to make your selection operation more convenient. To return to the default column
display settings, you can right-click on the screen and select Use Reset to Factory Settings.

If you want to cancel all previous process ownership definitions, you can right-click Link and
select Uncheck All.
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Fig. 2.59
Cancel All Process Ownership

Process Ownerzhip Maintenan.. |

Actions ~ [,%J Print (& Preview

Application | -~ Role

Link =7 &rnlicatine e Application Label “  RoleMame W Role Description 7

» Export to Excel Sales Order Credit Review AP Accounts Payable
Columns E  Sales Order Credit Review AR Accounts Receiveable
Reset to Factaory Settings E Sales Order Credit Review AR Supervisar Accounts Receivable Supe
Print * EE  Sales Order Credit Feview  Conbracts Contract Management
Check &l E  Sales Order Credit Review  Costing Costing
E  Sales Order Credit Review  Credit Credit Manager

L SalesOrderCreditReview EE  Sales Order Credit Review  CSM Custorner 5 ervice Manager

[ SalesOrdeCreditReviews EE  Sales Order Credit Review  Customerhotify Custorner Create

Launching Processes from Custom Forms (for
Authorized User)

The system allows users to create a launch screen in QAD .NET Ul to launch a process from
custom forms. The application developer defines the process in BPM Studio and the administrator
adds a menu entry for the application menu to show up in .NET UI. Then users can see the launch
process menu in QAD .NET Ul and use it to launch the customized process.

Note Only authorized users can see the launch process menu and use it.

When the .NET Ul user clicks the launch process menu, the custom launch screen appears. Then
the .NET Ul user can click the Create button to launch the process.

Fig. 2.60
Launching Processes

[= # Business Process Management
[ My Tasks Browse
Er My Processes Browse
D by Task Higtom Browse
~Er My Process History Browse
[ &l Tasks Browss
[ Al Processes Browss
[ &l Tasks History Browss
~[Ey Al Processes History Browse
';'“, Delegate My Tasks
'{":, Process Ownership Maintenance
o Launch Process

Depending on how the application developer has defined the process in BPM Studio, fields on the
launch screen can be editable or not. If the fields are editable, the .NET Ul user can provide some
information for the fields.

Example The application developer has defined dataslots of Creator, testString, and testNumber
for the Test Process and made the fields editable. Then the .NET Ul user can enter some field
values for the process and click the Create button to launch the process.
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Fig. 2.61
Custom Launch Screen in QAD .NET Ul

Launch Process X

Test Process

Instance Name | TestProcess
Instruction  Mone
Creator:

teststring:
testNumber:

Create Reset Cancel

Customizing Your User Interface

You can customize your user interface to make it more convenient for you.

Rearranging Columns
You can change the order in which the columns are displayed according to your needs.

To change the order of columns, drag and drop the column header. You can see the new position of
the selected column that is indicated by two arrows.

Fig. 2.62
Rearrange Column Order
Viewing 1-8 of 8 Hac+pel page: | 100 -
&7 Priarity  F Document D1 < Priority # % 2 Document Key 1 47 Document Key 2 & W7 Task Status & 7
@3 High 1502000 f % Carlesi Company 1000 Assigned
& High 000 0po3 Toy Company of America  DIST Aueailable

tedium 10010001 A ieliable Assighed

@ Medium 00010003 Toy Company of America  DIST Assigned

Sorting a Column

To sort a column, click the column and choose a sorting option.

« An upward pointing triangle beside the column header indicates that the items are sorted in
ascending order.

« A downward pointing triangle beside the column header indicates that the items are sorted in
descending order. To sort them in ascending order, click the column header again.

Fig. 2.63
Sort a Column
Viewing 1-8 of 8 Recards per page: | 100 -
%7 Document Fey 1 7 Document 1D 1 & Priority 4 W DocumentID 2 & 7 DocumentKey 2 & W Task Status & 7
M CE Carlesi Company 1000

G Toy Company of America 00070003 Medium DIST Assigned

@ Tow Company of America 00010003 Medium DIST Azsigned

@ Toy Company of &merica 00070003 High DIST Aveailable
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Filtering a Column

You can filter the results in a column using the browse column filter. Each column includes a filter
so that you can refine the browse to display the data of interest.

To filter a column, click the funnel icon in the column header.

Fig. 2.64
Filter a Column
Viewing 1-8 of 8 Records per page:| 100 -
£V Documentkeyl 4 ¥ DocumentiD1 &% Frioity & ¥ DocumentiD2 & W DocumentKey2 &V Task Stalus & ¥
» G0 502000 1000 Bssigred
@ M 00010003 Madlum DIST Assigned
@ g*;l';i'%”okr;]pw 00010003 Medium DIST assigned
& | Toy Company of America | 00010003 High DIST Ayailable
@ |[westwoodRelable  oomooos Medium DIST Available

Along with items displayed for the column, there are other options: (All), (Custom), (Blanks), and
(NonBlanks).

« To filter the column to display all data, choose (All). This value is the default.

« To filter the column according to some custom criteria, choose (Custom).

« To filter the column to include only blank items, choose (Blanks).

- To filter the column to display everything except blank items, choose (NonBlanks).

Maintaining Columns

By default all available columns are displayed in your browse view. But you can customize the
view by selecting certain columns.

1 Right-click any column header and select Columns to open the Column Maintenance window.

2 In the Column Maintenance window, select your desired columns.

Fig. 2.65
Display Columns
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vl 12 Due Date

checkal | [ uncheck an

Grouping Records

You can group records in a browse by column. To group records by a column, right-click the
column header and select Group by the column header name.

Each group in the list can be expanded—to view the details—using the plus sign next to the group.
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You can also add other columns to the grid to create a group hierarchy.

Fig. 2.66
Group Records
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& demadR2 00010003 DIST Agzigned Customer Creat.. demao ARZ

@ S5MAdmin 000 0003 DIST Available Customer Creat.. 55M Administrator

+ Dacument Key 1:Westwood Reliable (1 item]

To ungroup the data, right-click the column header and select Remove Grouping.

Adding Browses to Favorites

If you want to save your browse search criteria for reuse, you can add the specific browse to
Favorites. For example, you want to keep your tasks for different processes separate. To add a
customized browse to Favorites, set the search criteria in your Tasks Browse, and click the Add to
Favorites button. Then the customized browse is added to the Favorites menu area. One at a time,
you can add multiple customized browses to your Favorites.

To remove a browse from your Favorites, right-click the browse in the Favorites menu area and
right-click Remove.

You can automatically start any favorite menu item when you log in to the QAD .NET UI. For the
menu item saved under Favorites, right-click the item and select Auto Start. With Auto Start
selected, the menu item starts automatically at your next log-in.

Tasks Notification

You can get email notifying that you have BPM tasks to do, when all the following setup tasks
have been completed:

- The BPM Portal administrator has set up the system calendars and assigned one to you.
Note The administrator can also configure the times at which the notifications are sent.
« Your email address has been specified in QAD EA.

« You have subscribed to BPM Tasks Notification. To subscribe BPM Tasks Notification, go to
Tools|Options in QAD EA and select True for the Subscribe to Tasks Notification Email
option. By default, the option has already been True if your email address is specified in QAD
EA.
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Fig. 2.67
Subscribe to Tasks Notification

# Dptions !E
Row Background Color [ wwhite -
Rows Per Page 100
Zide Panel Auto Open True

= Browse Maintenance
Show Index Information True

= i Process M.

True| ﬂ

E Desktop
Auto advance on the last data field False

Cell Font Microsoft Sans Serif, 8.25pt by
Message Color - Black

Message Font Microsoft Sans Serif, 12pt
Prompt user on open transaction True
Screen Mavigation Bar True

‘Text' Report Font Lucida Console, §.25pt
UI Extensions True

E General
Allow Multiple Applications True =
Lo koo Aanal Skl SUNTINE ST

Subscribe to Tasks Notification Email
Receive regular digest emails with your BPM task list averview,

Reset

oK Cancel

4

Using QAD BPM 41

Figure 2.68 is an example of a notification email, which gives you a summary of your BPM tasks.

Fig. 2.68
Notification Email

Domain: 10USA(USA Division)

New tasks assigned to you after Fri Jul 27 15:42:00 PDT 2012

None

Current tasks:

6 Assigned tasks

1 Available tasks

0 Delegated tasks

of these tasks 5 are overdue and 0 are critical.
Click here to view your fasks

Domain: 11CAN(Canada Division)

New tasks assigned to you after Fri Jul 27 15:42:00 PDT 2012:

None

Current tasks:

5 Assigned tasks

0 Available tasks

0 Delegated tasks

of these tasks 3 are overdue and 0 are critical.
Click here to view your tasks

When you get tasks notification email, click the link in the email that directs you to My Tasks
Browse in QAD BPM. Then you can see your tasks to do in My Tasks Browse.
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