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Introduction

This section provides an overview of the TIBCO iProcess® Workspace (Browser).

What is the TIBCO iProcess Workspace
(Browser)?

The TIBCO iProcess Workspace (Browser) is a Business Process Management (BPM)
application that runs over the internet or an intranet. As a BPM application, it automates
the movement of data/information through your business process, whatever your business
may be. It may automate the process of filing an insurance claim, a loan application, or any
process that has multiple steps.

Client Client Cliant
Wpplication Apgplication Application

The TIBCO iProcess Workspace (Browser) application is run in a browser (e.g., Microsoft
Internet Explorer). You connect to a TIBCO iProcess Engine over the internet or an intranet
by entering a web address that is determined by the location at which your TIBCO software
is installed.

After connecting to the TIBCO iProcess Engine by entering a valid user name and password,
you will be presented with screens that allow you to perform the functions your specific
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application was designed to perform. Each time you initiate an action in your client
application (i.e., by clicking on something), a request is sent to the TIBCO iProcess Engine
instructing it to either send data to the client or to perform some sort of action (e.g., save
the data you’ve just entered).

All data pertinent to your business process is stored in a database on the TIBCO iProcess
Engine. The iProcess Workspace (Browser) provides a way for you to access and
manipulate that information via the internet.

Understanding a Business Process

At the heart of the iProcess Workspace (Browser) is the iProcess “procedure,” which defines
the flow of information in your application. Procedures are defined with a TIBCO tool
called TIBCO Business Studio™. A procedure consists of a number of “steps,” including
manual steps (which require user action), automatic steps (which are executed
automatically by the iProcess Engine), and condition steps (which branch based on the
result of a condition).

An example of a very simple procedure is shown below.

Help Request

Help Followup
Someone using the iProcess Workspace (Browser) starts a “case” of a procedure, which
typically causes a screen to be displayed onto which the user enters information. For
example, if the procedure defines the processing of a loan application, the first screen may
involve entering demographic information for the applicant. The next step might involve
another person reviewing the application — the procedure would be defined such that the
information entered in the first step is automatically sent to the person(s) responsible for
reviewing it. The application process will progress through the steps of the procedure until
it is completed.

2

Help Review

Start Event End Event

The following table provides definitions of terms that are used throughout this document
and in your iProcess Workspace (Browser).
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Term

Procedure

Case

Step

Work Queue

Work Item

Description

Represents the definition of a business process, which ensures that
information flows in a consistent and timely manner through the system. An
iProcess procedure is defined using TIBCO Business Studio. An example is
shown in the illustration above.

This is a particular instance of an iProcess procedure. A case is created when a
procedure is “started,” and remains in existence until that instance of the
procedure is purged from the system.

A procedure is made up of a number of steps, which define the activities that
take place within the flow of a procedure. Each step defines what must be
done, who must do it, and, optionally, a deadline by which it must be done.

This is a list of work items (see below) that are awaiting action. A work queue
can belong to an individual user (personal work queue) or to a group of users
(group work queue). If it is a group work queue, any user that belongs to that
group has access to the work items in that group queue.

A work item represents an action item listed in a work queue. It relates to a
step in an active case. A user manages the work items in their work queue by
performing some sort of action upon them, such as entering data on a form,
forwarding the item to another user or group, “keeping” it (placing it back in
the work queue for further action at a later time), or “releasing” it (completing
the required action and sending it on to the next step in the procedure).

You may not necessarily need to understand the entire structure of the procedure(s) you
are working on. Generally, users are focused on performing some sort of work on the work
items that appear in their work queue. The type of work you perform will depend on the
type of business you are in and how your procedure was designed.

Functions Performed by the TIBCO iProcess
Workspace (Browser)

The following are the types of functions you are typically performing with the TIBCO
iProcess Workspace (Browser):

TIBCO iProcess® Workspace (Browser) User Guide



11 | Introduction

Open and view work queues:

— User work queue - Each user has a “personal” work queue into which work items
are sent that user is responsible for dealing with.

— Group work queue - Users may be added to a “group,” which gives that user
access to the group’s work queue. For example, all applications in need of review
may be sent to the “Reviewer” group queue. All users that have been added to
the Reviewer group have access to, and are able to process, work items in the
Reviewer work queue.

Apply filter and/or sort parameters to a work queue so only the desired work items
are listed in the desired order.

Open individual work items.
Enter information into forms that are displayed when you open a work item.

Either “keep” a work item, which closes it and places it back in the work queue, or
“release” a work item, which causes the case to advance to the next step in the
procedure.

Forward work items to a different work queue (user or group).

Start a case of a procedure.

Suspend or reactivate a case.

View the history of a case.

Allow temporary access to your personal work queue to another user.

Temporarily redirect work items from your work queue to another work queue.

While these are the primary functions you’ll be performing, there are many additional
functions that can be performed with the iProcess Workspace (Browser). These are
described in the remainder of this document.

The TIBCO iProcess Workspace (Browser)
Screen Layout

The TIBCO iProcess Workspace (Browser) screen consists of the following sections.
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Each of these sections are described below.

Mode Selection

This section contains buttons/icons that allow you to select the type of information that is
displayed in the other sections of the screen. The available selections are:

« Work Queues - Displays the work queue list in the Primary List section.
« Procedures - Displays the procedure list in the Primary List section.

« Options - Displays user options in the Data Display section. User options allow you
to specify settings such as display options, layout options, etc.

For more information about user options, see User Options.

« Session Activity - Displays the session activity log in the Data Display section. The
session activity log provides information about the activity that has taken place
during the current login session.

For more information about the session activity log, see Login Session.
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« Server Info - Displays a server information window in the Data Display section. This
provides technical information about the server, such as TCP port, IP address, etc.

For more information about the server information window, see Viewing Server
Information.

Note: You can display either buttons with text on them, or icons, in the Mode
Selection section by clicking the arrow between the Primary List and Mode
Selection sections:

Bssea U |

This arrow acts as a toggle, switching between the buttons with text and icons.

Primary List

This section always contains either the work queue list or procedure list, depending on the
selection made in the Mode Selection section. If one of the other mode selections are
made (Options, Session Activity, or Server Info), this section will still display either the
procedure or work queue list, whichever was most recently selected.

For information about the work queue list, see The Work Queue List.

For information about the procedure list, see The Procedure List.

Secondary List

This section lists either a work item list or a case list, depending on whether you’ve
selected a work queue or procedure in the Primary List.

If you select a mode other than Work Queues or Procedures, this list is overlaid with the
options, session activity, or server info, depending on which you select.

The work item and case lists provide a Preview icon that can be used to turn off the
Preview Pane, which causes the Secondary List to encompass the entire right side of the
screen.

For information about work item lists, see Work Item Lists.

For information about case lists, see Case Lists.
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Preview Pane
This section displays summary information for the selected work item or case.
The Preview Pane can be turned on or off by:

« clicking the & icon on the work item or case list, or

« by selecting Preview from the work item or case list View menu.
Both of these cause the Preview drop-down menu to be displayed:

Preview menu from the work item list:

E ¥ Preview On - Open Forms in Preview Pane ‘

=1 Preview ©n - Float Forms

[l Praview Off |

Preview menu from the case list:

E v Preview On - Open Detailz in Preview Pane
@1 Preview On - Float Details

[l Preview Off |

The preview settings are as follows:

— Preview On - Open Form/Details in Preview Pane: When you select (single-
click) a work item or case in their respective list, the work item or case summary
is displayed in the Preview Pane.

When you open (double-click) a work item or case, the work item form or case
details are also displayed in the Preview Pane. (Note - You may not be able to
open a work item form in the Preview Pane, depending on the type of work item
form your application uses — for more information, see Work Item Form
Location.)

— Preview On - Float Form/Details: When you select (single-click) a work item or
case in their respective list, the work item or case summary is displayed in the
Preview Pane.

When you open (double-click) a work item or case, the work item form or case
details are displayed in a separate floating window.
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— Preview Off: When the Preview Pane is turned off, single-clicking a work item or
case in their respective lists has no effect.

When you open (double-click) a work item or case, the work item form or case
details are displayed in a separate floating window.

If you are choosing to display the work item form in a separate floating window, the
separate floating window may be either a dialog or a new browser window, depending on
the setting of a user option for the logged-in user — for more information, see Floating
Work Item Form Window . (Note - You may not be able to open a work item form in a
separate dialog (it may have to be a separate browser window), depending on the type of
work item form your application uses — for more information, see Work Item Form
Location.)

If you are choosing to display case details in a separate floating window, the floating
window will always be a separate dialog — case details cannot be displayed in a new
browser window.

Selections you make on the Preview menu are not persistent; the next time you log in, the
Preview menu setting defaults to the setting in user options. For more information, see
Work Item Preview Default and Case Preview Default .

Resizing the Preview Pane

You can specify that the Preview Pane automatically resize when you open a work item or
a case. For instance, you may want the Case Details to open so that the Preview Pane
encompasses 80% of the Data Display area. It will then revert to its original size when you
close the work item or case.

To configure the Preview Pane to automatically resize, see Layout Options.

Displaying a Floating Window

From the work item or case list, you can display a separate floating window containing
whatever information is currently displayed in the Data Display section. This allows you to
create multiple views of the same list, or to view details about multiple work items or cases
from the same list simultaneously.

To display a separate floating window:
o From the work item list, select Float Work Items List from the View menu.

o From the case list, select Float Cases List from the View menu.
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« From either the work item list or case list, click the & icon.

A separate floating window is displayed containing the same information currently in the
Data Display section. This floating window is always opened as a separate dialog within
the application (rather than as a new browser window).

Floating Window Task Bar

As windows are floated, an icon for that window is added to the task bar on the bottom of
the screen:

|£§ Cases: CARPOOL | |£§ Cases: HIRING : [{:’;i'cEsa: INVENTO...

The task bar allows you to select one of the floating windows without clicking on the
window itself — when windows are floating, they can become hidden behind other floating
windows.

Clicking on an icon in the task bar works as a toggle — successive clicks on an icon causes
the window associated with that icon to alternately be brought to the foreground and
background.

Moving a Floating Window

You can move a floating window around the screen by placing the cursor in the window’s
header bar. When the cursor changes to an icon that contains multi-directional arrows (see
the illustration), click and hold the left mouse button while moving the window to the
desired location.

23 Cases: HIRING ans O =
Tools = View = 0B 20 || FTHAm B P
|'Stat|Number | Desciption " Started By Stsrted Dste/Time | Tarminsted Date/Ti 4
@ 53 Franklin Morse - HR rep  bobby@v11 2003-03-31 11:50:03 2008-12-09 08:58:0
@ 101 Annie Smith - Clerk | bobby@v11 200503-31 11:40:30  2009-12-09 08:58:0

Resizing a Floating Window

Floating windows provide the following methods of resizing the window.
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« Minimize Toggle - Clicking this button causes the window to minimize — the
window is removed from the screen, and a button representing the window appears
on the task bar. Click the button on the task bar to cause the window to reappear.

« Maximize Toggle - Clicking this button toggles between the window expanding to
cover the entire screen, and collapsing to its original size.

Minimize Maxirmize
i g(/ ] |
i % = T .;:;15

Time  Terminated Date/Ti =
1:50:02  2009-12-09 08:56:0

« Dragging to Desired Size - Placing the cursor in the lower right corner of the
floating window causes the cursor to change to a double arrow. Pressing and
holding the left mouse button when the double arrow appears allows you to resize
the window to the desired size.

Closing a Floating Window

To close a floating window, click the x in the upper right corner of the floating window.

Finding Items in a List

The find function allows you to quickly locate items in a list. All four of the primary lists
(procedure, work queue, case and work item) contain a find function. It is also available on
other dialogs throughout the iProcess Workspace (Browser).

When using the find function on work item and case lists, it is often used in conjunction
with the filter function (for information about the filter function, see Filtering a Work Item
List and Filtering a Case List). When used on these lists, the intent is for the find function to
refine the search that has already been done using the filter function. Typically, the filter
function is used to present a list of work items or cases that are of continual interest. You
can then use the find function to further refine the search through the list of filtered work
items or cases. When you are done with the find function, and close it, the list returns to
the list presented by the filter function. If you want a different list of work items or cases
that are of continual interest, the list should be filtered using the filter function. (Note that
the Filter, Sort, and Refresh icons and menu selections are disabled while the find
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function is being used — you must close the find function to change filter or sort criteria, or
to refresh the list.)

To use the find function:

Procedure

1. Click on the Find button in the list window. This causes the “where” fields to be
displayed.

Q Work Items: swadmin
Tools = View * |%TEE () 464

where | Case Number s | [ ¥ Server Filter

Notice the number next to the Find button. This number indicates the number of
items (work items, cases, work queues, or procedures) in the list.

2. From the first where field drop-down list, select the column you want to use to find
the item. For example, if you are searching for a work item from a specific
procedure, you would select the Procedure Name column (the columns available
will depend on the type of list from which you are searching).

Q Work ltems: swadmin
Tools = View ™ a I : [ | % bt @ | ;[)464

where | Case Number v = r - ¥ ServerFilter

W Case Number

Case Description

. Procedure Mame

Step Marme
Locked By

3. In the second where field, enter the value you are searching for. For example, if you
are searching for a work item from the “Checkout” procedure, you would enter
“Checkout” in the second field.

whese | Procedure Name v = !‘C‘.hecknuﬂ [+ Type Ahead [ Server Filter

You can also use the “type ahead” feature, which causes the system to search for
the value entered as each character is typed in. If it’s enabled, items that match the
characters you have entered so far are listed. In the example shown here, when “C”
is entered, all work items from procedures beginning with “C” are listed. When you
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enter the second character (“h”), all work items from procedures beginning with
“Ch” are listed, and so on.

To enable the “type ahead” feature, ensure the Type Ahead check box is checked.

o Note: If you are using the find function on the work item list, there is an
additional check box labelled Server Filter. Checking the Server Filter
check box disables the Type Ahead check box. For information about
using the Server Filter check box, see Finding Work Items in the Work
Item List.

4. Press Enter after entering the value in the second where field — assuming the “type
ahead” feature is not enabled (see the previous paragraph). If the “type ahead”
feature is enabled, you will not need to perform this step.

The items that meet the search criteria you entered are displayed in the list.

If the number to the right of the Find button is displayed in a ##/## format, it indicates
how many items the find function found. Note, however, that this number can be
influenced by things other than the find function, depending on the type of list. See the
following sections for more information about this number for each list type:

e Number of Work Queues in a Work Queue List
e Number of Work Items in a Work Item List
e Procedure List Columns

e Number of Cases in a Case List

Turning the Find Function Off

The Find button acts as a toggle — subsequent clicks turn the find function on and off.
When the find function is off, the where fields are not displayed and the entire list is
shown (although, possibly filtered using the filter function).

Turning the find function off does not clear values from the where fields — previously
entered values are still in the where fields if you toggle the find function back on.
However, closing the list, then re-displaying the same list causes values in the where fields
to be cleared.
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Selecting Items in a List

The way in which you select items in a list depends on the type of list, as well as other
factors, as described below.

Work Queue and Procedure Lists

Selecting a work queue from the work queue list causes the work item list for that work
queue to be displayed in the Secondary List section of the screen.

Selecting a procedure from the procedure list causes the case list for that procedure to be
displayed in the Secondary List section of the screen.

The work queue and procedure lists allow you to select only a single item at one time. To
select a single item:

o Click the desired line with the cursor, or

« use the keyboard up/down arrow keys to move the highlight up or down to the
desired item.

The selected item is shown in a different color than the rest of the items in the list:

'ﬁ Procedures

T::{}Is"uflew"s)@ El__nr’ I:FHI

Etatl Name DEI'.‘llptIDI'I ‘u"Elﬁlnn F"E'ITIISSIDI'I .Actime CESP_I Total Cases h
u.[g ALLDC;AT_E . Allocate Resources 0.2 Start / Hlst::-ry 4 é i
u.[g BONUS Bonus Start / History 0 0

u.[g CARPOOL Company Car Allncaqt,zl Start / History 25 43

! B DYN1 History & 9

Work Item and Case Lists

The effect of selecting an item from the work item or case list depends on whether or not
the preview feature is turned on (see Preview Pane):

o If preview is turned off, selecting an item from the work item or case list has no
effect.

e If preview is turned on:
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— selecting a work item from the work item list causes the work item summary to
be displayed in the Preview Pane section.

— selecting a case from the case list causes the case summary to be displayed in
the Preview Pane section.

Selecting a Single Item
To select a single item in the work item or case list:
o Click on the desired line with the cursor, or
« use the keyboard up/down arrow keys to move the highlight up or down to the

desired item.

The selected item is shown in a different color than the rest of the
items in the list:

Q Work Items: bobby

Tools * View v [ & 2 B s G 7F BB ALY
| Stat| Case Number | Case Desoription | Procedure Nat Step Name | Locked By [Deal Deadline ¢
!|_T 3753 Case rail DD45U ALLOCATE  SUMMARY
| 1504 Saturn 88752 CARPOOL  REQUEST
! =] 252 Cindy Mansen - Marstic HIRING REMIND

o Note: Double-clicking an item on a work item or case list opens that item. When
you open a work item, the work item form is displayed. When you open a case,
the case details are displayed in a tabbed window. For more information about
opening work items and cases, see Opening Work Items and Opening Cases,

respectively.

Selecting Multiple Items

You can also select multiple items at one time on the work item and case lists, as many of
the functions available from these lists can be applied to more than one item at a time
(e.g., forward work item(s), release work item(s), close case(s), etc.).
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o Note: You cannot select multiple procedures from the procedure list nor
multiple work queues from the work queue list. To list the cases from multiple
procedures, or the work items from multiple work queues, you must select and
list them one at a time.

However, if you select multiple items in work item or case list, and have the
preview feature turned on, the Preview Pane will show the summary information
only for the first work item / case selected.

To select multiple items that are not grouped together:

» Select one of the desired items, press and hold the Ctrl key, then click on the other
desired items. All selected items are shown in a different color than the rest of the
items in the list.

5 Work tems: bobby
ook - view - 15 B BB 52T va| VBB B PV
Stat| Case Mumber | Case Desaiption | Frocedure Mar Step Mame | Lodked By '| Desy Deadline Dai
3753 Case rail DD43U ALLOCATE  SUMMARY

1504 Saturn 88752 CARFOOL  REQUEST
[ 252 Cindy Manson - Marketir HIRING REMIND
= 252 Cindy Manson - Marketir HIRING REVIEW g 20030703-
201 [friinda Hormer - Enginesr HIRING REMIND
B a0 "Linda Homer - Engineer HIRING REVIEW () 20030402-

To select multiple items in a list that are grouped together:

« Select the first item in the group, press and hold the Shift key, then either click on
the last item in the group, or move the arrow key until all desired items are selected.
All selected items are shown in a different color than the rest of the items in the list.

ﬁ Work ltems: bobby

Tools ~ View = B e T --|?$ﬁ|@%|%'ﬂ|pm

Case Desaristion Procedurs Nat Step Name | Locked By 'Des| Deadline D=
3753 Case rail DD45U ALLOCATE SUMMARY
1504 Saturn 82752 CARPOOL REQUEST
[+] 252 Cindy Manson - Marketir HIRING REMIMD
[ 252 indy Manson - Marketir HIRING REWVIEW { 2009-07-03
301 r&?i;-a Horner - Engineer HIRING REMIND
D 301 Linda Horner - Engineer HIRING REVIEW {:} 20050402
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Refreshing Information in a Window

Each window that contains a list of procedures, cases, work queues, or work items is a
snap shot of the information in the list when the list was displayed. For example, if you
click on a work queue to display a list of work items in that work queue, the list contains
all of the work items in that queue (possibly filtered) at the moment the list was displayed.
It is not automatically updated to provide the latest items. You must “refresh” the list to
get the latest information from the iProcess Engine.

Refresh a list by:
« selecting Refresh... from the View menu, or
« by clicking the [% icon.

Note that refreshing the list causes the client application to ask the iProcess Engine to re-
send the information in the list. This can take some time, depending on the number of
items in the list, the speed of your computer, etc.

If you are working with a work item list, you can also specify that the list automatically
refresh at specified intervals. For information see, Refreshing the Work Item List.

Customizing Columns in a List

By default, certain columns are displayed in each type of list. For example, the following
shows the default columns that are displayed in the work item list:

Q Work Items: bobby

[ 1
TEH}|5'VIE'I'TBE%B @?@ﬁ Er‘ﬁk.@;f @ L'
5tatu5 Case Numba Case EIEr.'nptlnn | F’mued'ure Ma; Step Mame | Lodked EI],r Dea.dllnel D’EE.I:”II'IE
, I_I 4103 Sprodeet link ZZBTET DF{DEF{ APPL

However, these may not be the columns you would like to see. The iProcess Workspace
(Browser) allows you to customize the columns displayed in each of the list types — work
item, case, work queue, and procedure list.

To customize the columns in the currently displayed list, follow these steps:

Procedure
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1. Choose Select Columns from the View menu on the list whose columns you want to
change. The following dialog is displayed:

riqCulumn Selector g ﬂ |

Avsilzble Columns “ . ‘Szlected Columns 1]
Status

Addressee

v
4

Case Mumber

Case Desoiption

Proocedure Hame Order

Step Mame |

Deadline Set lmage brerene Lodeed By

Amival Date/Time
Deadline Expired
Deadline Expired Image
Deadline Set

REEI

Forwardable Deadline Status
Forwardable Image Deadline Date/Time
Hast Mode

Keep On Withdrawal

Keep On Withdrawal Image
Lodeed

Lodked Image

Long Loded

Long Loded Image

Use Default . | Cancel |

This dialog shows all of the columns available for the type of list you are working
with. This example is for the work item list.

The Available Columns section on the Column Selector dialog shows the columns
that are not currently displayed, but are available to display. The Selected Columns
section shows the columns that are currently displayed.

2. Select the desired columns, using the following actions:
— Individual columns can be selected by clicking on the desired name.

— Multiple columns can be selected by holding down the Ctrl key while clicking on
the desired names.

— A group of columns can be selected by clicking on one name, then holding down
the Shift key and clicking the last name in the desired group.

3. Move columns to the desired section on the Column Selector dialog:

— Columns can be moved back and forth between lists by selecting the desired
column(s), then clicking the “>” or “<“ buttons.

— An individual column can be moved from one list to the other by double-clicking
on the column name.
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— All columns can be moved from one list to the other by clicking on the “>>” or
“<<“ buttons.

You can also change the columns to the system defaults by clicking the Use Default
button.

4. Once the desired columns are listed in the Selected Columns section (these are the
columns that will be displayed), you can change the order in which they will appear
on the list by using the Order buttons. Click the column whose order you would like
to change, then click on the ‘+’ or ‘> Order button to move the column up or down
in the list.

5. Click OK when the list on the right contains the columns you would like displayed, in
the order you would like them displayed.

Note: There is currently no means of making column changes on all work item
lists.

Changes made to column order using the Column Selector are saved either locally or on
the server, depending on a configuration setting made by the system administrator:

— If saved locally, and you log into a different machine, the changes you made will
not be in effect on that new machine — changes made on a specific machine will
apply only to that individual machine.

— If saved on the server, and you log into a different machine (and connect to the
same server), the changes you made will be in effect on the new machine.

Displaying Images in Columns

Some of the columns in lists allow you to display either text or an image in the column.
Typically, these are columns that contain true or false values (two exceptions are the
Status and Deadline Status columns on the work item list, which always display images —
for information about the images in these columns, see Work Item Status and Deadline-
Related Columns, respectively).

When images are displayed in a column, true values are shown as a green check mark;
false values are shown as a red X.

For example, the following shows the work item list with images in the Unopened Image
column, whereas the Urgent column does not contain images — it will shown either “true”
or “false”:
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5 Work Items=: bobby

Tmlstien'E}E;BB ~ ﬁ|?3ﬁ||}bh®|ﬁj§’ Q|P5
r= 152 Caniage mounts 12CA. ORDER e 201007021043 ¢ false
4103 Sprocket link 22976T  ORDER X false

To display an image in a column, simply choose the “Image” column instead of the “non-
image” column in the Column Selector:

rn Column Selector

Displays EﬁaiTﬂJie Columns i | .

"tru E" ar Addresses

"false" Amrival Date/Time

| Deadline Expired Image

Deadline Expired

Displays
image

Manually Changing Column Order in Lists

You can also manually change the order of the columns in a list by dragging the column
left or right to the desired location.

g Work Items: bobby
Tm|svv|ew*@-[-5BB >~ BT @|?$ﬁ||})"-®|s}9 EE

g 4203 Engineer 3 l‘ﬁlﬂms REVIEW E;

Manual changes made to column order are saved either locally or on the server, depending
on a configuration setting made by the system administrator:
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— If saved locally, and you log into a different machine, the changes you made will
not be in effect on that new machine — changes made on a specific machine will
apply only to that individual machine.

— If saved on the server, and you log into a different machine (and connect to the
same server), the changes you made will be in effect on the new machine.

Help

There are two kinds of help available in the iProcess Workspace (Browser):

« Tool-tip Help - This type of help allows you to place the cursor on a tool icon to
cause a box to appear that describes the purpose of the tool.

£ Cases: HIRING

Tools * View ~ EC§ ®ﬂ|?¢ﬁ@|%,®|p15

| @ 252 Cindy Mansun'iJ—-—A*M—u—" 2008-03-31 12.38:37
| @ - suspend selected casels)

$ 201 Linda Horner - Engineer swadmini@v 2009-03-31 13:20:13
@ 503 General Admin Il bobby@v1 2009-04-08 11:08:05

Tool-tip help can also be helpful to view column header text when the column width
is too narrow to see the text. For example:

5] Work Queues
Tools = View T E r_nl':; _,_DE'"I4

Typs Name | Desription | Urgent Ite Unopened Des: Totsl lems |
g bobby Bobby Miller 0 2 51"3 19

g swadmin System Administrs 0 1 EI
éﬁ Teller Superv Teller Supervisors 0 i o 4

« On-line Help - An on-line help system is available that provides descriptions of the
functions available in the iProcess Workspace (Browser). This help can be accessed
by clicking on the Help button in the upper right part of the screen.

User Access Profiles

Each user of the iProcess Workspace (Browser) has a user access profile that determines
what functions and menu selections are available to that user.
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For example, your user access profile determines whether or not you can close cases of a
procedure. The buttons and menu selections used to close cases will be displayed in the
application only if your user access profile specifies that you can close cases.

This document describes all functions that are available in the iProcess Workspace
(Browser), even though you may not be able to see/use that function because of your user
access profile.

The access profile name assigned to the logged-in user is displayed in the upper-right part
of the iProcess Workspace (Browser) screen. In the example below, the logged-in user is an
“Admin” user, which gives the user access to the functions that have been specified for all
Admin users:

Access Level: Admin

(3) Help = achu:-m

User access profiles are assigned by a system administrator. For more information, see
TIBCO iProcess Workspace (Browser) Configuration and Customization.

TIBCO iProcess® Workspace (Browser) User Guide



29 | Logging In and Out

Logging In and Out

This section describes how to log in and log out of the TIBCO iProcess Workspace
(Browser).

Logging In

Logging in to the TIBCO iProcess Workspace (Browser) validates your user name and
password to ensure you are authorized to use the system. It also looks at your user access
profile to determine how much functionality you are authorized to perform (for information
about user access profiles, see User Access Profiles).

Your system administrator will determine how you actually start the iProcess Workspace
(Browser). It may involve starting a browser and entering a URL (Universal Resource
Locator — or “website address”), or you may click on a link on a specified web page.

After the browser connects to the proper web site, you are presented with a login window:

TIBCO™ iProcess” Workspace (Browser)

User Mame:

Password:

Server:

B Remember User Name and Server next time | login

To log in to the iProcess Workspace (Browser):

Procedure

1. Enter your user name in the User Name field.

2. Enter your password in the Password field.
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3. Choose a server in the Server field. This field is a drop-down list that may contain
one or multiple server names, depending on how your system is configured. (The
names in this drop-down list are TIBCO iProcess Objects Servers, which in turn are
connected to a TIBCO iProcess Engine.)

4. If you would like your user name to be automatically entered in the User Name field
the next time you login to the iProcess Workspace (Browser) on this computer, check
the Remember User Name and Server next time I login box.

Note: The Remember User Name ... check box may or may not be displayed,
depending on a configuration parameter set by the system administrator.

5. Click OK.

If the login is successful, either the procedure list or the work queue list is displayed,
depending on how your system is set up.

If your password has expired, a Change Password dialog may be displayed (this
dialog is displayed only if the appropriate access element is enabled in your access
profile). If the Change Password dialog is displayed, you must change your
password before you can proceed.

If there is a problem with the login (e.g., you’ve entered an invalid user name or
password, or the selected server is not running properly), an error dialog is
displayed.

Login Session

The period of time between when you log in and log out is called a “login session”. At any
time during your login session, you can display a log that shows all of your activity during
the current login session.

To display the login session log, click the Session Activity button/icon:
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EI Work Queues

ﬁ Procedures

’i'-sﬂi'- Options

. _' i

= (L

E Server Info

An example session activity log is shown below:

@ sSession Activity

Session Started: July 1, 2010 2:41 PM & Clear
Cate & Time Action Desoription
TMM0 2:41:11 PM Session Start Legin
T 2:42:31 PM Opened Work [term CRDOER : 185728 - Templin 32388A - APPFL
TM110 2:43.:02 PM Suspended Case CARPOOL : 1853 - "Suburban 5588

The session activity log is maintained locally — it is not returned from the iProcess Engine.
The log is cleared when you log out.

o Note: A “Started Case” entry in the Session Log is only verifiable if the entry
includes a case number. A case number is included in the log entry only if the
addressee of the first step in the case being started is someone other than the
person starting the case.

In the example below, the first case that was started (a case of the Hiring procedure) does

not include a case number, because the first step was addressed to the person starting the
case.

The second case that was started (a case of the Allocate procedure) includes a case
number, because the first step was addressed to another user.
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¥ session Activity

Session Started: Juby 1, 2010 2:50 PM # Clear

iﬁate&TimE iﬁ;.ctiﬂrr iD:EElip‘tiﬂl'l

| 7/1/10 2:50:06 P Session Start Legin

| 7/1/10 2:50:31 PM Started Case

| 7/1/10 2:51:22 PM Started Case
Frocedure Case Case
Mame mMumber Description

The reason the case start cannot be verified if the user starting the case is the addressee of
the first step is because the user may close the form without keeping or releasing the work
item (by clicking on the “x” in the upper right corner of the browser window). If this occurs,
the case does not actually start.

Login Session Timeout

If there is no activity in the iProcess Client for a certain period of time, your login session
may timeout.

A session timeout can be initiated by the following components:
 the iProcess Client
 the application server

These are described below.

iProcess Client Session Timeout

There is a configuration parameter (SessionMonitor) in the iProcess Client’s configuration
file that allows the system administrator to specify a session timeout value.

If this parameter is configured, and you are logged into the iProcess Client, but are inactive
for a period of time that exceeds the timeout value, the following warning message is
displayed first:
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Ij:; Session Timeout Warning

Your session has been inactive and will be
automatically logged out if you do not respond.

Click DK to continue,

L

You can click OK to return to the iProcess Client.

If you do not click OK in a specified period of time, you will be automatically logged out
and the following message is displayed:

Ea Session Timeout Warning

Application logged out due to inactivity.

D |

You can click OK to remove the message window and log back into the iProcess Client.

Application Server Session Timeout
There is also a configuration parameter on application servers that specify a timeout value.

If this parameter is configured, and you are logged into the iProcess Client, but are inactive
for a period of time that exceeds the timeout value, a message similar to the following is
displayed (the message varies, depending on the application server you are using):
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Windows Internet Explorer |

": Error encountered while processing action request:

our browser's session ID does nat match any currently logaed in sessions in the Action Processor, An active login session is required,
‘Your browser session may have timed out,
Error details:

There is no node context associated with this session, a Login is required.

Click OK to return to the login window.

Viewing Server Information

After logging in to a server, you can display a window that provides technical information
about the server. (Technically, when you log in to the system, you are logging into a TIBCO
iProcess Objects Server, which in turn is connected to a TIBCO iProcess Engine.)

To display the server information window, click the Server Info button in the lower left
part of the iProcess Workspace (Browser) screen:

= Work Queues
'ﬁ Procedures

’i{:qi- Options

¥ session Activity

E Server Info 3%

An example Server Info screen is shown below:
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E sServer Info

G-
. TIBCO iProcess Objects Server

Status:
Computer Hame:
TCP Port:

IP Address:

Axvailable
OZQUADLING
55005
ozquadling

Version

iProcess Objects Server:

iProcess Engine:

i11.0(1.0) - Windows/Intel
i11.0-%(1.10)

Connection Count:
Logged in via Director:
Cluster Id:

Instance Number:

3

falze
38187TE-0ZQUADLING
1

Action Processor URL:

hitp:Mozquadling: 20/apU=erPrefiActionProces=or . aspx

Logging Out

When you are finished doing the work you need to do, you should log out of the iProcess

Workspace (Browser).

Note: If you just close your browser rather than log out, you will eventually be
logged out internally. However, the proper “clean up” is performed internally
when you log out, making the most efficient use of resources.

To log out of the iProcess Workspace (Browser):
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1. Close (keep or release) any currently open work items.

2. Click Logout in the upper right part of the iProcess Workspace (Browser) screen.

When you are successfully logged out, the Login window is displayed. You can either
log in again, go to another web site, or close the browser.

o Note: If there is no activity in the iProcess Workspace (Browser) for a
certain period of time, the application will timeout, automatically logging
you out. For more information, see Login Session Timeout.
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Using Work Queues

This section describes work queues and the functions you can perform from them.

The Work Queue List

The work queue list shows all of the work queues to which the logged-in user has access.

Display the work queue list by clicking on the Work Queues button (or icon) in the lower
left portion of the iProcess Workspace (Browser) screen:

El Work Queues
Tools * View = B [ | & 88 a4 | Jyih
Typs Name | Desviption | Urgent It2 Unopened Desdline Its Total ltems | First Deadline Dat
& bobby Bobby Miller 0 2 5 18 2008-04-02 13:34
Q franko Frank Clin 0 12 a 21
Q swadmin Systern Administre O 1 0 32
-,_'@ Teller Supery Teller Supervisors 0 1 a 4
S Tellers Tellers 0 3 0 3
1| | i
- |
'ﬁ Procedures
ﬁ'-s- Options
P session Activity
E Server Info

Note that the work queue names correspond to user names and group names. Each time a
user or group is added to the TIBCO system, a work queue is created for that user or
group; all work items addressed to that user or group are sent to their work queue.
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Note: A time delay may be experienced when displaying a work queue list if
either the “Redirected” or “Redirected Image” column has been added to the
list, and the user has access to a large number of work queues.

Information about each work queue is provided in the columns of the list. In the example
shown above, the number of urgent work items and the number of new (unopened) work
items in the work queue is shown. The specific information that is displayed on your
system will depend on how your system was set up.

For information about selecting items from lists, see Selecting Items in a List.

Work Queue Access

Access to work queues is summarized below:

« User Access - All work items that are sent to you appear in your personal work
queue. Note, however, depending on how the system has been configured by the
system administrator, you may or may not have access to your personal work
queue.

If you do have access to your personal work queue, a queue with your user name
will appear in the work queue list.

For more information, see Hidden Personal Work Queues.

« Group Access - Every user who is a member of a group has access to the work items
in that group’s work queue. All work items that are sent to a group are accessible by
all members of the group.

User and group work queues are denoted by the icon in the Type column on the
work queue list (these icons may not be displayed if the columns on your system
have been changed from the default. See the example below.

TIBCO iProcess® Workspace (Browser) User Guide



39 | Using Work Queues

El WWork Queues

Toois + view - B [ | B B2 @ | O°'°

Typs Name | Desaripticn | Urgent ta Unopened Deadline It Total ltems
Usar | 8 bobby Bobby Miller o 2 5 18
Wiork Glueles <g franke Frank Olin o 12 0 21

«g swadmin Systern Administrs 0 1 0 2z
'n?‘-frc?rlf{pgueues {‘é Teller Supery Teller Supervisors 0 1 0 4

~g§ Tellers Tellers 0 2 0

o Note: If the user or group work queue icon is shown in a gray color, it
means it is a “test” work queue. For information, see Released vs. Test
Work Queues.

You can list the user and/or group work queues to which you have access by making
selections from the View menu on the Work Queues window:

EI Work Queues

Tools - [Viewl"| X [ | 4@ 8 & | O°'°
;ﬁ v Released Waork Queues
c& Test Wark Queues

Feleaszed and Teszt Waork Queues

g Uzer Wark Queues
L‘é Group Work Queues

! v Usar and Grnup%‘u‘nrk Jueues

Additional work queue access is available in the following ways:

« Participation Access - You may be given temporary “participation access” to
another user or group work queue. A work queue supervisor must set up a
“participation schedule” that specifies the duration of the participation access.
During that period, the work queue to which you have been given participation
access will appear in the work queue list, and you will have access to the work items
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in that work queue. For more information about participation, see Participation
Access to a Work Queue.

« Redirection Access - Although this does not give you direct access to another work
queue, it causes work items that were originally destined to another work queue to
be redirected to your work queue instead. A work queue supervisor must set up a
“redirection schedule” that specifies the duration of the redirection. For more
information about redirection, see Redirecting Work Items to Another Work Queue.

Hidden Personal Work Queues

When the system is configured, it can be specified that your personal work queue either be
shown or hidden by default. If it is shown by default, when you first log in, a work queue
with your user name appears in the work queue list; if it is hidden by default, a work queue
with your user name does not appear.

Also, depending on how the system is configured, you may or may not have the authority
to change the default setting, that is, if the queue is shown by default, you can hide it; if
the queue is hidden by default, you can display it.

If you have the authority to change the default, the work queue list View menu will contain
either the Hide Personal Work Queue or Show Personal Work Queue selection
(depending on its current state):

= Work Queues
Toos ~ |Viewl+| F (%] | & B8 & | O

Type Na Rel d Wark
].rﬁ rr-EJ_s: W Relzaze ark Queues

g frank: _1§ Test Work Queues

45 Telle Feleazed and Test Work Queuesz

?‘, Uzer Wark Queues

.j; Group Waork Queuesz

W Uzer and Group Work Queues

@ Hide Perzonal %ﬂrk Queue

=
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Use this menu selection to either hide or show your personal work queue.

Released vs. Test Work Queues

Whenever a user or group is created in TIBCO, both a “released” and “test” work queue is
created for that user or group:

« Work items that result from cases of procedures with a status of Released are sent
to the released work queue for the user/group.

« Work items that result from cases of procedures with a status of Unreleased (a new
procedure being tested for release) or Model (a procedure that has been imported)
are sent to the test work queue for the user/group.

Typically, you are working with released work queues — the norm in a production
environment.

You may occasionally be asked to use test work queues — this is done in a testing or
training environment.

To display released and/or test work queues, make the appropriate selection from the
View menu on the work queue list:

E Work Queues

Tools = |View ™ E |__E¢ . q-.rg; l&ﬂ m L.E._.'f.

-ﬁ v Releazed Waork Queues I

_-ﬁ Test work eues
Feleazed and Test Work Queues

Viewing Work Items in a Work Queue

To view the list of work items in a work queue, single-click the desired work queue in the
work queue list:
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El VWork Queues

Tools * View = BT D:;|:# Eﬂ ﬂ|_p5"lﬂ'

Typs Hame Desaription Urgent Itg Unopened Deadline It Tots ltems | First Desdlin
& bobby Bobby Miller 0 2 5 18 20090402 -
Q franks Frank Clin 0 12 o 21

Q' swadmin System ﬁ-.dmi.i:l 0 1 o az

;ﬁ Teller Supery Teller Supervisors 0 1 a 4

eé Tellers Tellers 0 3 0 3

Once a work queue is selected, you can also move the highlight bar with the keyboard
arrow keys to select other work queues.

Either the list of work items in the selected work queue is displayed, or the work items list
filter dialog is displayed because the number of work items in the list exceeds the specified
threshold. For more information, see Work Item Lists.

Work Queue List Columns

By default, certain columns are displayed in a work queue list. You can easily customize
the columns that are displayed by either using the Column Selector, or by changing them
manually. For information, see Customizing Columns in a List.

The following table describes the columns of information that can be displayed on the
work queue list:

Column Description

Name

Deadline The number of work items in the work queue that have a deadline.

Iltems

Description A description of the work queue — typically, the name of the user or group.

First Deadline  The date and time of the deadline that will be the first to expire in the work
Date/Time queue.
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Column
Name

Group Queue
/ Group

Queue Image

Host Name

Name
Redirected /
Redirected
Imagel
Released /

Released
Image

Total Items

Type

Unopened
Iltems

Urgent Items

Description

True - The work queue is a “group” work queue.

False - The work queue is an individual “user” work queue.

The name of the TIBCO iProcess Engine to which the iProcess Workspace
(Browser) is connected.

The user / group name for the work queue.

True - The work queue is currently being redirected to another work queue.

False - The work queue is not being redirected.

True - The work queue is “released” (contains work items from “released”
procedures).

False - The work queue is a “test” work queue (contains work items from
“unreleased” or “model” procedures).

The total number of work items in the work queue.

The icon in this column indicates whether it is a user or group work queue, as
well as whether it is a released or test work queue. For information, see Work
Queue Access and Released vs. Test Work Queues, respectively.

The number of work items in the work queue that have not been opened yet.

The number of work items in the work queue that have been flagged as
urgent. Whether or not a work item is urgent depends on a priority value
given to the step when the procedure was created, as well as a configuration
value specified in the server. That is, if the priority exceeds (is smaller than —

Lif the “Redirected” or “Redirected Image” column is added to the work queue list, a time delay
may be experienced when the work queue list is displayed or refreshed if the user has access to a
large number of work queues.
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Column Description
Name

with 1 being the highest priority) the configuration value, the work item is
flagged as urgent.

Number of Work Queues in a Work Queue List

There is an indicator in the header bar of the work queue list to tell you how many work
queues are in the list. This number is displayed to the right of the Find button. In this
example, there are 9 work queues.

ﬁ Procedures

Tools * View v @ @E E¢rDEE

Note that if this number is displayed in the format “##/##” it means the list is being filtered
in some way and only some of the work queues are listed. In the example below, 5 of the 9
possible work queues are listed.

ﬁ Procedures

Tools = View ~ 'E} @: E I__Bl"") [ __;-JH"IEE

The work queue list can be filtered in one of the following ways:

« The Find button has been used to filter the list. (For information about using the
find function, see Finding Items in a List.)

o Only “Released Work Queues” or “Test Work Queues” has been selected from the
View menu. (For information about displaying released and/or test work queues, see
Released vs. Test Work Queues.)

e Only “User Work Queues” or “Group Work Queues” has been selected from the View
menu. (For information about displaying user and/or group work queues, see Work
Queue Access.)

If one or a combination of these methods have been used to filter the work queue list, the
number is shown in the ##/## format.
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Displaying Work Queue Loading

The work queue loading feature allows you to display a graphical summary that shows you
how many work items are currently in one or more of the work queues to which you have
access. The chart displayed by this feature provides a visual view of the amount of load the
work queues are experiencing.

You can access work queue loading in one of two ways:

« Select Work Queue Loading Chart from the Tools menu, or click the & icon, on the
work queue list toolbar.
This displays a work queue loading chart that shows you all of the work queues to
which you have access. Note that the very first time you display the work queue
loading chart in this way, it lists all work queues to which you have access. If you
pare down the list using the Select Work Queues function (see Displaying a Subset
of Work Queues in the Work Queue Loading Chart), from then on the list only
contains the subset you have chosen.

« Right-click on one of the work queues in the work queue list, then select Work
Queue Loading Chart from the context menu.

This displays a work queue loading chart that shows you only the work queue on
which you right-clicked.

The following is an example work queue loading chart that shows multiple work queues:
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| 5 Work Queue Loading Chart gl Sl 221 |
| Work Queues Legend (R} - Released
{* Show Mames B Urgent B uncpened {[-ﬁl}}-_-rﬁp_::up
| {" Show Descriptions l:i Deadline . Taotal {U} - Ukser
|view = B2 [B Count: & l
10 20 30 40 S50 &0 70

bobby B =
[(Ui(R)
franko

(IR

swadmin
[(U(rR)

Teller Supervisors
(GI(R]

Tellars
(GI(R)

o Note: If your personal work queue is hidden by default on the work queue list
and you do not have the authority to change the default via the Show / Hide
Personal Work Queue selection on the work queue list View menu, your
personal work queue is also hidden on the Work Queue Loading Chart. For more
information about hidden work queues, see Hidden Personal Work Queues.

The red, green, and yellow-colored bars indicate the number of urgent, unopened, and
with-deadline work items in each work queue. The blue bar shows the total number of
work items in each work queue. Placing the cursor on the bars of the chart causes the
exact counts for that work queue to be displayed.

Selections are available on the View menu that allow you to display only the released work
queues, only the test work queues, or both the released and test work queues. You can
also use selections on the View menu to display only user work queues, only group work
queues, or both user and group work queues.

The work queue loading chart can be refreshed at any time by either selecting Refresh
Work Queues on the View menu, or by clicking on the (% icon on the toolbar.

You can close the work queue loading chart by clicking on the X in the upper-right corner.
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Displaying a Subset of Work Queues in the Work Queue Loading Chart

The first time you display the work queue loading chart, it will list all work queues to which
you have access. You can, however, choose to display only a subset of the available work
queues by selecting Select Work Queues from the View menu, or by clicking the & icon

on the Work Queue Loading Chart dialog. The following dialog is displayed:

i ,% Work Queue Selection ﬂ |

Select work gueues to display in loading chart
F Select or deselect all work queues

F bobby - "HBobby Miller™ {U) () :I
F franko - "Frank Olin®™ {U) (R}

v swadmin - “Systemn Administrator™ (L) {R)

v Teller Supervisors - "Teller Supervisors™ () (R)

%1 X =

v Tellers - "Tellers” (G} (R) ¥

i Cancel |

"
=
L5

This dialog contains a check box for each work queue to which you have access. You can
select or deselect all of the boxes in the list using the first check box on the dialog; you can
then check/uncheck individual boxes in the list, as desired. When the desired work queues
are selected, click OK.

The work queue loading chart will list only the work queues that you’ve selected on the
Work Queue Selection dialog. This selection will persist until you change it again.

Finding Work Queues in the Work Queue List

The work queue list contains a Find function that can be used to quickly find the work
queue you are looking for.

To invoke the Find function, either select Find from the View menu or click the o icon on

the work queue list toolbar.
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The number to the right of the £ icon tells you how many work queues are in the list.

As the Find function works the same on all lists, it is described in the Introduction chapter
— see Finding Items in a List.

Sorting a Work Queue List

You can sort the work queue list on any one of the columns in the list. To sort on a
column, click on the column header. If the column contains text, it is sorted in alphabetical
order; if it is numeric, it is sorted in numerical order.

Once you click on a column header, a small arrow head appears in the column header,
which indicates the order of the sort — if the arrow head is pointing up, the sort is in
ascending order; if it’s pointing down, the sort is in descending order:

Ascending Descending
Order Order

Type | Neme S
| g bobby % W8 Telles M

g franko ,_é Teller Supervisors

g swadmin g swadmin

Lé Teller Supervisors g franko

& Tellens g bobby

Each successive click on the column header, toggles between ascending and descending
order.

Refreshing a Work Queue List

When the work queue list is initially displayed, it is a snap shot of the work queues at that
point in time. You can refresh the list to get the most recent list of work queues from the
iProcess Engine by selecting Refresh Work Queues from the Viewmenu, or by clicking on
the [% icon on the work queue list toolbar

Do not overuse this feature — refresh the list only when you need an updated list. Each
time you refresh the list, the iProcess Engine must send a new list to your system, which
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can impact performance, depending on the number of items in the list, the speed of your
system, etc.

Note: A time delay may be experienced when refreshing a work queue list if
either the “Redirected” or “Redirected Image” column has been added to the
list, and the user has access to a large number of work queues.

Work Queue Supervisors

A user must be designated as a “work queue supervisor” to perform the following tasks:

« Create, modify, or delete participations schedules. A participation schedule gives
another user temporary access to the work queue. For information about
participation schedules, see Participation Access to a Work Queue.

« Create, modify, or delete redirection schedules. A redirection schedule causes work
items to be temporarily redirected to another work queue. For information about
redirection schedules, see Redirecting Work Items to Another Work Queue.

Each work queue can be assigned one or more work queue supervisors.
You must have system administrator authority to manage work queue supervisors.
To add or remove a user as the supervisor for a work queue:

1. Select Manage Work Queue Supervisors from the Tools menu on the work queue
list, or click the @b icon.
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The following dialog is displayed:

& Work Queue Supervisors =l O x|

Work Queuss

piﬁﬂ
@Fﬁ

a bobby Bobby Miller |
a digk Didk Surmmer lI
a franko Frank Olin

Work Queue Supervisors

'ﬁﬁ

The Work Queues section of this dialog lists all work queues (i.e., all users and
groups) defined on your TIBCO system.

2. In the Work Queues section, select the work queue for which you want to manage
supervisors.

This causes the Work Queue Supervisors section to list all users who are currently
supervisors of the work queue you chose, if there are any:
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&b Work Queue Supervisors el Ol 3¢

Work Queues
ﬁ 219

a swadmin Systermn Administrator

@ Teller Supervisors Teller Supervisors j

’g_ Tellers [y Tellars

b1 1
—

Work Queus Supervisors

Iﬁﬁ

ﬂ swadmin

Ok |

In this example, the Tellers work queue has a single supervisor currently specified,
swadmin.

3. Manage supervisors for the selected work queue as follows:

To remove a supervisor from the work queue, select the user name in the Work
Queue Supervisors section, then click on the Remove button.

The user name is removed from the Work Queue Supervisors list.

To add a supervisor for a work queue, click on the Add button. The following dialog
is displayed:
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b Add Supervisors - Tellers ol x|

Select users to supervise work queus

'_pw

e bziaa 4]
& =dmiod admO001
S adm0002 admi0d2
8 Admi0dz2 Admdd03
& |bobby Bobby Miller
B didk Didk Summer lI
&, franko Frank Clin

i Canoel |

This dialog lists all of the current users on the system, except for those that are
already designated as a supervisor of the selected work queue.

Select one or more users from the list, then click OK. The Work Queue Supervisors
dialog is redisplayed, with the newly added users added to the Work Queue
Supervisors section.

4. Click OK to save the changes you’ve made and close the Work Queue Supervisors
dialog.

Participation Access to a Work Queue

Allowing a user to “participate” in another user’s or group’s work queue is called
“participation”. Participation allows the participant user to have access to the work items
in the other user’s work queue.

To be a participant of a work queue, a user who has been designated as a supervisor for
that work queue must create a “participation schedule” for the participant user. The
participation schedule specifies which users will have access to the work queue, and the
dates and times they will have access.

To set up a participation schedule for a work queue for which you are a supervisor:
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1. Select Manage Work Queue Participation from the Tools menu on the work queue
list, or click the & icon.

The following dialog is displayed:

<5 Work Queue Participation = O x|
Supervised work gueues
p 10
_E adm0o01 adm0001 Mo
g adm0002 adm0002 Mo
g bobby Bobby Miller Yes Ll
s franko Frank Clin Yes

Participation Records
;' — Farticipation Schedule

HNo participation schedules are defined for this Q

queue Edit

The Supervised work queues section lists all work queues for which you are a
supervisor — these are the work queues for which you are authorized to set up
participation schedules.

2. From the Supervised work queues section, select the work queue for which you
would like to manage a participation schedule.

If the selected work queue does not currently have any participation schedules set
up, “No participation schedules are defined for this queue” is displayed in the
Participation Schedule section.

If the selected work queue has one or more participation schedules defined, they are
listed in the Participations Records section. By default, the first schedule is selected
(Record 1), and the schedule definition is shown in the Participation Schedule
section. For example:
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Participaticn Records
PoT— ﬂ — Participation Schedule
A R . Start Date MNew...
Record 2 Participants |Ju|],r 12, 2010
bobby ;l Stop Date Edit... |
[ July 18, 2010
| Remowe |
Between
9:00 AM ] 5:00 PM
=
[ s
[Sun, Mon, Tue, Wed, Thu, Fri, Sat
OK

In this example, bobby has participation access to the work queue from 9:00AM on
July 12, 2010 until 5:00PM on July 16, 2010, on all of the days listed in the Days field.

3. Manage participation schedules for the selected work queue as follows:

To add a participation schedule for the work queue, click the New button on the
Work Queue Participation dialog.
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The following dialog is displayed:

25 Add Participation - franko ol x|

FParticipants

=

— Participation Schedule

Date to start participation Date to stop participation
MMMM d, yyyy ™ ﬁu |I'l.|1|'u1l'u1l'u1 d, yyyy ™ ﬂ
Between
| : : and | :
& | Cancel |

Define each element of the participation schedule as follows:

— Add participants by clicking the Add button. The Add Participants dialog is
displayed, from which you can select one or more users who will share the
participation schedule you are going to define. After selecting the desired users
on the Add Participants dialog, click OK to return to the Add Participation
dialog.
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o Note: Each of the date and time fields described below have a special
meaning if the field is left blank. For information about these special
meanings, see Meaning of Blank Date and Time Fields.

— Define the start date for the schedule by entering the desired date in the Date
to start participation field. A “date picker” icon is available to the right of the
field, which displays a calendar from which you can choose the day/date.

— Define the ending date for the schedule by entering the desired date in the
Date to stop participation field. A “date picker” icon is available to the right of
the field, which displays a calendar from which you can choose the day/date.

— Define the start time for the schedule using the first set of “Between” fields.
Enter the desired start time. Note that the way in which you enter the time — 12-
hour clock, 24-hour clock, with AM and PM, etc. — depends on your locale and
the way in which your system has been configured. Please consult your system
administrator.

— Define the ending time for the schedule using the second set of “Between”
fields. Enter the desired ending time. Note that the way in which you enter the
time — 12-hour clock, 24-hour clock, with AM and PM, etc. — depends on your
locale and the way in which your system has been configured. Please consult
your system administrator.

— Define the days of the week to allow participation using the check boxes in the
Days section. This defines which days of the week to allow participation during
the dates/times specified in the preceding fields. For example, the date and time
fields may specify access from 9am to 4pm, from December 1 to December 15,
while the days of the week selection specifies that participation access is allowed
only on Mondays and Tuesdays during that time period.

To edit a participation schedule for the work queue, select the name of the
participation schedule in the Participation Records section, then click the Edit
button.

The selected participation schedule is displayed in the Edit Participation dialog.
Edit the desired elements of the schedule, then click OK to return to the Work
Queue Participation dialog. (See above for information about the elements in the
participation schedule.)

To remove a participation schedule from the work queue, select the desired
schedule in the Participation Records section, then click the Remove button.

The name is removed from the Participation Records list.
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4. Click OK to save the changes you’ve made to the participation schedules and exit
the Work Queue Participation dialog.

Meaning of Blank Date and Time Fields

The following table describes the participation schedule behavior when date/time fields are
left blank:

Field Meaning If Left Blank

Start Participation access will begin on the next date allowed by the “days of the week”
Date selection.

Start Participation access will begin directly after midnight on the days on which access
Time is allowed.

End Participation access will last indefinitely.

Date

End Participation access will end at midnight (which constitutes the end of the day) on
Time the days on which access is allowed.

Redirecting Work Items to Another Work Queue

Automatically forwarding work items to another work queue is called “redirection”.
Redirection allows you to “redirect” one user’s work items to the work queue of another
user or group for a specified period of time.

o Note: For information about forwarding an individual work item from a work
queue, see Forwarding Work Items.

To redirect work items, a user who has been designated as a supervisor for that work
gueue must create a “redirection schedule”. The redirection schedule specifies to whom
the work items are being redirected, as well as the date and time the redirection is to start
and end.

To set up a redirection schedule for a work queue for which you are a supervisor:
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1. Select Manage Work Queue Redirection from the Tools menu on the work queue
list, or click the 88 icon.

The following dialog is displayed:

5 Work Gueue Redirection il Ol ¢

Supervised work queues

p“l[l

Typt Mame Desoription Redirected
__a adm0001 adm0001 Mo
a admo002 adm0002 No
g bobby Bobby Miller Ng
g franko Frank Olin No
g swadmin Systemn Administratcr  No
@ Teller Supervisors Teller Supsrvisors Mo lI
@ Tellers Tellers MNo

— Redirecticn Schedule

Vork queue is not redirected

Ok

The Supervised work queues section lists all work queues for which you are a
supervisor — these are the work queues for which you are authorized to set up
redirection schedules.

2. From the Supervised work queues section, select the work queue for which you
would like to manage a redirection schedule.

If the selected work queue does not currently have a redirection schedule set up,
“Work queue is not redirected” is displayed in the Redirection Schedule section.

If the selected work queue has a redirection schedule defined, it is shown in the
Redirection Schedule section. For example:
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45 Work Queue Redirection O s

Supervised work queues

p“l[l

‘Mame esoription irected |
ﬁ adm0001 adma001 No
E admoooz2 admoo02 No
E bobby Bobby Miller Yes
_E franko Frank Olin No
E swadmin System Administrator Mo
@ Teller Supervisors Teller Supervisors Mo j
L@ Tellers Tellers Mo

— Redirection Schedule

Redirected to: franko A
Start Date: July 8, 2010 7:00 AM Edit...

Stop Date: July 11, 2010 3:30 PM

O |

In this example, work items sent to bobby’s work queue will be redirected to fanko’s

work qu

3. Manage

eue from 7:00AM on July 9, 2010 until 3:30PM on July 11, 2010.

Note: If the Redirection Schedule section contains a “Redirected to”
name, but the start date and/or stop date is blank, it means the date was
left blank when the schedule was created. Leaving the start date blank
causes the redirection to start directly after midnight on the date
specified (if the date specified is the current date, redirection begins
immediately). Leaving the stop date blank causes the redirection to last
indefinitely.

a redirection schedule for the selected work queue as follows:

To add a redirection schedule for the work queue, click the Add button on the Work
Queue Redirection dialog.
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The following dialog is displayed:

%5 Add Redirection Schedule - franko o x|

Select redirection work gueue
Jebl |
Tﬁ Hame |DE-|::|"ptfun | :I
& =dmooo2 adm0002 J

a Adm0003 Adma003

g bobby Bobby Miller
E didk Didk Summer
@ Tellers Tellers

— Redirection Schedule

Date to start redirection Diate to stop redirection
||'l.-1|'l.|1|'l.-1|'u1 d. Vyyy ™ & ||'u1|'l.|1|'l.-1|'-.|1 d. vy = &
Time: Time:
| ; | ;
L v

iy Cancel |

Define each element of the redirection schedule as follows:

— Specify the work queue to which the work items are to be redirected by clicking
on the desired work queue name in the Select redirection work queue section.

Note: Each of the date and time fields described below have a special
meaning if the field is left blank. For information about these special
meanings, see Meaning of Blank Date and Time Fields.

— Define the start date for the schedule by entering the desired date in the Date
to start redirection field. A “date picker” icon is available to the right of the
field, which displays a calendar from which you can choose the day/date.

— Define the start time for the schedule using the Time fields directly below the
Date to start redirection field. Enter the desired start time. Note that the way in
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which you enter the time — 12-hour clock, 24-hour clock, with AM and PM, etc. —
depends on your locale and the way in which your system has been configured.
Please consult your system administrator.

— Define the ending date for the schedule by entering the desired date in the
Date to stop redirection field. A “date picker” icon is available to the right of
the field, which displays a calendar from which you can choose the day/date.

— Define the ending time for the schedule using the Time fields directly below the
Date to stop redirection field. Enter the desired end time. Note that the way in
which you enter the time — 12-hour clock, 24-hour clock, with AM and PM, etc. —
depends on your locale and the way in which your system has been configured.
Please consult your system administrator.

To edit a redirection schedule for the work queue, click the Edit button on the Work
Queue Redirection dialog.

The redirection schedule for the work queue is displayed in the Edit Redirection
Schedule dialog. Edit the desired elements of the schedule, then click OK to return
to the Work Queue Redirectiondialog. (See above for information about the
elements in the redirection schedule.)

To remove a work queue’s redirection schedule, select the desired work queue on
the Work Queue Redirection dialog, then click the Remove button.

4. Click OK to save the changes you’ve made on the Work Queue Redirection dialog.

Meaning of Blank Date and Time Fields

The following table describes the redirection schedule behavior when date/time fields are
left blank:

Field Meaning If Left Blank
Date and Time to If both the start date and time are left blank, redirection will start
Start Redirection immediately.

If only the start time is left blank, redirection starts immediately after
midnight on the date specified.

(You cannot leave only the start date field blank.)

Date and Time to If both the stop date and time are left blank, redirection will last
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Field Meaning If Left Blank

Stop Redirection indefinitely.

If only the stop time is left blank, redirection stops at the end of the
date specified (the stop time defaults to 23:59).

(You cannot leave only the stop date field blank.)
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Working With Work Items

This section describes how to use lists of work items, as well as how to process (open,
keep, release, etc.) individual work items.

Work Item Lists

A work item list presents all of the work items that are in a particular work queue.

To view a work item list, select (single click) a work queue in the work queue list:

EI Work Queues Q Work ltems: bobby
Tools = View = E D@I_,Qa"4 Tools = View ~ EB B y "\? G.ﬁlj'{; 9@5%" ] :.J;f-'?
| Typs Name | Deszription | rgent its Unop |'Stat| Case Number | Gase Desoription |Procedure Naf Step Name | Lodked By | Dea) Deadline Da +
| Q bobby Bobby Miller i 5 ] 4203 Engineer 3 HIRIMG REMIND
g- swadmin Systern Administre 0 1 ] 4203 Engineer 3 HIRING REVIEW [ C] P.D]DDTD{j
ﬁ Teller Supervi Teller Supernvisors 0 20 ) 4283 Susan Hill - Recepticn  HIRING REMIND
- 7 4253 Susan Hill - Reception  HIRING REVIEW [ C] 2010-07-08
Tl Camiage mounts 12CA00 ORDER APPROVAL g 2010-07-02
|_| 4102 Sprodeet link 22978T ORDER APPL
|_| 4153 Crestent spines 778as2 ORDER APPL =
| | _’lJ
Auto-Refresh On ltems1-7of7. Page1of1 [ < [» BB

When you select a work queue, one of two screens is displayed:
o The work item list (as in the example above)
« A filter dialog for the work item list

The window that is displayed depends on how your system has been set up. By default, the
work item list is displayed. However, there is a user options setting that allows you to
specify that if the number of work items in the queue exceeds a specified threshold, to
automatically display the filter dialog first. This allows you to enter a filter expression to
pare down the list before displaying it.

For information about specifying whether or not to display the filter dialog first, see Filter
Options.
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For information about using the filter dialog to filter the work item list, see Filtering a Work
Item List.

If the work item list is displayed, and the Filter icon on the work item list toolbar has a
green check mark, the list is currently being filtered — the last filter expression applied to
the work item list is in effect. For more information, see Filtering a Work Item List.

Ve

Also, if the Sort icon on the work item list toolbar has a green check mark, the list is
currently being sorted — the last sort criteria applied to the work item list is in effect. For
more information, see Sorting a Work Item List.

W

Information about each work item is provided in the columns of the work item list. The
specific information that is displayed on your system will depend on how your system was
set up — see Customizing Columns in a List.

Selecting Items in a Work Item List

The effect of selecting an item from the work item list (i.e., single-clicking an item, or
moving the highlight bar with the keyboard arrow keys) depends on whether or not the
preview feature is turned on:

o If preview is turned off, selecting an item from the work item list has no effect.

« If preview is turned on, selecting a work item from the work item list causes the
work item summary to be displayed in the Preview Pane section, as follows:
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Q Work ltems: bobby

Tools = Viw'EE’BB

=5

[T BB BT L7

—

‘Stat Csse Number | Csse Descriction |Procedurs Nat Step Nsme | Lodked By  Des| Deadline Dste/Time a
] 4203 Enginear 2 HIRING REMIND
E 4203 Enginesr 2 HIRING REVIEW & 2010-07-06 10:48

7 4283 Susan Hill - Reception  HIRING REMIND
57 4253 Susan Hill - Reception  HIRING REVIEW {5 2010-07-06 10:48
= 152 Caniage mounts 12CA01 OROER APPROVAL { 2010-07-02 10:49
), 4103 Sprodiet link 225767 b, ORDER AFFL
B 4152 Crestent spines 776as2 ORDER APPL

=

1] | _"|_I
 Auto-Refresh On liems1-7of7.Pagetoft M <] [> 00

"\ Work Item Summary

Case Description: "Sprocket link 22578T"
Case Humber: 4103
Step: APPL "Application™

Procedure: ORDER v0.8 "Brand orders™

Started By: bobby@vi1
Addressee: bobby@vii

Arrival Date/Time: Jul 2, 2010 8:53 AN

Time in Queue: 4 days, 2 hreg, 37 ming

Deadline Date/Time: Priority: 50

Expired: No Urgent: Mo

Opened: Yes Releasable: No

Suspended: No Forwardable: No
LockedBy:

4]

ol

The work item summary provides more information about the work item than what
may be available from the columns in the work item list.

o Note: Double-clicking a work item in the work item list constitutes
opening the work item. Opening the work item causes the form for that
work item to be displayed. For information about opening work items, see
Opening Work Items.

The preview feature can be turned on and off using the & icon on the work item list

toolbar, or by selecting Preview from the work item list View menu.

The following drop-down menu is displayed:
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E v Preview On - Open Forms in Preview Pane

=1 Preview ©n - Float Forms

[l Praview Off

You can turn preview on by selecting either of the first two selections — the difference
between the two is where the work item form will be displayed when you open (double-
click) the work item in the work item list.

You can turn off the preview feature by selecting the Preview Off selection.

For more information about selecting items in general from lists, see Selecting Items in a
List.

Work Item List Columns

By default, certain columns are displayed in a work item list. You can easily customize the
columns that are displayed by either using the Column Selector, or by changing them
manually. For information, see Customizing Columns in a List.

The following table describes the columns of information that can be displayed on the
work item list:

Column Meaning
Name
Addressee The user to whom the work item was sent. This is in the form

username@node, where node is the name of the TIBCO iProcess Engine to
which the iProcess Workspace (Browser) is connected (which is the same
value in the Host Node column).

Arrival The date and time the work item arrived in the work queue. The order of
Date/Time the month and day (DD/MM/YYYY or MM/DD/YYYY) depends on a setting on

the iProcess Engine to which you are logged in.

Case Description  The description that was entered when the case that generated this work
item was started.

Case Number A unique number used to identify the case. This is generated when the
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Column
Name

Deadline
Date/Time

Deadline
Expired /
Deadline
Expired Image

Deadline Set /
Deadline Set
Image

Deadline Status

Forwardable /
Forwardable
Image

Host Node

Keep On
Withdrawal /
Keep On
Withdrawal
Image

Meaning

case is started.

The date and time the work item’s deadline expires. If the work item does
not have a deadline, this column is blank.

True - The work item has an expired deadline.

False - The work item does not have an expired deadline.

True - The work item has a deadline.

False - The work item does not have a deadline.

An icon appears in this column if the work item has a deadline — it
indicates whether or not the deadline is expired. For more information, see
Work Item Deadlines.

True - The step definition in the procedure allows resulting work items to
be forwarded.

False - The step definition in the procedure does not allow resulting work
items to be forward.!

The name of the TIBCO iProcess Engine to which the iProcess Workspace
(Browser) is connected.

True - The step was defined to be “kept on withdrawal” (see Work Item
Deadlines).

False - The step was not defined to be “kept on withdrawal”.

IAlthough the step definition does not allow resulting work items to be forwarded, some users
may still be able to forward the work item (e.g., system administrators) — for more information,
see Forwarding Work Items.
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Column
Name

Locked / Locked
Image

Locked By
Long Locked /

Long Locked
Image

Mail Id

Orphaned /
Orphaned Image

Priority

Procedure
Description

Procedure Name

Reference

Meaning

True - The work item is currently locked (opened) by a user of an
application other than the TIBCO iProcess Workspace (Browser)
application.

False - The work item is not currently locked by a user of an application
other than the TIBCO iProcess Workspace (Browser) application.!

The name of the user who has the work item open (locked).

True - The work item is currently locked (opened) by a user of the TIBCO
iProcess Workspace (Browser) application.

False - The work item is not currently locked (opened) by a user of the
TIBCO iProcess Workspace (Browser) application.1

A number that uniquely identifies the work item; primarily used internally.
True - The work item still appears in the work queue even though it has

been released by another user. It will be removed when the list is
refreshed.

False - The work item has not been released and is available to be
processed.

A value that indicates the relative importance of the work item. This is
specified when the step that generated the work item is defined in the

procedure.

A description of the procedure from which the work item was generated.

The name of the procedure from which the work item was generated.

A unique number that identifies the case from which the work item was

IFor more information about the difference between a “lock” and a “long lock”, see Opening /
Locking Work Items Multiple Times.
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Column
Name

Releasable /
Releasable
Image

Started By

Status

Step Description
Step Name
Suspended /
Suspended
Image
Unopened /
Unopened

Image

Urgent / Urgent
Image

Version

Meaning

generated.

True - The work item contains no input fields (required or optional) — it is
directly releasable.

False - The work item contains input fields.

The user that started the case from which the work item was generated.
This is in the form username@node, where node is the name of the TIBCO
iProcess Engine to which the iProcess Workspace (Browser) is connected
(which is the same value in the Host Node column).

An icon that indicates the current status of the work item. For more
information, see Work Item Status.

A description of the step related to the work item.
The name of the step related to the work item.
True - The work item is in a case that has been suspended.

False - The work item’s case has not been suspended.

True - The work item has not been opened, i.e., it is a “new” work item.

False - The work item has been opened.

True - The work item is flagged as urgent. Whether or not a work item is
urgent depends on a priority value given to the step when the procedure
was created, as well as a configuration value specified in the server. That
is, if the priority exceeds (is smaller than — with 1 being the highest
priority) the configuration value, the work item is flagged as urgent.

False - The work item has not been flagged as “urgent”.

The version of the procedure from which the work item was generated.
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Column Meaning
Name

WQParameter 1-  These “work queue parameter” fields may contain case data that was

4 entered on a form. These fields must be specifically configured to display
case data so that they (the WQParameter fields) can be used to filter or
sort the work item list.

Number of Work Items in a Work Item List

There is an indicator in the header bar of the work item list to tell you how many work
items are in the list. This number is displayed to the right of the Find button. In this
example, there are 34 work items.

Q Viork tems: swadmin

Tmlﬁ'ViEﬁf'E‘E}BB 7. éﬁé?@ﬁfﬁh%%-@ﬂm

Note that this number may indicate the number of work items in the list after it has been
filtered using the filter dialog — if the list has been filtered in this way, there will be a red
check mark on the Filter icon (for information about using the filter dialog to filter work

items, see Filtering a Work Item List).

This number can also be shown in two other formats:

o #i#(##) - This format (e.g., 60(466)) is displayed if you have clicked on the Find
button, but you are not using the “server filter” feature with the find function. For
more information about using the find function and the server filter feature, see
Finding Work Items in the Work Item List.

The number in the parentheses is the number of work items in the list. The number
outside the parentheses is the number of work items that have been downloaded
from the iProcess Engine; the find function will search through only the work items
that have been downloaded from the iProcess Engine (work items are downloaded
from the iProcess Engine only when you view the page containing those work items;
viewing additional pages of work items causes more work items to be downloaded).
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Q Work ltems: swadmin
Tools = WView ~ p 2 | % i @ i?Dm{m

whese | Procedure Mame v = | [” Type Ahead [ | Server Filter

o #/##(##) - This format (e.g. 10/60(466)) is displayed if you have clicked the Find
button and have entered search criteria to find work items in the list, but you are
not using the “server filter” feature with the find function. For more information
about using the find function and the server filter feature, see Finding Work Items in
the Work Item List.

The number before the forward slash is the number of work items that it found
based on the criteria you entered (it only searches through the work items that have
been downloaded from the iProcess Engine (60 in this example)).

g Work Items: swadmin
Tools = View = y i g_,I%, ] |ﬁ1ﬂfﬂﬂ{4&ﬁ;

where | Cass Descigtion v =1 [¥ Type ahead [ Sarver Filter

Work Item List Page Size

When a list of work items is displayed on your screen, only a page of work items is
displayed at one time. This is done to speed up the display, especially if there are a very
large number of work items.

If the list contains more work items than the number specified for the page, you can step

through the multiple pages by clicking on the arrow icons in the lower right corner of the
list:

Displays  Steps  Displays
= P

In this example, there are 1992 work items in the list, and it is currently displaying the first
page (which is specified as 20).

The number of work items in a page defaults to 20. You can change this number by
selecting Page Size from the View menu on the work item list (note that this function is
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disabled if the local find function is currently active — see Finding Work Items in the Work
Item List). The following dialog is displayed:

{E Page Size x|

| 20 MWumnber of itermns that display on each page in the list.

|_ IMeke this the default page size for work item lists.

Ol Cancel

Enter the number of work items you would like displayed on each page.

You can also make this page size persistent by checking the “default page size” box. If
checked, the size specified becomes the default page size for work item lists every time
you log in to the current machine (it is only saved locally; if you log into a different
machine, it is not in effect).

o Note: From a performance standpoint, it’s important that you understand that
when a page of work items is displayed, the information about the work items in
the page is downloaded from the iProcess Engine. Because of that, you should
keep the page size at a reasonable number. If the page size is a large number,
you could experience a delay when displaying a work item list due to the
amount of information that must be downloaded.

o Note: If you click a column header to sort the work items by that column, the
sort is applied only to each individual page. It does not sort down through the
entire work item list. For more information, see Sorting the Work Item List Using
Column Headers. (If you need to sort through the entire list, make the page size
large enough to encompass the entire list, or sort using the sort dialog. For
information about the sort dialog, see Sorting a Work Item List.)
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Finding Work Items in the Work Item List

The work item list contains a Find button that can be used to quickly find work items in
the work item list.

For general information about using the find function, see Finding Items in a List. Note,
however, that the find function works somewhat different when used with the work item
list because of the way in which work items are downloaded from the server.

When used on the work item list, the find function can be used in one of the following two
modes:

 Local Find - When using the find function in this mode, the system only searches
through the pages of work items that have been downloaded from the server so far.
Work items are downloaded from the server only when you view the page on which
the work items are listed. For instance, if you’ve viewed two pages each containing
20 work items, only those 40 work items have been downloaded — the find function
in local mode will only search through those 40 work items.

To perform a local find, ensure that the Server Filter check box is not checked
before entering your find criteria:

Q Work Items: swadmin
Tools * View ~ : | % - @ .._DZD{JIBB;

where | Case Numbar v =|| ¥ Type Ahead [ Server Filter

Also note that the Type Ahead feature is available to use if you are performing a
local find (it is not available when using the server find mode). For information
about using the Type Ahead feature, see Finding Items in a List.

« Server Find - When using the find function in this mode, the system actually
performs the search on the server, looking through the entire work item list, not just
the work items that have been downloaded to the client. Note, however, that if you
have filtered the list using the filter dialog prior to using the find function, the find
function will only search through the work items that have satisfied the filter criteria.

The thing to bear in mind when using the server find mode is that it requires that a
message be sent to the server, and that the search be performed on the entire list
(possibly filtered) at the server. This can take some time if it is a very large list. (If it’s
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a very large list, you should pare it down first using the filter dialog prior to using
the find function.)

To perform a server find, ensure that the Server Filter check box is checked before
entering your find criteria:

Q Work Items: swadmin
Tools ~ View ™ ] ; % bt @ | LA-BB

where | Case Number v = r [V Server Filter

Also note that the Type Ahead feature is NOT available to use if you are performing
a server find (it is available when using the local find mode).

Wild card characters can also be used with the Server Find function, where “?”
matches any single character, and “*” matches zero or more of any character.

The state of the Server Filter check box will persist between work item lists, as well as
between logins. That is, whenever you display a work item list, and click on the Find
button, the Server Filter check box will be in the same state you left it the last time you
used the find function (it is not checked by default the very first time you click Find). (Note
that the server filter state is only saved locally; if you log into a different machine, it will
likely be different.)

Using the Find Function With the Filter Function

When using the find function on work item lists, it is often used in conjunction with the
filter function (for information about the filter function, see Filtering a Work Item List).
When used on the work item list, the intent is for the find function to refine the search that
has already been done using the filter function. Typically, the filter function is used to
present a list of work items that are of continual interest. You can then use the find
function to further refine the search through the list of filtered work items. When you are
done with the find function, and close it, the list returns to the list presented by the filter
function. If you want a different list of work items that are of continual interest, the list
should be filtered using the filter function.

o Note: The Filter, Sort, Refresh, and Auto-Refresh icons and menu selections
are disabled while the find function is being used — you must close the find
function to change filter or sort criteria, or to refresh the list. Also, if you have
the auto-refresh feature turned on, it is temporarily disabled while the find
function is being used.
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Refreshing the Work Item List

When a work item list is initially displayed, it is a snap shot of the work items at that point
in time. You can refresh the list to get the most recent list of work items from the iProcess
Engine by:

« selecting Refresh Work Items from the Tools menu, or

« by clicking the (% icon.

If you have defined filter and/or sort criteria for the work item list, they will be applied on
the refreshed list of work items — the work item list is displayed if the number of work
items does not exceed the specified number; the filter dialog is displayed if the number of
work items exceeds the specified number (for more information, see Filtering a Work Item
List).

Auto-Refresh of Work Item Lists

Work item lists also have an “auto-refresh” feature that, when enabled, causes the work
item list to be automatically refreshed at specified intervals. The other list types do not
have this feature.

To enable or disable the auto-refresh feature, either select Auto-Refresh from the work
item list View menu, or click the %% icon. The following dialog is displayed:

n.ﬁ@ Auto-Refresh - swadmin ﬂ

IF Auvuto-refresh this list of work items

Autorefresh interval, in seconds (& minimum}); 80

i Canoel |

To enable auto-refresh, check the Auto-refresh check box, specify the number of seconds
you would like between refreshes (the minimum you can specify is 5 seconds), then click
OK.

There is an indicator on the left side of the work item list status bar that tells you the
current state of the auto-refresh feature:
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152 Camiage mounts 12CA00 ORDER
|_| 4103 Sprodeet link 22978T CROER
u 4153 Crestent spines 778as2 ORDER

o 000 |
Auto-Refresh On

This indicator changes to “Refreshing...” when the list is in the process of being refreshed.

You can specify whether auto-refresh is enabled or disabled by default every time you log
in. This is done on the Options dialog — see Auto-Refresh of Work Item Lists.

Work Item Status

By default, the first column in the work item list displays icons that indicate the work
item’s status. The following table shows the possible icons and their meanings:

Icon

Work Item Status

The work item is “new” (i.e., it has never been opened).

The work item has been opened since it arrived in the work queue.

If the icon is “grayed out”, it indicates the work item is part of a suspended case.
The work item cannot be opened while the case is in a suspended state. A

suspended work item may be one that has never been opened, or one that has been
opened since it arrived in the work queue.

For more information, see Case Suspensions.
The work item is currently locked by a user.
The work item is flagged as urgent. Note that this icon can be displayed in

combination with any of the other icons. For example, the work item might be
“new” and “urgent”. For example:
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Icon Work Item Status

Opening a Case from the Work Item List

Opening a case causes the case details to be displayed. Case details are presented in a
tabbed format that contains Summary, History, Outstanding, and Data tabs. As the
names of the tabs imply, you can view a summary of the case, the case history details,
information about the outstanding work items in the case, and view/modify the case data

fields.

You can open the case that is associated with a particular work item, by selecting the work
item in the work item list, then:

— select Open Case from the Tools menu,

Note: You cannot open a case for multiple work items from the work
item list. If you select multiple work items, the Open Case function
becomes disabled.

— right-click the mouse button on the desired case and select Open Case from the
drop-down menu, or

— click the ®% icon on the work item list.

All of these methods of opening a case cause the selected case to be displayed:
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¢ Case: ORDER - 4603 - "Out Planes 7778TY"

Summary I History ] Outstanding I Data

Tools * View = JQEIDI:E';:ID;,

*‘u‘_} Case Summary

Case Description: "Out Planes 7778TY™
Case Number: 4503

Started Date/Time: Jul 7, 2010 3:11 PM
Terminated DateTime:
Time in Process: 4 days, 18 hrz, 52 mins

Status: Active
Started By: swadming@vi1
Case Reference: 6-4503

Procedure: ORDER v0.8™
Host Node: vi11

Note that when opened from the work item list, the case details are always displayed in a
separate dialog — i.e., they cannot be displayed in the preview pane).

For information about using each of the tabs in the case details, see the following:
« Summary Tab - Case Summary
« History Tab - Case History
« Outstanding Tab - Outstanding Work Items in the Case

o Data Tab - Case Data Fields

Filtering a Work Item List

“Filtering” a list of work items involves entering filter criteria so that only some of the work
items are shown in the list, rather than all of them. Filtering a list of work items allows you
to display only the work items you are interested in. For example, you may only be
interested in work items that arrived in the work queue after Dec. 15, 2004. You can filter
the list so that only those work items are shown.

The filtering function allows you to build a “filter expression” that is applied to all work
items for the work queue that was selected. If the work item satisfies the filter expression
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(e.g., it arrived after Dec. 15, 2004), it is shown in the work item list; if it does not satisfy
the filter expression, it is not shown in the list (and is not downloaded from the iProcess
Engine).

You can filter the work item list at any time by:
o clicking the 7 icon, or
by selecting Filter... from the View menu on the work item list.

This displays the filter dialog, on which you can specify a filter expression. This is explained
in the following subsections.

The filter dialog may also be automatically displayed when you attempt to open a work
queue from the work queue list. This occurs if the number of work items in the work queue
exceeds a threshold that you’ve specified in your user options (see Work Item Filters).

If the number of work items exceeds the threshold specified in your user options, the filter
dialog is automatically displayed:

ﬁ Work ltems: swadmin

{ff Favorites

e This exceeds the specified threshold of 200

Applying a filter is recommended prior to viewing the list
Fizld Opear. Valus ANDIOR
- | - A 4

Expression
= #
=

ltems: 465
OK Close |
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o Note: If you had applied a filter expression the last time you viewed the work
item list, that same filter expression will be applied when you open the list again
— in other words, the most recently applied filter expression will remain in effect
until you remove it or change it.

If a filter expression is still active, the Filter icon is shown with a green check
mark (as shown below), and if the filter dialog is displayed, the previously
entered filter expression will be shown in the Expression section.

Y

Filter expressions for a particular list are saved either locally or on the server,
depending on a configuration setting made by the system administrator:

— If saved locally, and you log into a different machine, the filter you
defined for a particular list will not be in effect on that new machine
— filters defined on a specific machine will apply only to that
individual machine.

— If saved on the server, and you log into a different machine (and
connect to the same server), the filters you defined will be in effect on
the new machine.

Notice the “465 items will be returned” message in the upper left part of the example
filter dialog. This is the number of work items that will be returned if you click the OK
button to display the work item list. If this is a large number, you should enter a filter
expression so that a smaller list is returned, making it easier to find the work items you
want to work on.

The message on the upper right part of the filter dialog tells you the current threshold
number that is specified in your user options — in this example, it’s 200. For information
about specifying this number, see Work Item Filters).

Building a Filter Expression

The filter dialog allows you to build a “filter expression” that is used to evaluate each work
item to determine if it should be included in the list.

The following summarizes building a filter expression:

« Choose a field to filter on. A “field” in this context is not necessarily a field that
appears on a form in a work item — although it can be. These also include “system
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fields,” which contain information about the work item that is stored in the system,
such as the date/time the work item arrived in the work queue, whether or not the
work item is “new” (i.e., unopened), etc.

« Choose an operator that will be used in your filter expression, e.g.,’=" (equals), '<’
(less than), >’ (greater than), etc.

« Enter the value to be compared against the value in the field you chose. (The value
entered in the Value field must match the data type for the field selected. For
information about the valid data types, see Value Data Types.)

For example, to list only work items that arrived in the work queue after Dec. 15, 2004:
— Field: Arrival Date
— Operator: >
— Value: 15/12/2004

You can choose multiple fields to filter on.

At any time while building the filter expression, you can “apply” the expression by clicking
the Apply button. The “##### items will be returned” message is updated to inform you
of the number of work items that satisfy the filter expression you’ve built. This is the
number of work items that will be listed when you click the OK button.

You can also click the OK button at any time without first clicking the Apply button — this
causes any filter expression(s) you’ve entered to be applied and the list displayed. But you
will not know the number of work items that will be returned in the list until after the list is
displayed — clicking Apply first allows you to know how many will be returned before the
list is displayed.

Also note that you can use the Close button to close the filter dialog without applying the
filter expression (assuming you have not yet clicked Apply). Any expression you’ve entered
will remain on the filter dialog, so that if you return to the filter dialog again prior to
closing the work item list, the expression you had entered will still be available.

You can clear/remove the currently displayed filter expression at any time by clicking on
one of the "eraser” icons on the right side of the filter dialog.

Each step required to build the filter expression is described in more detail in the following
subsections.

Choosing a Field to Filter On

To choose a field to filter on:
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1. Click the arrow on the right side of the Field column. The following drop-down list is
displayed:

Field

AA

ADDRESS
APPDATE

Case Description
Case Mumber
Casze Status
COUMTY

FIRST

Procedure Description
Started By

Started Date

Started Date/Time
Started Time

Terminated Date

This drop-down list provides a comprehensive list of the fields you can filter on. It
consists of:

« System Fields - These fields contain information that is provided by the
system, e.g., the date and time the work item arrived in the work queue, the
case number the work item is associated with, etc.

A comprehensive list of available system fields is provided in System Fields
Available for Filtering Work Items.

« Case Data Fields - These fields contain case data that was entered into a field
on the form associated with a work item, e.g., a customer name or invoice
number.

A system administrator determines which case data fields are available to
filter on, and in which work queues they are available.

There are two types of case data fields that you can use to filter the work
item list:

— Work queue parameter fields - These are special fields that can be used
to store work queue-specific data. Unless the system administrator
assigned different names to these fields, they appear in the Field drop-
down list as WQ Parameterl - 4, as follows:
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Unopenead

Urgent

Wi Pararmetarl

W O ParameterE%
Wi Pararmetar3
W Pararmeterd

--------------------------------------------------------------------- ceveey

Filtering on a work queue parameter field allows you to filter on the value
in the work queue parameter field. For instance, if the system
administrator assigned the “customer name” field to the “work queue
parameter 1" field, you could then filter on “WQ Parameterl” to display
only the work items in the work queue that contain a certain customer
name.

o Note: Work queue parameter fields are an “older” method of
designating fields for filtering and sorting. A more recent
method is using Case Data Queue Parameter (CDQP) fields
(described below). Because of their improved flexibility, CDQPs
are likely to be used in recently developed systems.

— Case Data Queue Parameter (CDQP) fields - These are similar to work
queue parameter fields; they hold case data that was entered on a form
associated with a work item.

A system administrator must assign case data fields to CDQP fields to
make those fields available for filtering (and sorting). If this has been
done, the name of the field appears in the Field drop-down list. In the
following example, the Occupation field is a case data field that appears
on a form and that has been designated a CDQP, causing it to appear in
the Field drop-down list:
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Field

Forwardable
Hoszt Node
Locked By

; Cccupation %
Priarity

Procedure Description

It’s important to understand that CDQP fields contain “work item data”
(as opposed to “case data”.) “Work item data” is the data associated with
a work item while it’s in a work queue — if you enter information in a
form, then “keep” the work item, the information you’ve entered is
written to work item data. “Case data” is the information that is written to
the database after you’ve “released” the work item — if you enter
information in a form, then “release” the work item, the information
you’ve entered is written to case data. For more information about these
types of data, see Case Data Fields.

2. Select the desired field from the drop-down list.

For a list of the available system fields, see System Fields Available for Filtering Work
ltems.

Choosing an Operator for the Filter Expression

The Oper. field allows you to select an operator for the filter expression. Click on the arrow
on the right side of the Oper. field. The following drop-down list is displayed:

Unopenead

Field

Oper.

Select the appropriate operator from the list (you can also type in the operator). The
selections are:

TIBCO iProcess® Workspace (Browser) User Guide



85 | Working With Work Items

Operator Description

? Equal to (regular expression equality operatorl)
< Less than

<= Less than or equal to

<> Not equal to

= Equal to

> Greater than

>= Greater than or equal to

Specifying a Value for the Filter Expression

Enter the value in the Value field that you would like compared to the value in the field
you selected in the Field field.

For example, to list the work items that are currently locked by user “susieq”, enter
“susieq” in the Value field:

Fiald Oper. Walue AMDVOR
Started Date v | = ¥ 7010720058 T‘?

Lusing this operator allows you to enter “regular expression” syntax to perform more complex
string search functions. As regular expressions are beyond the scope of this document, see an
outside source for information about valid regular expression syntax.
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o Note: When the iProcess Workspace (Browser) sends a Date field value to the
iProcess Engine for filtering, it must be enclosed in exclamation characters (e.g.,
112/12/2005!), and Time field values be enclosed in ‘#’ characters (e.g., #12:00%#).
Therefore, once you’ve entered a valid date or time in the Value field for those
field types, the value shown in the Expression window is automatically enclosed

in the applicable characters. For example:

Expression
EW_ARRIVALDATE =

TELALE/Z00E!

DateTime field values are sent to the iProcess Engine enclosed in quotes (e.g.,

“12/12/2005 10:307).

Value Data Types

The value entered in the Value field must match the data type for the field selected. (For
information about the valid data types for each of the system fields, see the list of system
fields on System Fields Available for Filtering Work Items.)

The following are the types of data that can be entered in the Value field:

Data Type Description

Numeric Consists of one or more of the numbers 0-9. Used for things like the case

number and work item priority.

Note that all of the system fields that are flags (i.e., fields that have either a
true or false state (e.g., urgent , forwardable , etc.)) are numeric: 0 or 1, where

0 indicates false and 1 indicates true.

Text Consists of any number of letters, numbers, or special characters (e.g., #, S,
etc.). Used for things like the addressee name, case description, etc.

Date The default date format! is “dd/mm/yyyy”.

IThe order of the day, month, and year, as well as the date and time separator characters are
specified on the TIBCO iProcess Engine. These may be different on your system, depending on

how it was set up.
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Data Type Description
Example: 25/12/2005

Time The default time formata is “hh:mm?”, using a 24-hour clock.

Example: 18:30

DateTime The default date/time formata is “dd/mm/yyyy hh:mm”.

Example: 25/12/2005 18:30

The date and/or time format that is currently specified on your TIBCO iProcess Engine is
shown on the filter dialog when you select a date or time field in the Field drop-down list.
For example:

Field Oper. Walue ANDSOR
Arrival DatedTime w | = - - i/f

Format: ddshdbdfnnny hhomm

The iProcess Workspace (Browser) also provides information about the format required for
other types of fields selected from the Field drop-down list. In the following example, the
client is telling you that since the “Forwardable” work item flag has been selected, the
valid values are 1 (for forwardable) and 0 (for not forwardable):

Field Oper. Walue AMDSOR
Case Status w = - | -

Faormat: Either A {active]) or C (closed)

Using Wild Cards in the Filter Value

You can use the following “wild card” characters in the value you enter in the Value field
when filtering on text fields (note that wild cards can’t be used with non-text fields (for a
list of the field types, see System Fields Available for Filtering Work Items)):
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Wild Card Character Description
The asterisk matches zero or more of any character.

? The question mark matches any single character.

Wild card characters may be substituted for one or more characters in your filter value. For
example:

« To list the work items that are from a procedure whose name begins with the letters
((LO”:

Field Oper. Walue

Frocedure Mame w | = - |LI:I*

« To list the work items that are currently locked by users whose user name begins
with “s”:

Field Oper. Walue

Locked By v = v o

Filtering on Empty Fields

The special SW_NA value can be used in filter expressions to list work items that contain a
field that is empty (the “NA” means “not assigned”).

Note, however, this value must be typed into the Expression section (free-form area — for
information about building free-form expressions, see Building a Free-Form Filter
Expression). If it is typed into the Value field, the system will enclose SW_NA in quotes in
the expression — you don’t want quotes around it.

For example, to list the work items containing an Occupation field in which a value has not
been entered:

Expreszsion
OCCUPATION = =W _Na
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Conversely, to list the work items containing an Occupation field in which a value HAS
been entered, type in this expression (using the “not equal” operator):

Expreszsion
OCCUPATION <= 2W_NA

Ranges of Values

Ranges of values can be specified, although it requires you to enter special syntax in the
Expression section. A range of values must be in the following form:

FilterField=[Vall-Val2|Val3|Val4-Val5]|...]

This allows you to specify one or more ranges, each separated by a vertical bar character
(), all enclosed in square brackets ([ ]). You can also include individual values in the
expression.

For example, the following expression will return all work items that have a case number
between 300 and 500, as well as the work item with a case number of 633:

Expression

SW_CASENUM = [300-500 | &33]

You can enter the entire expression free-form in the Expression section, if desired. Or, you
can select the field and operator from the Field and Oper. field drop-down lists. You may
or may not be able to enter the entire value in the Value field, depending on the filter field
chosen. If required, modify the expression in the Expression section so that it is in the
form shown above.

If dates and/or times are used in a range of values, they must be specified in the following
format:
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Dates/Times Format Required
Datel ldd/mm/yyyy!

Time #mm:hh#

DateTime? “dd/mm/yyyy mm:hh”

For example, the following expression will return all work items that arrived in the work
queue between the dates of Jan. 01, 2006 and Jan. 31, 2006 (inclusive):

Exprezsion
SW_ADRIVALDATE = [!0Ll/70152008! = 1Z21/701720081]

And the following expression will return all work items that arrived in the work queue
between the times of 8am and 10am, as well as between the times of 2pm and 2:30pm (all
inclusive):

Expression
SW_APRIVALDATE = [H02:00f - £10:00f | #14:00F - #1l4:30f]

Filtering on the Current Date

The SW_DATE system field contains the current date. You can use this system field in filter
expressions. For instance, you can search for all work items that have arrived in the work
queue today (see the example below).

Note, however, this value must be typed into the Expression section (free-form area — for
information about building free-form expressions, see Building a Free-Form Filter
Expression). If it is typed into the Value field, the system will enclose SW_DATE in quotes
in the expression — you don’t want quotes around it.

For example, to list the work items that have arrived in the work queue today:

IThe order of the day, month, and year can be modified by the system administrator. The correct
order is shown on the filter dialog if you select a date field in the Field drop-down list.
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Expression
SW_ARBIVALDATE = S0 _DATE

Conversely, to list the work items that arrived in the work queue any day other than today:

Expression
EW ARDIVALDATE <= EW DATE

Applying the Filter Expression

To apply the filter expression shown in the Expression window, you can:

« Click the OK button. This causes any filter expression(s) you’ve entered to be applied
and the list displayed. But you will not know the number of work items that will be
returned in the list until after the list is displayed.

 Click the Apply button. The system will apply the filter expression and calculate how
many work items satisfy the expression. This number is shown on both the top and
the bottom of the filter dialog (22 in this example):
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3 Cases: CARPOOL
ﬁ‘:{ Favarites
150 items= will be returned.

Field Oper. Walue AMDIOR

v (- (w3 ' v 7

Case Status

Farmat: Either A (active) or C {closed)

Expression
EW_STATUS = "A"

hems: 150
| ok | Close

If you clicked Apply, and the number of work items that will be returned from the iProcess
Engine is satisfactory, click the OK button to display the work item list (for information
about the work item list, see Work Item Lists).

If the number of work items that will be returned is still too large, you can modify the filter
expression by changing any of the selections in the Field, Oper., or Value fields, then click
Apply again to get a new work item count.

Anytime you add, delete, or modify a filter expression on the filter dialog, and have not yet
clicked the Apply button to apply it, the following message is shown to notify you that the
changed filter expression has not been applied:

i\' Filter has been modified but not applied.

Whenever the message shown above is displayed, the Apply button will be active.

You can also click one of the “eraser” icons to delete filter expressions. Clicking the one to
the right of the filter fields clears that row of fields; clicking the one to the right of the
Expression window clears all filter expressions entered so far.

Note that if you apply the filter expression, then view the work item list, the Filter icon
now contains a red check mark to indicate that a filter has been applied on the list:
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Y

Specifying Multiple-Clause Filter Expressions

You can use logical operators to combine multiple “clauses” in your filter expressions.

A “clause” is a field/operator/value set. The expression:

SW_ARRIVALDATE = !20/10/2005! AND SW_ADDRESSEE = ”susieq”

contains two clauses, separated by the AND operator. The following are the logical
operators that can be used to separate clauses:

Operator Description
AND The expression is true if the first clause and the second clause are true.
OR The expression is true if the first clause or the second clause is true.

Logical ANDs and ORs are entered into a filter expression using the AND/OR field. Click the
arrow to display the drop-down list and select either AND or OR. When you select an AND
or OR, another set of fields is displayed, in which you can specify the clause that will be
ANDed or ORed to the preceding clause.

Example 1

This example returns work items that arrived in the work queue on or before 20/10/2005,
and that have a case description that begins with “C”:

Field Oper. Walue ANDYOR
Started [ate w | == ¥ z0/10/2008 AND W
Caze Status w | = w A -

In this example, both clauses must be true for a work item to be returned in the list.
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Example 2

This example returns work items that either have an expired deadline or are flagged as
urgent:

Field Oper. Walue ANDSOR
Started By v = ¥ |susieg@serverl or W
Started By v = ¥ |bobr@serwerl w

In this example, either one of the clauses can be true for the work item to be returned in
the list.

Specifying More Than Two Clauses

If you specify more than two clauses, they are always evaluated in pairs from left to right.
Consider the following:

Field Oper. Walue ANDSOR
Leadline Expired w = (] AMND w
Urgent w = w (] ar W
Case Drescription w = w (C* -

In this example, the entire filter expression created is this:

SW_EXPIRED = 1 AND SW_URGENT = 1 OR SW_CASEDESC = "Cx”

The system will evaluate this expression as if there are parentheses around the first two
clauses in the expression. For example:

(SW_EXPIRED = 1 AND SW_URGENT = 1) OR SW_CASEDESC = "Cx”

As you continue to add clauses to the expression, the system continues to evaluate from
left to right. For example, if you added a fourth clause to the expression above, it would
include the following implied parentheses:

((SW_EXPIRED = 1 AND SW_URGENT = 1) OR SW_CASEDESC = "Cx”) AND SW_
PRONAME = "LOAN"
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Building a Free-Form Filter Expression

After specifying filter criteria in the Field, Oper., and Value fields, the filter expression
appears in the Expression window:

22 itemns will be returned.

Field Oper. Value AMND/OR

Amival Date * |<= | W |os/06/2007 v 7

Format: dd/MMAnyyy

Expressicn
|SW_ARRIVALDATE < !0&/06/2007! ;I q.?

ltems: 22

The expression that appears in the Expression window is what is actually sent to the
iProcess Engine. You are free to edit this text in any way desired. Note, however, that the
results may not be what you expect if the expression is not in the format required by the
iProcess Engine. For example, dates must be enclosed in exclamation characters
(107/05/2006!), times must be enclosed in the ‘#’ character (#18:30#). These special
characters are automatically added for you when you use the Field, Oper., and Value fields
to build the expression.

You can also add parentheses to the expression in the Expression window to create more
complex filter expressions.

The system field names that appear in the Expression window (e.g., SW_DEADLINEDATE)
are listed in the table of system fields on System Fields Available for Filtering Work Items.

Favorite Filter Expressions

The “favorites” feature allows you to save your favorite (i.e., commonly used) filter
expressions. This allows you to quickly select an expression by name, rather than requiring
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you to enter each element of the expression.

To use the favorites feature, click the Favorites button on the filter dialog:

Q Work ltems: swadmin

% fr |

The following dialog is displayed:

= =
ﬁFaunrltes Manager A g J
Sawved Fawvorites I;I
Mew Urgent Laad
High priarity wwexpired deadline
Remove
=
Enter a name for a new favaorite aor select a
Sawed Fawaorite to replace it.
2007-06-21 13:23:51 - Save | Close

In this example, there have already been two favorites saved: “High priority w/expired
deadline” and “New Urgent”.

To use one of the saved favorites:
1. Select the desired favorite in the Saved Favorites section.

2. Click the Load button.

The filter expression associated with that name is automatically entered into the
Expression section on the filter dialog and is automatically applied to the work item
list — the “### items will be returned” text is displayed on the filter dialog indicates
how many work items satisfied the filter expression.
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Saving a New Favorite Filter Expression

To save a new favorite filter expression:

1. Build the filter expression you would like to save using the filter dialog. See Building
a Filter Expression.

2. Click the Favorites button on the filter dialog. The Favorites Manager dialog is
displayed.

3. In the field on the bottom of the Favorites Manager dialog, enter the name you
would like to give the filter expression you are saving in the favorites (the entry in
this field defaults to the current date and time).

Enter a name for 3 new favarite arselect 3 Saved
Fawvarite to replace it.

2007-06-21 12:22:03 b Save Cloze

4. Click Save to save the new favorite.

System Fields Available for Filtering Work Items

The following table lists the system fields that can be included in expressions when filtering
work items.

The text in the Description column in the table below corresponds to the text in the Field
field drop-down list on the Filter dialog. When you choose a field from the Field field drop-
down list, the actual system field name (e.g., SW_CASEDESC) is entered in the filter
expression in the Expression window on the Filter dialog.

Description System Field Data Type Comments
Name

Arrival Date SW_ARRIVALDATE Date

Arrival SW_ARRIVAL DateTime

Date/Time
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Description

Arrival Time

Case
Description

Case Number
Deadline Date
Deadline
Date/Time

Deadline
Expired

Deadline Set

Deadline Time

Forwardable

Host Name
Locked By
Priority

Procedure
Description

Procedure
Name

System Field
Name

SW_ARRIVALTIME

SW_CASEDESC

SW_CASENUM

SW_
DEADLINEDATE

SW_DEADLINE
SW_EXPIRED
SW_

HASDEADLINE

SW_
DEADLINETIME

SW_FWDABLE

SW_HOSTNAME
SW_LOCKER
SW_PRIORITY

SW_PRODESC

SW_PRONAME

Data Type

Time

Text

Numeric

Date

DateTime

Numeric

Numeric

Time

Numeric

Text

Text

Numeric

Text

Text

Comments

1 - expired deadline
0 - no expired deadline

1 - has deadline
0 - no deadline set

1 - is forwardable

0 - not forwardable

User name
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Description System Field Data Type Comments
Name
Releasable SW_RELABLE Numeric 1 - releasable (no input fields)

0 - not Releasable

Started By SW_STARTER Text username@node
Step SW_STEPDESC Text

Description

Step Name SW_STEPNAME Text

Suspended SW_SUSPENDED Numeric 1 - suspended

0 - not suspended

Note: This may not be available to
you if you are using an older iProcess
Engine.

Unopened SW_NEW Numeric 1 - unopened
0 - has been opened

Urgent SW_URGENT Numeric 1 - urgent
0 - not urgent

WQ SW_QPARAM1 Text
Parameterl *

WQ SW_QPARAM2 Text
Parameter2 *

WQ SW_QPARAM3 Text
Parameter3 *

WQ SW_QPARAM4 Text
Parameter4 *

* The actual name that appears in the Filter field drop-down list for the work queue
parameter fields may be different than those shown here if the system administrator has
assigned different names to them.
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o Note: For information about data types used in system fields, see Value Data
Types.

Sorting a Work Item List

The iProcess Workspace (Browser) allows you to sort the information in the columns of the
work item list so they are in the order you would like them listed.

For example, you may want to list all “new” (unopened) work items first, then sort those by
arrival date/time, from oldest to most recent. This example requires you to sort on two
fields: “Unopened” and “Arrival Date/Time ”.

To specify how work items in the work item list are sorted:

e click the #* icon, or

o select Sort... from the work item list View menu.

The following dialog is displayed:
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£3 Cases: HIRING
7 Favorites 4 9 | df = Ssonas -

Select sort fields and specify parameters

Aysilable Fislds i | Sort Fizlds -]
ADDRESS

APFDATE
Case Desoiption

Rk

Case Mumber
Cas= Status

COUNTY p—
FIRST

HIRE
INTDATE
INTERWIEW
LAST

The list on the left shows all of the fields that are available to sort on. To sort the work
item list, you must move the desired fields from the list on the left to the list on the right,
then arrange them in the desired priority (order). This is described in the following
subsections:

By default, all work item lists are sorted by Procedure Name, followed by Case Number,
then Step Name, all in ascending order. If you specify one or more sort fields using the
sort dialog, the default sort fields are replaced by your specification. For example, if you
specify to sort on case description only, that is the only field on which the list will be
sorted.
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o Note: If you had applied sort criteria the last time you viewed the work item list,
that same sort criteria will be applied when you open the list again — in other
words, the most recently applied sort criteria will remain in effect until you
remove it or change it.

If previously applied sort criteria is still active when the work item list is
displayed, a green check mark will be shown with the Sort icon.

o

Sort criteria for a particular list is saved either locally or on the server,
depending on a configuration setting made by the system administrator:

« If saved locally, and you log into a different machine, the sort you defined
for a particular list do not reflect on that new machine — sort criteria
defined on a specific machine will apply only to that individual machine.

« If saved on the server, and you log into a different machine (and connect
to the same server), the sort criteria you defined can be in effect on the
new machine.

Selecting Sort Fields

The Available Fields list on the sort dialog provides a list of the fields you can sort on. It
consists of:

« System Fields - These fields contain information that is provided by the system,
e.g., the date and time the work item arrived in the work queue, the case number
the work item is associated with, etc.

A comprehensive list of available system fields is provided in System Fields Used to
Sort Work Items.

« Case Data Fields - These fields contain case data that was entered into a field on
the form associated with a work item, e.g., a customer name or invoice number.

A system administrator determines which case data fields are available to sort on,
and in which work queues they are available.

There are two types of case data fields that you can use to sort the work item list:

— Work queue parameter fields - These are special fields that can be used to
store work queue-specific data. Unless the system administrator assigned
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different names to these fields, they appear in the Available Fields list as WQ
Parameterl - 4, as follows:

Wi Pararmetarl
Wi Parareterd
Wi Parametar3
Wi Parareterd

Sorting on a work queue parameter field allows you to filter on the value in the
work queue parameter field. For instance, if the system administrator assigned
the “customer name” field to the “work queue parameter 1" field, you could
then sort on “WQ Parameterl”.

o Note: Work queue parameter fields are an “older” method of
designating fields for filtering and sorting. A more recent method is
using Case Data Queue Parameter (CDQP) fields (described below).
Because of their improved flexibility, CDQPs are likely to be used in
recently developed systems.

— Case Data Queue Parameter (CDQP) fields - These are similar to work queue
parameter fields; they hold case data that was entered on a form associated with
a work item.

A system administrator must assign case data fields to CDQP fields to make
those fields available for sorting (and filtering). If this has been done, the name
of the field appears in the Available Fields list. In the following example, the
Occupation field is a case data field that appears on a form and that has been
designated a CDQP, causing it to appear in the list:

forailable Fields & ;|

Oecupation \‘l},._:l

Friarity

Procedure Description

To specify sort fields:
1. Select the desired sort field(s) from the Available Fields list:

— Individual fields can be selected by clicking on the desired name.
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— Multiple fields can be selected by holding down the Ctrl key while clicking on the
desired names. A group of fields can be selected by clicking on one name, then
holding down the Shift key and clicking on the last name in the desired group.

2. Move the columns to the desired list:

— Fields can be moved back and forth between lists by selecting the desired field
(s), then clicking the “>” or “<* buttons.

You can also move an individual field to the other list by double-clicking on the

field name.
| Auvailable Fields | - | SortFields -]
Case Desoiption .A& Unopened
Case Mumber ! m& Arrival DatedTime
[ |

Deadline DratedTime —

Deadline Expirad

Deadline Set [

— All fields can be moved from the Sort Fields section by clicking the “<<“ button.

o Note: You can specify a maximum of 10 sort fields for a work item list.

Specifying Sort Priority

The order in which the sort fields are listed in the Sort Fields window specifies the priority
of the sort. If you have multiple sort fields listed, all work items will first be sorted by the
first sort field, then they will be sorted by the next sort field, and so on. For example, if you
specified “Unopened” as the first sort field, then “Arrival Date/Time” as the second sort
field (both ascending), the work items would be sorted in the following fashion:

Unopened Jan. 1, 2006
Unopened Jan. 2, 2006
Unopened Jan. 3, 2006
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Opened Jan. 1, 2006
Opened Jan. 2, 2006
Opened Jan. 3, 2006

In the example shown above, all unopened work items will be listed first, followed by the
opened work items. Within each group of unopened and opened work items, they are
sorted by arrival date/time.

To change the priority, select the desired sort field(s) in the Sort Fields window, then click
on the “+” or “-” button to move the field(s) up or down in the list.

Specifying a Sort Direction

The list of work items can be sorted in either ascending or descending order:

Ascending Dezcending
Croler Crder
Number | Mumber
2472 2979
24973 2978
24974 2477
24975 2476
249475 29475
24977 2974
2478 29473
24979 2472

When a sort field is added to the Sort Fields list, it is ascending by default, which is
denoted by the up arrow next to the field name:

| Sart Fields
ﬂ Case Mumber

To change the sort direction, select the desired sort field(s) in the Sort Fields list, then
click the up or down arrow buttons on the sort dialog:

2,

The arrow next to the field name changes to indicate the new sort direction:
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Sort Fields
& Case Description

System Fields Used to Sort Work Items

The following table lists the system fields available for sorting work items:

Sort Field Data Type
Arrival Date/Time DateTime
Case Description Text
Case Number Numeric
Deadline Date/Time DateTime
Deadline Expired Numeric
Deadline Set Numeric
Deadline Timea Time
Forwardable Numeric
Host Name Text
Locked By Text
Priority Numeric
Procedure Description Text
Procedure Name Text
Releasable Numeric
Started Bya Text
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Sort Field Data Type
Step Description Text

Step Name Text
Unopened Numeric
Urgent Numeric
WQ Parameterlb Text

WQ Parameter2b Text

WQ Parameter3b Text

WQ Parameter4b Text

a. Sorting by Deadline Time, Locked By, and Started By are inherently inefficient — sorting by these fields
may slow down the sorting process.

b The actual name that appears in the Available Fields list on the sort dialog for the work queue parameter
fields may be different than those shown here if the system administrator has assigned different names to
them.

Note that the way in which the system sorts the values in the sort fields depends on the
type of data in that field. For instance, since the “Procedure Description” field is text data,
that field is sorted alphabetically; and since the “Arrival Date/Time” field is a DateTime
data type, it is sorted chronologically according to the date/time.

o Note: For information about data types used in system fields, see Value Data
Types.

Sort As Different Data Type

The way in which the system sorts the values in the sort fields depends on the type of data
in that field (e.g., text data is sorted alphabetically, numeric data is sorted numerically,
etc.).

You can, however, tell the application to sort the data in a field using a data type that is
different than the field’s data type when sorting on the following fields:
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« Case description
o Work queue parameter fields
o Case Data Parameter Queue (CDQP) fields

For instance, you can tell it to sort the data in the Case Description system field (which is a
text field) as numeric data.

To sort one of these sort fields as a different data type, select the desired sort field in the
Sort Fields list, then click on the desired data type in the Sort As field (note that the Sort
As field is active only when you’ve selected one of the fields that can be sorted as a
different data type):

4 48 = SorAs|Tex {}jr
Select sort fields and specify parameters B Text |

Murmeric E
i | SortFilds N
|;} Case Desoription Hate i
Tirne |
I
< Date & Time |
— <<

The value of the sort field will be converted to the specified data type before doing the
sorting. For example, text fields containing numeric information could be sorted as
numbers by setting the sort type accordingly. Note, however, that if the sort field does not
contain something readily convertible to the specified type, the sort results may not be
what you expect. For example, if sorting text as a numeric field but some of the text fields
contain non-numeric data, the results may not be what you expected.

Applying the Sort Criteria

After specifying the sort fields, priority, direction, and so on, click the OK button to apply
the sort criteria you’ve specified.

Anytime you modify a sort criteria, and have not yet clicked the OK button to apply it, the
following message is shown to notify you that the changed sort criteria has not been
applied:
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2% Sort has been maodified but not appliad.

Whenever the message shown above is displayed, the OK button gets active.

When you click the OK button, a green check mark appears on the Sort icon to indicate
sort criteria has been applied.

W

Sorting the Work Item List Using Column Headers

You can quickly and easily sort the work item list on any one of the columns in the list. To
sort on a column, click on the column header. If the column contains text, it is sorted in
alphabetical order; if it is numeric, it is sorted in numerical order; if it is a date, time, or
DateTime, it is sorted in chronological order.

Once you click a column header, a small arrow head appears in the column header, which
indicates the order of the sort — if the arrow head is pointing up, the sort is in ascending
order; if it’s pointing down, the sort is in descending order:

Azcending Dezcending
Crder Croler

| Hame %ﬂ | Hame v
12345673 e PAHAM%S_
1FROC LD CARZ
ZILDCARD WEBSUBZ
ALIGH WEBSUB
ALIGHZ Al T TH
APPLICAT WERSION
ALUDIT WALLS
BLAME WALLIST

Each successive click on the column header, toggles between ascending and descending
order.

If the work item list consists of multiple “pages” (see Work Item List Page Size), each page
is individually sorted on the column you have clicked.
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o Note: The ability to sort using column headers is controlled through user access
privileges — if you do not have the authority to sort using column headers, the
arrow head does not appear in the header when you click it.

Processing Work Items

A work item represents a step in a case (see the illustration of a procedure on
Understanding a Business Process). Typically, a work item has an electronic form
associated with it that must be opened and filled out (some forms may only display
information and will not have fields to fill out). You can then keep the work item in your
work queue so that it can be opened again and completed at a later time. When the form
is completed, the work item is released so that the case can progress, possibly resulting in
another work item that represents the next step in the case.

Opening Work Items

Opening a work item causes the form associated with that work item to be displayed,
allowing you to enter information into the form.

Opening a work item also “locks” that work item, causing a lock icon (1) to appear in the
Status column.

If you attempt to open a work item that you’ve already opened, a message is displayed
informing you that if you open it again, there could be a loss of data — the system will save
any changes in data for the first of those work items that is kept or released. When you
attempt to keep or release the second instance of the work item, an error is returned; your
only option will be to click Cancel to close the work item, losing any changes made on that
form.

If any user of the TIBCO iProcess Workspace (Browser) attempts to open a work item that
another user has already opened, a message is displayed on their screen informing them
that the work item is already opened. They will not be allowed to open it. (Multiple users
can have access to a work item if the work item was sent to a group work queue; another
user may also have access to a work item if “participation” has been used to give a user
access to another user’s work queue.)
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o Note: A user of the TIBCO iProcess Workspace (Browser) application can open a
work item, then log in at a different workstation using the same username and
open that same work item. The first one to release the work item will be
successful; the second one to attempt to release the work item will fail.

Also, if a user opens a work item using an application other than the TIBCO iProcess
Workspace (Browser), then you attempt to open that same work item with the TIBCO
iProcess Workspace (Browser), a message is displayed telling you the work item is already
open; it will not allow you to open it.

Work items can be opened from either the work item list or from the list of outstanding
work items (Case Detail / Outstanding tab) using one of the following methods:

« Double-click on the desired work item in the list.
o Select one or more work items in the list, then:
— press the Enter key,
— select Open Selected Work Item(s) from the Tools menu on the list,

— right-click the mouse button on the selected work item(s) and select Open
Selected Work Item(s) from the drop-down menu, or

— click the = icon on the list toolbar.

If you are opening work items from the list of outstanding work items, they are always
opened in a floating form, i.e., they cannot be opened in the Preview Pane.

If you are opening work items from the work item list, you cannot open multiple work
items if you are displaying the work item forms in the Preview Pane. If you are opening
forms in the Preview Pane, and you select multiple work items, the Open Selected Work
Item(s) function is disabled.

Opening the First Available Work Item

When opening work items from the work item list, you can also open the “first available”
work item, where “first available” means a work item that is not locked nor suspended,
starting from the first work item in the list.

To open the first available work item, use one of the following methods:

» Select Open First Work Item from the Tools menu on the work item list,
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o right-click the mouse button anywhere on the work item list and select Open First
Work Item from the drop-down menu, or

« click the 2 icon on the work item list toolbar.

Opening the Next Available Work Item

When opening work items from the work item list, you can also open the “next available”
work item, where “next available” means a work item that is not locked nor suspended,
starting from the currently selected (highlighted) work item.

To open the next available work item, select (highlight) the work item where you want the
search for the next available work item to start, then:

o Select Open Next Work Item from the Tools menu on the work item list,

e right-click the mouse button on the selected work item and select Open Next Work
Item from the drop-down menu, or

o click the 2 icon on the work item list toolbar.

Note: There is also a way to cause work items to automatically open. For
information about this, see Automatically Opening Work Items.

Work Item Form Location

The location at which the work item form is displayed when you open a work item
depends on whether or not the preview feature is turned on.

o If preview is turned off, the work item form is always opened in a separate floating
window. Note that the window in which the form opens may be either a dialog or a
new browser window, depending on a user options setting — for more information,
see Layout Options.

« If preview is turned on, the work item form may be opened either in the Preview
Pane or a separate floating window, depending on the current preview setting.

The preview setting can be viewed or set by:

— clicking the % icon on the work item list toolbar, or

— by selecting Preview from the work item list View menu.

The following drop-down menu is displayed:
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i

E W Praview On - Dpen Foarms in Preview Pane

(1 Preview On - Float Forms

[l Preview Off

The check mark indicates the currently selected preview option.

— If the Preview On - Open Forms in Preview Pane selection is checked, the
work item form is opened in the Preview Pane.

Note that the Preview Pane may be set to automatically resize when a work item
is opened, then return to the previous size when the work item is closed. For
information about how this done, see Work Item Preview Default.

— If the Preview On - Float Forms selection is checked, the work item form is
opened in a separate floating window. Note that the window in which the form
opens may be either a dialog or a new browser window, depending on a user
options setting — for more information, see Layout Options.

Note: You may or may not be able to open work item forms in the
Preview Pane or in a separate dialog, depending on how your forms
were created, as follows:

— if your application uses forms created with TIBCO® General
Interface (Gl forms), you can choose to open them in any of
the three available formats: Preview Pane, separate dialog,
or separate browser window.

— if your application uses any non-Gl form (also referred to as
“external forms”), they will always be opened in a separate
browser window, regardless of the setting of the Preview
selections.
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o Note: If you have chosen to display the work item forms in floating
windows, and there are multiple work items selected when you open
them, a floating window for each selected work item is displayed. But
if you have chosen to display the work item forms in the Preview
Pane, you cannot open multiple work items at one time — if you
select more than one work item, the Open Selected Work Item(s)
function becomes disabled.

Opening / Locking Work Items Multiple Times

Be aware that in an “enterprise” environment, there may be other applications besides the
TIBCO iProcess Workspace (Browser) application that affect the work items you see in work
queues.

For this reason there are two “locked” flags that indicate the locked/opened status of work
items:

« Locked - This flag indicates that a user of another application besides the TIBCO
iProcess Workspace (Browser) application has the work item locked (opened). These
work items cannot be opened by any user of the TIBCO iProcess Workspace
(Browser) application.

« Long Locked - This flag indicates that a user of the TIBCO iProcess Workspace
(Browser) applicationl has the work item locked (opened). Note that the same user
who has the work item locked can log in using the same username at a different
workstation and open the work item that is already open. The first one to release
the work item will be successful; the second one to attempt to release the work item
will fail.

Columns are available in the work item list that show the state of each of these flags (for
information about changing the columns that show in the work item list see, Opening a
Case from the Work Item List):

Lif a work item is locked with the TIBCO iProcess Workspace Lite application (a TIBCO client
application that allows persons with disabilities to access iProcess BPM functionality using
standard accessibility aids, such as screen readers and magnifiers), it also sets the Long Locked
flag to true.
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Q Work Items: franko
Tools = View ~ E%B '?:h @|?Qﬁ|@)%|%'ﬂ|;’m
Stat| Case Number | Csse Desaription Procedure Nat Step Name  Locked By Looked Long Lodked |
"’?"! 152 Camiage mounts 12CA00 ORDER APPROVAL swadmin true false

In this example, a user using an application other than the TIBCO iProcess Workspace
(Browser) application has locked the work item (the Locked flag is true). Notice, however,
that regardless of the application that locked the work item, the Status column shows the
work item is locked, and the Locked By column shows who has the work item locked.

Automatically Opening Work Items

The work item list provides an auto-repeat feature that causes the next available work item
to be automatically opened after you have released a work item, where “available” means
a work item that is not locked nor suspended. This allows you to process work items in
succession without manually opening each one.

To turn on the auto-repeat feature:
« click the £ icon on the work item list, or
» select Auto-Repeat Open Work Item from the Tools menu.

The auto-repeat feature works as a toggle — clicking the =% icon causes it to remain

highlighted while the feature is enabled.

Auto-Repeat Off

Q Work Items: franko

Tools = View = E’@@B

Auto-Repeat is Active

ﬁ Work Items: franko

Tools = View ™ Eﬁ‘ @ B EE_;!

And selecting Auto-Repeat Open Work Item from the Tools menu causes a check mark to
appear next to the selection, indicating the feature is active:

B v Auto-Repeat Open Work Ttem |
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If the auto-repeat feature is turned on, but you keep or cancel a work item (rather than
release it), the auto-repeat process ends (it does not toggle it off, but it does not open the

next available work item).

The auto-repeat toggle is persistent — it remains in its current state until you change it.
Note, however, that the auto-repeat state is saved either locally or on the server,
depending on a configuration setting made by the system administrator:

— If saved locally, and you log into a different machine, the auto-repeat state from
the previously logged-in machine will not be in effect on the new machine — the
auto-repeat setting made on a specific machine will apply only to that individual
machine.

— If saved on the server, and you log into a different machine (and connect to the
same server), the auto-repeat state from the previously logged-in machine will
be in effect on the new machine.

Filling in a Work Item Form

The form that appears when you open a work item is specific to your installation. Each
company that uses the iProcess Workspace (Browser) creates their own forms that relate to

the specific business they are in.

Your company will instruct you in properly filling out the forms that they have designed for
the iProcess Workspace (Browser). The following is an example of what a form may look

like:
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/3 Start Case - Microsoft Internet Explorer o [m]

Becqueast for wehicle assignment

Date :
Size of wehicle : _39

Pecuired from : _m at -
o T -

rurpose : [

Note that the form may open in the Preview Pane, a separate dialog, or a separate browser
window, depending on how your system is set up. For more information, see Preview Pane.

Use the Tab key to move from field to field on the form.

A “date picker” is available to enter dates in date fields. Click on the calendar icon next to
the date field. A calendar is displayed from which you can choose a date; clicking on a date
in the calendar causes it to be entered in the field.

Keeping Work Items

Keeping a work item causes any information you have entered in the form to be saved,
then the work item is closed (and unlocked) and placed back in the work queue. The work
item is then available to be opened and completed at a later time.

To keep a work item, click the Keep button on the work item form.
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Releasing Work Items

Releasing a work item means that you are done with that work item. If there are any fields
on the form associated with the work item that are marked as “required,” they must be
filled in before the system will allow you to release the work item.

Releasing the work item causes any information you’ve entered to be saved, then the work
item is closed (and unlocked) and it is removed from the work queue. The case advances
to the next step in the procedure, possibly resulting in another work item appearing in
someone’s work queue.

To release a work item from the work item form, click the Release button on the form:

Releasing a Work Item from the Work Item List

You can release a work item from the work item list (i.e., rather than from the work item
form). However, the work item must be directly releaseable, meaning that it cannot have
any data entry fields on the form associated with the work item (if it has a form). It does
not mean the input fields have been filled in — the form cannot have input fields.

To release work items that are directly releasable, highlight one or more work items in the
work item list, then:

— select Release Work Item(s) from the Tools menu on the work item list,

— right- click the mouse button on the desired work item(s) and select Release
Work Item(s) from the drop-down menu, or

— click the & icon.

If a work item is not directly releasable, the Release Work Item(s) function will be
disabled when you select the work item.

Canceling Changes

You can cancel any changes made on a work item form by “undoing” the changes.
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To undo your changes, click the Undo button on the work item form. The work item is
closed and returned to the work queue without saving changes.

Unlocking Work Items

Work items are automatically unlocked when you keep or release them; normally, you do
not need to explicitly unlock work items.

This function is for those rare occasions when a work item was left open for some reason
(e.g., a system crash).

Unlocking a work item using the unlock function causes any changes that were made on
the form while the work item was open to be discarded.

Any user can unlock a work item that they have opened.

To unlock a work item that was opened by another user, you must have system
administrator authority.

To unlock work items, highlight one or more locked work items in the work item list, then:

. "
e click the = icon, or

o select Unlock Work Item(s) from the Tools menu.

A message is displayed confirming that the work item was unlocked.

Forwarding Work Items

You can select and manually forward one or more work items to another work queue (for
information about setting up automatic forwarding of work items, see Redirecting Work
Items to Another Work Queue).

Note that there are several levels of access permission that determine whether or not you
can manually forward work items, as follows:

« User access profile - If your user access profile does not allow you to forward work
items, the Forward Work Item(s) menu selection and icon do not appear on the
work item list.

« Step definition - When the procedure is defined, the designer specifies whether or
not work items representing each step are forwardable. There is a Forwardable
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column (as well as a Forwardable Image column) that indicates whether or not the
step definition allows the work item to be forwarded.

o User definition on the server - A user attribute on the server can be set for each
user that allows that user to:

— forward work items that are “forwardable” based on the step definition (see
above),

— forward any work item, regardless whether or not the work item is “forwardable”
based on the step definition (see above), or

— never be able to forward work items.

If one or more of the work items you’ve selected are not forwardable, either because the
step definition does not allow it, or because your user attribute definition does not allow it,
the Forward Work Item(s) menu selection and icon are grayed out:

Formvard Work ltemis) icon grayved out

Q Work Items: bobby

Tools = view - (@ B B S| & G 7PN BB | L
.E‘n:'_t,itlf._aseh_lﬂtret ICBSEEIEmp‘tlDrr | Procedure Nat Step Name |Lodk=d By | Dea Deadline Da
| 3753 Case rail DD45U ALLOCATE STEP2

Additionally, if a work item is currently locked or it is in a case that is currently suspended,
it cannot be forwarded.

For work items that can be forwarded. there are two ways in which you can forward them:

« Using the “drag and drop” method - To forward using this method, select one or
more work items in the work item list, then “drag and drop” them onto the work
queue to which you want to forward them.

You are asked to confirm before the work items are forwarded.

Using this method, you can forward only to work queues to which you have access
(as those are the work queues that are displayed in your work queue list).

« Using the Forward dialog - To forward using this method, select one or more work
items in the work item list, then select Forward Work Item(s) from the Tools menu
on the work item list, or click the %2 icon on the work item list toolbar.
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A dialog similar to the following is displayed:

| 58 Forward Selected Work ltems g ﬂ [

Select wok queue to fonward itemis) to:

Wiew T __[:-"21

:'i'yrp.-.;r;lame .fDescriptinn ;l
g- admoooz . a-:lmIIII.:IIIIZ .

& Admoooz AdmO003

g franko Frank Olin

Q amadmin Systemn Administrator

;ﬁ Teller Supenisors Teller Supenisors

&s Tellars Tellars

& usemo0d User 0001

& usemo0z User 0002

5 usemo03 User 0003 ;I

Cancel

This dialog lists all work queues on the system, or only the work queues to which
you have access, depending on how your user access profile is set up (see User
Access Profiles).

Select the desired work queue from the list (you can forward to only one work
queue at a time), then click OK. The selected work items are forwarded and the
work item list is automatically updated.

Work Item Deadlines

When a step is defined in a procedure, a deadline may be specified on that step to ensure
that the work item associated with the step is completed within a specified period of time.
For example, the step may specify that the work item must be completed within three
days, otherwise a notification is sent to a manager.

Deadline-Related Columns

By default, the work item list displays the Deadline Status and Deadline columns, as
follows:

TIBCO iProcess® Workspace (Browser) User Guide



122 | Working With Work Items

ﬁ Work Items: franko

= | 1 n 1 | -
Tools * View v | B 2 B L ¥ ot |[& o8-8 | LY
' Stat| Case Num Case Description | Procedurs Step Name | Locked By Desdline Ststus Desdline Dste/Time
| 4253 Susan Hill - Recept HIRING  REVIEW G 2010-07-08 10:48
7 4853  Enginesrintern  HIRING  REVIEW & 2010-07-14 15:20

The following is a list of all of the deadline-related columns that can be displayed in the
work item list:

« Deadline Status - If the work item has a deadline, this column displays a “clock”

icon — the icon’s color indicates the deadline’s status; if the work item does not
have a deadline, nothing is displayed in this column (it’s blank). The possible clock
icons are as follows:

Deadline Status
The work item has an unexpired deadline (the clock icon is blue).

The work item has an expired deadline (the clock icon is red).

Deadline Date/Time- If the work item has a deadline, the date and time of the
deadline is displayed in this column; if the work item does not have a deadline,
nothing is displayed in this column (it’s blank).

Deadline Set or Deadline Set Image - This is a true/false indicator of whether or
not a deadline has been set on the work item. The non-image column will state
either “true” or “false” The image column will contain either a green check mark (for
true) or a red X (for false).

Deadline Expired or Deadline Expired Image - This is a true/false indicator of
whether or not the work item has an expired deadline. The non-image column will
state either “true” or “false” The image column will contain either a green check
mark (for true) or a red X (for false). (If the work item does not have a deadline,
these columns will show false.)

For more information about the use of images in columns see, Displaying Images in
Columns.

The work queue list may also contain a First Deadline Date/Time column that tells you
the date and time of the earliest deadline in that work queue, as well as a Deadline Items
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column that tells you the number of work items in that work queue that have deadlines.
For example:

E Work Queues
Tools ™ View ~ E |__n¢ I::..-fg

| g franko Frank Clin 0 19 3 30 2010-07-02 10:49:00

Deadlines with Case Suspension

Deadlines are not affected by a case suspension (see Note that refreshing the case history
refreshes the information for this single case.). If a case is suspended, deadlines will
continue to expire, although no action is carried out until the suspension is lifted. In other
words, if a deadline expires during suspension, the process will wait until the suspension is
removed, then the process will continue down the deadline link to generate the next work
item.

Note, however, that if a deadline expires for a work item while the case is suspended, the
work item list is not updated to reflect the expired deadline until after the suspension is
lifted.

Deadline Withdrawals

The deadline for a step may be defined in such a way that when the deadline expires, the
work item is withdrawn from the work queue.

Withdrawals will not occur while a case is suspended. If a deadline defined to withdraw
expires while a case is suspended, the withdrawal will not occur until the case suspension
is lifted.

Keep on Withdrawal

When a deadline withdrawal is defined in a step, the definer can also specify that the work
item “not be deleted upon withdrawal” (also referred to as “keep on withdrawal”). This
means that if the deadline expires, the process flow moves down the “deadline link” path,
and the work item is officially “withdrawn”, but it is not removed from the work queue.
Instead, it will be handled differently when it is eventually released.
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Work items that are “not deleted upon withdrawal” are still considered “outstanding” after
their deadlines expire, even though they have officially been withdrawn (for information
about outstanding items, see Outstanding Work Items in the Case).

Since the work item is still in the work queue, it can still be opened, kept, and released.
When the work item is eventually released (or the sub-procedure case completes, if the
step is a sub-procedure call), the following occur:

« the normal release actions are NOT processed, i.e., the process flow does not
continue down the normal path (as is normal for withdrawn steps), and

« data that was entered into the fields of the work item is still applied to the main
case data.

The work item list provides the following columns to view the “keep on withdrawal”
definition for the work item:

« Keep on Withdrawal - Displays “true” if the “keep on withdrawal” flag for the work
item is set to true; displays “false” if the flag is set to false. (See Work Item List
Columns.)

« Keep on Withdrawal Image - Displays a green check mark if the “keep on
withdrawal” flag for the work item is set to true; displays a red X if the flag is set to
false.

Recalculating Deadlines

You can recalculate all of the deadlines in a case using the trigger event function. This
causes the deadlines to be recalculated in either the main case only, or the main case and
all sub-cases — you specify which when the trigger event function is initiated.

For information about using the trigger event function to recalculate deadlines, see
Triggering an Event.
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Working With Procedures

This section describes how to work with the procedure list.

The Procedure List

The procedure list provides a list of procedures to which you have access.

Display the procedure list by clicking on the Procedures button (or icon) in the lower left
portion of the iProcess Workspace (Browser) screen:

ﬁ Procedures

Tools * View ~ 0|E Dr:,|_;0m

Stat| Name ' Descristion Version | Permision | Active Casss Totsl Cases B
n-[: ALLOCATE  Allocate Resource 0.2 Start / History & T
n-[: BONUS Bonus a.0 Start

n-[: CARPOOL Company Car Allc 1.0 Start / History 28 45
B DYN1 0.0 History 6 9
n-[: DY HAMIC Dynamic Sub Pros 0.0 Start / History 7 B
n-[: HIRING Hiring Perscnnel 1.0 Start / History 23 25
n-[: INWENTOR  Inventory 0.0 Start / History 2 2
n-[: ORDER Brand orders 0.8 Start / Historny 18 16
n-[: QUANTITY  Quantity 0.0 Start / History 2 2
n-[: TIMEOFF TimeCff 0.3 Start / History 8 [i]

= Work Queues

a’f‘i— Options

¥ session Activity
E Server Info

There are two primary functions that are performed from the procedure list:
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— Starting a case of a procedure - This involves selecting the desired procedure
in the list, then clicking the Start Case button. (Note - It is common for cases to
be started programmatically, therefore, the Start Case button may not be used
to start cases on your system.)

If the logged in user has permission to start cases of a procedure, “Start” is
shown in the Permission column for that procedure.

For details about starting cases, see Starting a Case of a Procedure.

— Viewing a list of cases of the procedure - This involves single-clicking on the
desired procedure to display a list of the cases of that procedure.

If the logged in user has permission to view the cases of a procedure, “History” is
shown in the Permission column for that procedure.

For information about using the case list, see Working With Cases.

For information about selecting items from lists, see Selecting Items in a List.

Procedure Permissions

Only procedures to which you have permission are listed in the procedure list. There are
two types of permissions:

 Start - This gives you permission to start cases of the procedure.

 History - This gives you permission to view the list of cases of the procedure. Note
that “History” in this context does not mean you have “case history” permission;
rather it means you have “procedure history” permission — you can view the cases
that have been started for that procedure.

You can have one or both of these permissions. They are shown in the Permission column
of the procedure list:

Fermission
Start f Histony

Historny

Start f Histony
Start # Historny
Start
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Case start and history permissions are granted when the procedure is defined. Note that
for both permissions, unless the procedure definer explicitly gives one or more users that
permission, all users are given permission by default.

o Note: Every user also has a user access profile that is determined by the type of
user they are. Your user type is specified by the system administrator — it is
shown in the upper right part of the iProcess Workspace (Browser) screen. In the
example below, the user franko is an “Admin” user, which gives him access to
the functions that have been specified for all Admin users:

Access Level: Admin

(7) Help = @Lﬂgnm

Your user access profile may also affect the functionality to which you have
access. For example, you may have access to start cases according to the
procedure definition, although your user access profile doesn’t allow you to start
cases (which would cause the Start Case button / menu selection to not be
displayed). Also, you may have “History” permission, giving you access to the
case list, although your user access profile may prevent you from “opening” the
case.

Procedure List Columns

By default, certain columns are displayed in a procedure list. You can easily customize the
columns that are displayed by either using the Column Selector, or by changing them
manually. For information, see Customizing Columns in a List.

The following table describes the columns of information that can be displayed on the
procedure list:
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Column
Name

Active Cases

Closed Cases

Description

Host Node

Name

Permission

Status

Sub-
Procedure /
Sub-
Procedure
Image

Total Cases

Version

Meaning
The number of cases of the procedure that are still active, i.e., not closed.
Note that suspended cases are still considered active.

The number of cases of the procedure that have been closed. For more
information, see Closing Cases.

A description of the procedure that was given when the procedure was
defined.

The name of the TIBCO iProcess Objects Server on which the procedure is
defined.

The name of the procedure.
Indicates whether or not the logged-in user has “Start” permission (ability to
start cases of the procedure) and/or “History” permission (can view cases of

the procedure). For more information, see Procedure Permissions.

An icon that indicates the status of the procedure. For more information, see
Procedure Status.

True - The procedure is defined as a sub-procedure.
False - The procedure is defined as a main procedure.

For more information, see Sub-Procedures.
The total number of active, suspended, and closed cases of the procedure.
When a case is purged from the system, it no longer counts in the total.

The version number of the procedure definition.
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o Note: If you are displaying the Active Cases, Closed Cases, or Total Cases
columns, and they appear with a line through the header, it’s because an
administrator has configured your system to not display case counts. Therefore,
if you display the case count columns, they will appear with a line through their
header.

Number of Procedures in a Procedure List

There is an indicator in the header bar of the procedure list to tell you how many
procedures are in the list. This number is displayed to the right of the Find button. In this
example, there are a total of 22 procedures.

ﬁ Procedures

Tools = View = a @E EQ’J{C-"EE

Note that if this number is displayed in the format “##/##” it means the list is being filtered
in some way and only some of the procedures are listed. In the example below, 11 of the
22 possible procedures are listed.

ﬁ Procedures

Tools = View ~ 'E) Iﬂl: E l—_n¢ __!:JH"IEE

The procedure list can be filtered in one of the following ways:

« The Find button has been used to filter the list. For information about using the find
function, see Finding Items in a List.

« Only some of the procedure statuses (released, unreleased, model, and withdrawn)
on the View menu have been selected. For information about selecting procedure
statuses to display, see Procedure Status.

e Only some of the procedure types (main and sub-procedure) on the View menu have
been selected. For information, see Displaying Main and/or Sub-Procedures.

If one or both of these methods have been used to filter the procedure list, the number is
shown in the ##/## format.
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Finding Procedures in the Procedure List

The procedure list contains a Find button that can be used to quickly find the procedure
you are looking for.

[ {7) 167

For information about using the find function, see Finding Items in a List.

Displaying Main and/or Sub-Procedures

You can choose the type of procedures to display in the procedure list:
— only main procedures,
— only sub-procedures, or
— both main and sub-procedures.

Make the desired selection from the View menu on the procedure list:

[

viewr @ | F [&| o™/
I:I-[g Ww Releazed Procedures
Unreleased Procedures

Model Procedures

Withdrawn Procedures

Main F‘n:u:%ﬂures
Sub-Procedures

w Main and Sub-Procedures

a2 AR S

The check mark indicates the currently displayed type.

For more information about sub-procedures, see Sub-Procedures.
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Sorting a Procedure List

You can sort the procedure list on any one of the columns in the list. To sort on a column,
click on the column header. If the column contains text, it is sorted in alphabetical order; if
it is numeric, it is sorted in numerical order.

Once you click on a column header, a small arrow head appears in the column header,
which indicates the order of the sort — if the arrow head is pointing up, the sort is in
ascending order; if it’s pointing down, the sort is in descending order:

Azcending Descending
Crder Croler

| Hame Qﬂ | Hame L
12345673 e PﬁRﬁh%_
1FROC LD CARZ
ZILDCARD WEBSUBZ
ALIGH WEBSUR
ALIGHZ Al T T H
APPLICAT YERSION
ALDIT WALLS
BLANK VALLIST

Each successive click on the column header, toggles between ascending and descending
order.

Refreshing a Procedure List

When the procedure list is initially displayed, it is a snap shot of the procedures at that
point in time. You can refresh the list to get the most recent list of procedures from the
iProcess Engine by:

« selecting Refresh Procedures from the View menu, or

« clicking on the l——nr*':' icon on the procedure list.

Do not over use this feature — refresh the list only when you need an updated list. Each
time you refresh the list, the iProcess Engine must send a new list to your system, which
can impact performance, depending on the number of items in the list, the speed of your
system, etc.

TIBCO iProcess® Workspace (Browser) User Guide



132 | Working With Procedures

Displaying the Cases of a Procedure

To display a list of the cases of a procedure, single-click the desired procedure in the
procedure list:

'ﬁ Procedures
Tools ~ View - @ @ E r_nl';,':l ,,,(--‘:'B"IEE
ge_l@i_r_u_glnf______iqﬁuiptian |Version |Permission | Active Cases | Total Cases |
n-[: ALLOCATE  Allocate Resources 0.2 Start f History i3 ¥
; n-[: BONUS Bonus 0.0 Start / History a a
D'[: CARPOOL CompanyCar Allocation 1.0 Start / History 28 45
i |:|-[= DY MAMIC D}.rnsmiiizb Frooedure 0.0 Start / History T g
D{g HIRING Hiring Personn=l 1.0 Start / History 24 28
: n-[: INVENTOR  Inwentory 0.0 Start / History 2 2
n-[: CROER Brand crders 0.8 Start / History 18 16

Once a procedure is selected, you can also move the highlight bar with the keyboard arrow
keys to select other procedures.

Either the list of cases for the selected procedure is displayed, or the case list filter dialog is
displayed because the number of cases in the list exceeds the specified threshold. For
more information, see Case Lists.

Displaying Procedure Loading

The procedure loading feature allows you to display a graphical summary that shows you
how many cases there are on the system for one or more of the procedures to which you
have access. The chart displayed by this feature provides a visual view of the case load for
each procedure.

You can access procedure loading in one of two ways:

« Select Procedure Loading Chart from the Tools menu on the procedure list, or click

the E icon on the procedure list toolbar.

This displays a procedure loading chart that shows you all of the procedures to
which you have access. Note that the very first time you display the procedure
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loading chart in this way, it lists all procedures to which you have access. If you pare

down the list using the Select Procedures function (see Displaying a Subset of

Procedures in the Procedure Loading Chart), from then on the list only contains the

subset you have chosen.

 Right-click on one of the procedures in the procedure list, then select Procedure
Loading Chart from the context menu.

This displays a procedure loading chart that shows you only the procedure on which

you right-clicked.

The following is an example procedure loading chart that shows multiple procedures:

(R) ——

B Procedure Loading Chart il Bl 2
| Procedures Legend (M} - Mozl
{* Show Mames M open M Closed Eﬁi: Eﬁiﬁmbﬁed
| {7 Show Desaiptions N Tctal (W) - Withdrawn
| View = BB G Count: 11
7 14 21 23 25 42 49
ALLOCATE m =
(R) —
BONUS

The green and red-colored bars indicate the number of open and closed cases. The blue

bar shows the total number of cases for each procedure. Placing the cursor on the bars of

the chart causes the exact counts for that procedure to be displayed.

Selections are available on the View menu that allow you to display the statuses (released,

unreleased, model, and withdrawn) of procedures you want shown on the chart. For more

information, see Procedure Status.

The procedure loading chart can be refreshed at any time by either selecting Refresh

Procedures on the View menu, or by clicking on the Dr‘" icon on the toolbar.
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You can close the procedure loading chart by clicking on the X in the upper-right corner.

Displaying a Subset of Procedures in the Procedure Loading Chart

The first time you display the procedure loading chart, it will list all procedures to which
you have access. You can, however, choose to display only a subset of the available

procedures by selecting Select Procedures from the View menu, or by clicking the g’—g
icon on the Procedure Loading Chart dialog. The following dialog is displayed:

| % Procedure Selection ﬂ |

Select procedures to display in loading chart

F Select or deselect all procedures

ALLOCATE - "Allccate Resources™ {R) b
BONUS - "Bonus” (R)

HIRIMG - "Hiring Perscnnel™ {R)
INWEMTOR - "Inventory™ (R} ll

~
W
F CARPOOL - "Company Car Allecation™ {R)
2
v
2

OROER - "Brand orders™ [R)

Cancel |

This dialog contains a check box for each procedure to which you have access. You can
select or deselect all of the boxes in the list using the first check box on the dialog; you can
then check/uncheck individual boxes in the list, as desired. When the desired procedures
are selected, click OK.

The procedure loading chart will list only the procedures that you’ve selected on the
Procedure Selection dialog. This selection will persist until you change it again.

Procedure Status

You can display four statuses of procedures in the procedure list:
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» Released - A procedure with this status can be used in live production. Cases can be
started, with work items being sent to user/group work queues, etc.

You will typically be dealing with this status of procedure.

» Unreleased - New procedures default to a status of Unreleased. Work items from
cases of procedures with a status of Unreleased go to a “test” work queue for the
user or group who is the addressee of the step (for more information about test
work queues, see Released vs. Test Work Queues). This allows the new procedure to
be tested/evaluated prior to releasing it.

« Model - This is the status a Released procedure has after being imported (which is
something a system administrator would do). This status allows new versions of a
procedure to be imported without overwriting an existing Released or Unreleased
version. Work items from cases of procedures with a status of Model go to a “test”
work queue for the user or group who is the addressee of the step. This allows the
new version to be tested/evaluated prior to adopting it on the target system.

« Withdrawn - Procedures with this status are no longer used in a production
environment. Cases cannot be started against a withdrawn procedure.

The default is to display Released procedures, although you can decide which statuses of
procedure to display by selecting the desired status(es) on the View menu on the
procedure list:

View v | E Eﬁ'ﬁ: o181

oy v Released Procedures |

oo Unrelezgd Procedures

EE Model

E).ﬁ Withdrawn Procedures

cedures

You can display any number of the statuses at one time.

Procedure Status Icon

By default, the procedure list displays a Status column that contains icons that represent
the status of the procedure.
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ﬁ Procedures

Tools * View ~ ﬂ|ﬂ||£|__'?f;,|{;§$'532

Status m Description icn | Permission

{2  ALLOCATE Allocste Resource 0.2 Start / History B8 7
s{f BONUS Bonus 0.0 Start / History 0 a
s{@ CARPOOL  Company CarAllc 1.0 Start / History 28 45
o{] CASESTAR CaseStart-Frocess 0.0 Start / History 0 o
T DYNT 0.0 History 8 9

The possible procedure status icons are:

Icon Status
Released Procedure

Released Sub-Procedure

= [aal

Unreleased Procedure

&

Unreleased Sub-Procedure

%=

Model Procedure

Model Sub-Procedure

Withdrawn Procedure

Withdrawn Sub-Procedure

> || & | B T

Procedure Versions
When procedures are defined, they are given a two-digit version number, in the format:

<MajorVersion#>.<MinorVersion#>
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For example, 1.0, 1.1, 1.2, 2.0, and so on.

There can be multiple versions on your system at any one time. This allows administrators
to test a modified procedure while still running the previous version in a live environment.

. ﬁ Procedures

Tools = View ~ 0 Iﬂ” E D:;|D22

Stat( Name | Desmviption \Version | Permission | Active Cases | Total Cases
o8 ALLOCATE Allocate Resource 0.2 Start / History € 7
|:|-[= BOMNUS Bonus 0.0 Start / History a i
{8 CARPOOL  Company Car Allc 1.0 Start / History 28 45

By default, the Version column is displayed in the procedure list, although your system
may not show it. For information about customizing the columns in the procedure list, see

Customizing Columns in a List.

Version History

You can view a procedure’s version history in one of the following two ways:

— Right-click on a procedure in the procedure list to open a context menu, then
select Versions from the context menu. This allows you to view version history
without opening a list of cases for the procedure.

or

Click on the desired procedure in the procedure list; this displays the case list.

Then either click on the @ icon, or select Versions from the Tools menu on

the procedure list.

A window similar to the following is displayed:
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| @ Versions: ORDER ﬂ g ﬂ |
|"|.|"El§|'un |3I;E|tu5 User Comment |Created Modified Released |W|'th|:iawn a]
i 06 Withdrawn  swadmin 2008-02-31 11:25:00 20100707 15:02:00 20100707
Eﬁ 0.7 Withdrawn swadmin 2010-07-07 15:02:00 20100707 15:02:00 2010-07-07 15:02:00 2010-07-07
off 0.8 Released  swadmin 2010-07-07 15:08:00 20100707 15:09:00 20100707 15:09:00
=
« | i
— Wersion History
Date Usar Action Comment |;|
2010-0707 15:08:58 swadmin Maodified Another new version
2010-07-07 15:02:10 swadmin Released
=
Close

The section on the top of this window identifies all current and past versions of the
selected procedure.

Clicking on one of the versions in the top section causes history information about that
version to be displayed in the section on the bottom of the window.

Close the Versions window by clicking on the Close button.

Sub-Procedures

Sub-procedures provide the ability for a case of one procedure to start a case of another
procedure as one of its steps.

When a sub-procedure is started, flow is halted along that particular path of the calling
procedure until the sub-case has completed. When the sub-case completes, flow will
resume in the main procedure.

When a procedure is defined, it is defined as either a “main procedure” or a “sub-
procedure”. You can directly start a main procedure from the procedure list. Sub-
procedures cannot be directly started; they can only be started by a step in another
procedure.
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Sub-procedures can be many levels deep, i.e., a sub-procedure can also contain a sub-
procedure call step, and the sub-procedure started by that call step can contain another
sub-procedure call step, and so on.

When a sub-procedure is started from another procedure, the system looks at the sub-case
precedence setting to determine which status of the sub-procedure it should start. The
default is to always start the released status of the sub-procedure, although you can
specify that it look for other statuses of the sub-procedure to start. For instance, you may
specify that the system look for a model status of the sub-procedure first, and if it doesn’t
find one then to look for a released status. For information about setting the sub-case
precedence, see Sub-Case Version Options.

You can also view the case history for the sub-case by viewing the case history for a main
case, which shows you when sub-cases are started and completed, as well as the actions
that are performed within the sub-case. For more information, see Case History.

Also see Displaying Main and/or Sub-Procedures for information about choosing whether or
not sub-procedures are displayed in the procedure list.
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Starting a Case

This section describes how to start a case of one of the procedures in the procedure list.

Starting a Case of a Procedure

Starting a case of a procedure begins with selecting the procedure you would like to start.

Display the procedure list to view the list of procedures to which you have access:

'ﬁ Procedures

Tocls = View ™ ﬂ @ E E@DE

:E‘n-‘tat| MName : D'Enip‘ti{.:n "'l.-"Elslnn ; F':EITI'IiEEii.JI'I |:f'-.|:t|1-.-"|=_l C—EEE Tntal C-EEE
iEﬂI:I:C;:ﬁ.{E_AIInm_t;HEuumE l-ZI.Z _Ei-tart.l' History : 8 T

; u.[g BOMUS Bonus 0.0 Start / History 1] 4]

E n-[: CARPCOL Company Car Allc 1.0 Start / History 28 45

i .E CASESTAR CaseStart-Proocess 0.0 Start / History a a

| 5P Dy 0.0 History 8 a

Notice that the Permission column in the procedure list tells you which of the procedures
you have permission to start (it also shows if you have “History” permission for the
procedure). This is specified when the procedure is defined. (For more information, see
Procedure Permissions.)

Also notice that the sub-procedure shown in the list above (DYN1) does not indicate start
permission; that’s because sub-procedures cannot be directly started; they must be started
by a sub-procedure call step in another procedure.

Note: It is common for cases to be started programmatically. Therefore,
depending on how your system was designed, this may not be a function you
will perform.
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You can start a case in one of the following two ways:

— Right-click on a procedure in the procedure list to open a context menu, then
select Start New Case from the context menu. This allows you to start a case
without opening a list of cases for the procedure.

or
— Click on the desired procedure in the procedure list; this displays the case list.

=
Then either click on the e
menu on the procedure list.

icon, or select Start New Case from the Tools

The following window 1is displayed:

() start Case: ALLOCATE s ] |
Case Desoiption “Required
Ok Canoel

Enter a case description, then click OK.

The case description may or may not be required, depending on how the
procedure was defined. If it’s required, “xRequired” is displayed 1in
this window (as in this example).

Depending on how your procedure was defined, a form may be displayed at
this time, or starting the case may result in some other action that is
not apparent to you.

If a form is displayed, see Processing Work Items for information about working with forms.
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Working With Cases

This section describes working with cases of a procedure.

Case Lists

A case list presents all of the cases that have been started for a particular procedure.

To view a case list, select (single click) a procedure in the procedure list:

ﬁ Procedures £3 Cases: HIRING

Tocls = View ™ @ Iﬂl | E D:; | C-' iz Tools ¥ View 7 “a | ? {iﬁ B":J % it I'_'F_
Stat| Name | Desaription |Versio| Permizsion | Adtive Total ~ | |Stat| Number | Description | Started By |Sterted Date/Time | Te+
n-[: ALLOCATE Allocate Resource 0.2 Start / History 8 i & 52 Franklin Maorse - HR rep bobby@vi1 2009-03-31 11:50:03 2L
n.[: BONUS Bonus 0.0 Start / History a o 101 Annie Smith - Cledk [l bobby@v11 2009-03-31 11:40:30 20
n{: CARPCOOL Cempany CarAlle 1.0 Start / History 28 45 $ 252 Cindy Manson - Marketing bobby@v11 2009-03-31 13:38:27

U{: DYNAMIC  Dynamic Sub Prov 0.0 Start / History s g @ 33 Linda Horner - Engineer  swadmin@v11 2008-03-31 13:20:12

o2 HIRING Hiring Parsonnel 10{}_..,} Start/ History 24 28 @ 502 Genassl Admin Il bobby@t 1 2005-04-08 11:09:05

n{g INVENTOR  Inventory 0.0 Start / History 2 2 $ 752 John Jadkson - Dev | swadmin@v11  2008-08-11 14:10:08

n{: ORDER Brand orders 0.8 Start / History 16 16 $ 853 Sandy Melson - Dev || swadming@v11 2009-08-11 14:24:22

When you select a procedure, one of two screens is displayed:
« The case list (as in the example above)
« Afilter dialog for the case list

The window that is displayed depends on how your system has been set up. By default, the
case list is displayed. However, there is a user options setting that allows you to specify
that if the number of cases for the procedure exceeds a specified threshold, to
automatically display the filter dialog first. This allows you to enter a filter expression to
pare down the list before displaying it.
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o Note: From a performance standpoint, it’s important that you understand that
when a case list is displayed, the information about all of the cases in the list is
downloaded from the iProcess Engine. There can potentially be thousands of
cases for a particular procedure; if you download all of them, it could take a
long time. That is why if the number of cases exceeds the specified threshold
number, the system is suggesting you filter the cases prior to listing them (they
are not actually downloaded from the iProcess Engine until you display the case
list).

Also note that there is a configuration parameter that can be set by the system
administrator that specifies the maximum number of cases to download at one
time. For more information, see Limiting the Number of Cases Displayed.

For information about specifying whether or not to display the filter dialog first, see Filter
Options.

For information about using the filter dialog to filter the case list, see Filtering a Case List.

If the case list is displayed, and the Filter icon on the case list toolbar has a green check
mark next to it, the list is currently being filtered — the last filter expression applied to the
case list is in effect. For more information, see Filtering a Case List.

Z

Also, if the Sort icon on the case list toolbar has a green check mark next to it, the list is
currently being sorted — the last sort criteria applied to the case list is in effect. For more
information, see Sorting a Case List.

W

Information about each case is provided in the columns of the case list. The specific
information that is displayed on your system will depend on how your system was set up
— see Customizing Columns in a List.

Selecting Cases in a Case List

The effect of selecting a case from the case list (i.e., single-clicking an item, or moving the
highlight bar with the keyboard arrow keys) depends on whether or not the preview feature
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is turned on:
o If preview is turned off, selecting a case from the case list has no effect.

« If preview is turned on, selecting a case from the case list causes the case summary
to be displayed in the Preview Pane section, as follows:

£ Cases: HIRING

Tools * View = B8 Q@alﬂﬁgl?@ﬁﬁ!%'ﬂlfﬁ}m

Sl Nomber | Desaption [Slaried By | Started Date/Tima | Terminated Daie =
& 53 Franklin Morse - HR rep bobbyi@vi11 2009-03-31 11:50:03 20089-12-09 D8:54
101 Annie Smith - Clesk 11 bobby@v1 2009-02-31 11:40:30 2009-12-09 D&:5!
@ 252 {b'cindy Mansen - Marketing bobby@v11  2009-03-31 13:38:27 '
.. 301 . Linda Horner - Engineer  swadmini@wvi1 2008-03-31 13:20:13
@ 503 General Admin [l bobby@vi1 2009-04-08 11:08:05
[ ] Jehn Jadson - Dev I swadmin@v1 2008-05-11 14:10:05
@ &53 Sandy Nelson - Dev I swadmini@vii 2008-08-11 14:24:22
@ =02 Meona Whetland - HR swadmin@v1 2008-08-11 14:25:07 ;I
& 953 Region Mgr - 03-13-08 swadmin@v11 2009-08-11 14:25:40

) case Summary

Case Description: "Cindy Man=zon - Marketing”
Case Number: 252

Started Date/Time: Mar 31, 2009 1:38 PM
Terminated Date/Time:
Time in Process: 67 wks, 0 days, 0 hrz, 45 mins

Status: Active
Started By: bobbyi@vi1
Case Reference: 4-252

Procedure: HIRING v1.0 "Hiring Perzonnel”
Host Hode: v11

The case summary provides more information about the case than what may be
available from the columns in the case list.

Note: Double-clicking on a case in the case list constitutes opening the case.
Opening the case causes the case details for that case to be displayed. For
information about opening cases, see Opening Cases.

The preview feature can be turned on and off clicking the icon on the toolbar, or by
selecting Preview from the case list View menu.
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The following drop-down menu is displayed:

?Fvi
E v Preview On - Open Detailz in Preview Pane :
= Preview ©n - Float Details |
I

[l Praview Off |

You can turn preview on by selecting either of the first two selections — the difference
between the two is where the case details will be displayed when you open (double-click)
the case in the case list.

You can turn off the preview feature by selecting the Preview Off selection.

For additional information about selecting items in general from lists, see Selecting Items
in a List.

Case List Columns

By default, certain columns are displayed in a case list. You can easily customize the
columns that are displayed by either using the Column Selector, or by changing them
manually. For information, see Customizing Columns in a List.

The following table describes the columns of information that can be displayed on the case
list:

Column Meaning
Name
Description The case description that was entered when the case was started. See

Starting a Case of a Procedure.

Host The name of the computer containing the TIBCO iProcess Engine to which
Computer the iProcess Workspace (Browser) is connected.
Host Node The name of the TIBCO iProcess Engine to which the iProcess Workspace

(Browser) is connected.

TIBCO iProcess® Workspace (Browser) User Guide



146 | Working With Cases

Column
Name

Number

Open / Open
Image

Procedure
Description

Procedure
Name

Reference

Started By

Started
Date/Time

Status
Suspended /

Suspended
Image

Terminated
Date/Time

Version

Meaning
A unique number used to identify the case. This is generated when the case
is started.

True - The case is currently open (active).

False - The case is closed.

A description of the procedure that was given when the procedure was
defined.

The name of the procedure that was started to create the case (a case is an
instance of a procedure).

This is a case reference number that is built from the procedure number and
case number; it uniquely identifies the case on the host node. For example,
case reference number 4-1290 — the procedure number is 4 and the case
number is 1290.

The name of the user who started the case.

The date and time the case was started.

An icon that identifies the current status of the case. For information, see

Case Status.

True - The case is currently suspended.
False - The case is not suspended.

For information, see Case Suspensions.

The date and time the case was terminated (i.e., closed).

The version of the procedure that the case is an instance of.
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Number of Cases in a Case List

There is an indicator in the header bar of the case list to tell you how many cases are in
the list. This number is displayed to the right of the Find button. In this example, there are
26 cases.

3 Cases: HIRING

T View- G DD @O |LNW | THAR B G| L
Stat| Number | Desaription Started By | Started Date/Time | Terminated Date
$ 282 Cindy Manson - Marketing bobby@wi1 2008-03-31 12:38:27

Note that this number may indicate the number of cases in the list after it has been filtered
using the filter dialog — if the list has been filtered in this way, there will be a green check
mark next to the Filter icon (for information about using the filter dialog to filter cases, see
Filtering a Case List).

If this number is displayed in the format “##/##” it means the list is being filtered using the
Find button. In the example below, 10 of the 26 possible cases are listed.

£ Cases: HIRING
Tools ~ View v £08 O Q0|7 L _i%,@|_;;,1nxzs

where | Started Dste/Time w = |z009 ¥ Type ahead

For information about using the Find button, see Finding Items in a List.

Limiting the Number of Cases Displayed

By default, when a case list is displayed, all available cases for the selected procedure are
downloaded from the server. If there is a very large number of cases for the selected
procedure, the list may be slow in displaying.

For this reason, there is a configuration parameter that can be set by the system
administrator that limits the number of cases that are downloaded. If this parameter is set,
and you select a procedure that contains a number of cases that exceeds the maximum
specified, only the specified number are displayed. If this occurs, a message is shown on
the bottom of the case list that tells you how many were downloaded, as well as the
number of cases that were not downloaded because they exceeded the maximum number.
For example:
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| @ 1850 Accord 3499 swadmin@iZtagte 2005-12-08 18:13:18
| & 1851 BMW 2387 swadmin@iZtagte 2005-12-08 18:12:38
| 1852 Focus 8634 swadmin@iZtagte 2005-12-08 18:14:01 2007-11-07 11:23:00
| @ 1852 Suburban 5568 swadmin@iZtagte 2005-12-08 16:14:25

Maximum number of cases: 100 Number of cases excluded: 87

If the configuration parameter is not set, or if it is set and the number of cases does not
exceed the maximum, the message on the bottom of the case list is not displayed.

Finding Cases in the Case List

The case list contains a Find button that can be used to quickly find the case you are
looking for.

I O 167

For general information about using the find function, see Finding Items in a List.

When using the find function on case lists, it is often used in conjunction with the filter
function (for information about the filter function, see Filtering a Case List). When used on
the case list, the intent is for the find function to refine the search that has already been
done using the filter function. Typically, the filter function is used to present a list of cases
that are of continual interest. You can then use the find function to further refine the
search through the list of filtered cases. When you are done with the find function, and
close it, the list returns to the list presented by the filter function. If you want a different
list of cases that are of continual interest, the list should be filtered using the filter
function.

Note that the Filter, Sort, and Refresh icons and menu selections are disabled while the
find function is being used — you must close the find function to change filter or sort
criteria, or to refresh the list.

Refreshing a Case List

When a list of cases is initially displayed, it is a snap shot of the cases at that point in time.
You can refresh the list to get the most recent list of cases from the iProcess Engine by:

« selecting Refresh Cases from the Tools menu, or
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K

Be aware that every time you refresh a list, it causes the entire list to be downloaded from
the iProcess Engine. For information about the impact of this, see the note on Case Lists.

icon.

« by clicking the

Note that if you have defined filter and/or sort criteria for the case list, they will be applied
on the refreshed list of cases — the case list is displayed if the number of cases does not
exceed the specified number; the filter dialog is displayed if the number of cases exceeds
the specified number. (For more information, see Filtering a Case List.)

Case Status

By default, the first column in the case list displays icons that indicate the case’s status.
The following table shows the possible icons and their meanings:

Icon Case Status
The case is active.
The case is suspended.

The case is closed.

CINCINCINGY

The case has been purged. If the case list is refreshed, the purged case will no
longer appear in the list.

Filtering a Case List

“Filtering” a list of cases involves entering filter criteria so that only some of the cases are
shown in the list, rather than all of them. Filtering a list of cases allows you to display only
the cases you are interested in. For example, you may only be interested in cases that were
started earlier than a certain date. You can filter the list so only those cases are shown.

The filtering function allows you to build a “filter expression” that is applied to all cases for
the procedure that was selected. If the case satisfies the filter expression (e.g., the start
date is earlier than a specified date), it is shown in the case list; if it does not satisfy the
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filter expression (e.g., the start date is later than a specified date), it is not shown in the list
(and is not downloaded from the iProcess Engine).

You can filter the case list at any time by:
Y

« by selecting Filter... from the View menu on the case list.

« clicking on the icon, or

This displays the filter dialog, on which you can specify a filter expression. This is explained
in the following subsections.

The filter dialog may also be automatically displayed when you attempt to display a list of
cases by selecting a procedure from the procedure list. This occurs if the number of cases
of the procedure exceeds a threshold that you’ve specified in your user options (see Case
Filters).

If the number of cases exceeds the number specified in your user options, the filter dialog
is displayed:

o Note: If you had applied a filter expression the last time you viewed the case
list, that same filter expression will be applied when you open the list again — in
other words, the most recently applied filter expression will remain in effect until
you remove it or change it. If a filter expression is still active, the Filter icon will
be shown with a green check mark (as shown below), and if the filter dialog is
displayed, the previously entered filter expression will be shown in the
Expression section.

Y

Filter expressions for a particular list are saved either locally or on the server,
depending on a configuration setting made by the system administrator:

— If saved locally, and you log into a different machine, the filter you
defined for a particular list will not be in effect on that new machine
— filters defined on a specific machine will apply only to that
individual machine.

— If saved on the server, and you log into a different machine (and
connect to the same server), the filters you defined will be in effect on
the new machine.
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©3 Cases: CARPOOL

{:f’ Favorites

e P e This E‘.CI'.‘EEdE ‘thE.E-pED!‘fIEd thmh{:—ld. of E'DD . .

Applying a filter is recommended prior to viewing the list.
Fizld Oper. Value ANDIOR
- - v &

Expression
2 &
|-

ltems: 1655
| ok | Close |

Notice the “1655 items will be returned” message in the upper left part of the filter
dialog. This is the number of cases that will be displayed if you click on the OK button to
display the case list. If this is a large number, you should enter a filter expression so that a
smaller list is displayed, making it easier to find the cases you want to work on.

The message on the top right of the filter dialog tells you the maximum number of cases
that will be downloaded without displaying the filter dialog — in this example, it’s 500. For
information about specifying this number, see Case Filters).

Building a Filter Expression

The filter dialog allows you to build a “filter expression” that is used to evaluate each case
to determine if it should be included in the list.

The following summarizes building a filter expression:

« Choose a field to filter on. A “field” in this context is not necessarily a field that
appears on a form in a work item — although it can be. These also include “system
fields,” which contain information about the case that is stored in the system, such
as the date/time the case was started, the user who started the case, etc.

« Choose an operator that will be used in your filter expression, e.g.,’=" (equals), '<’
(less than), >’ (greater than), etc.
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« Enter the value to be compared against the value in the field you chose. (The value
entered in the Value field must match the data type for the field selected. For
information about the valid data types, see Value Data Types.)

For example, to list only cases that were started after July 15, 2005:
— Field: Started Date
— Operator: >
— Value: 15/07/2005

You can choose multiple fields to filter on.

At any time while building the filter expression, you can “apply” the expression by clicking
on the Apply button. The “##### items will be returned” message is updated to inform
you of the number of cases that satisfy the filter expression you’ve built. This is the number
of cases that will be listed when you click on the OK button.

You can also click the OK button at any time without first clicking the Apply button — this
causes any filter expression(s) you’ve entered to be applied and the list displayed. But you
will not know the number of cases that will be returned in the list until after the list is
displayed — clicking Apply first allows you to know how many will be returned before the
list is displayed.

Also note that you can use the Close button to close the filter dialog without applying the
filter expression (assuming you have not yet clicked Apply). Any expression you’ve entered
will remain on the filter dialog, so that if you return to the filter dialog again prior to
closing the case list, the expression you had entered will still be available.

You can clear/remove the currently displayed filter expression at any time by clicking on
one of the ”eraser” icons on the right side of the filter dialog.

Each of the steps required to build the filter expression is described in more detail in the
following subsections.

Choosing a Field to Filter On

To choose a field to filter on:

1. Click the arrow on the right side of the Field column. The following drop-down list is
displayed:
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Field

ADDRESS
APPDATE

Case Description
Case Mumber
Case Status
COUNTY

FIRST

Procedure Description
Started By

Started Date
Started Date/Time
Started Time

Terminated Crate

AA

This drop-down list provides a comprehensive list of the fields you can filter on. It

consists of:

» System Fields - These fields contain information that is provided by the
system, e.g., the date and time the case was started, the case number, etc.

A comprehensive list of available system fields is provided in System Fields

Available for Filtering Cases.

« Case Data Fields - These are fields that are defined by the designer of the
procedure and that are placed on forms in the procedure. For example, there
may be a “Last Name” field defined in the procedure. You can filter the cases
so that only cases that contain a “Last Name” field with a value of “Smith”
are displayed. (The example above contains some CDQP fields — ADDRESS,

APPDATE, COUNTY, etc.)

Note that case data fields contain “case data” (as opposed to “work item
data”). (“Work item data” is the data associated with a work item while it’s in
a work queue — if you enter information in a form, then “keep” the work
item, work item data includes those changes. “Case data” is the information
that is written to the database after you’ve “released” the work item — if you
enter information in a form, then “keep” the work item, case data does not
include those changes.) For more information about these types of data, see

Case Data Fields.

2. Select the desired field from the drop-down list. The field name may or may not
immediately appear in the Expression window on the bottom of the filter dialog,
depending on the data type of the field, as follows:
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— If you select a Text field, the field name immediately appears in the Expression
window.

— If you select a Numeric, Date, Time, or DateTime field, the field name does not
immediately appear in the Expression window. For these types of fields, the
system wants to validate the data you enter before allowing you to apply the
expression. Therefore, it does not display the expression in the Expression
window until you have entered a complete valid expression. (For Text fields, any
value constitutes a valid expression.)

For information about the data type for each system field, see System Fields
Available for Filtering Cases.

Choosing an Operator for the Filter Expression

The Oper. field allows you to select an operator for the filter expression. Click on the arrow
on the right side of the Oper. field. The following drop-down list is displayed:

Field Oper.
[rate Started - =

S

Select the appropriate operator from the list (you can also type in the operator). The
selections are:

Operator Description
? Equal to (regular expression equality operator)!
< Less than

Lusing this operator allows you to enter “regular expression” syntax to perform more complex
string search functions. As regular expressions are beyond the scope of this document, see an
outside source for information about valid regular expression syntax.
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Operator Description

<= Less than or equal to
<> Not equal to

= Equal to

> Greater than

>= Greater than or equal to

Specifying a Value for the Filter Expression

Enter the value in the Value field that you would like compared to the value in the field
you selected in the Field field.

For example, to list all cases that were started on Oct. 20, 2005:

Field Oper. Walue AMDSOR
Started Date v | = ¥ |20/10/2005 ",’5’

o Note: When the iProcess Workspace (Browser) sends a Date field value to the
iProcess Engine for filtering, it must be enclosed in exclamation characters (e.g.,
112/12/2005!), and Time field values be enclosed in ‘#’ characters (e.g., #12:00%#).
Therefore, once you’ve entered a valid date or time in the Value field for those
field types, the value shown in the Expression window is automatically enclosed
in the applicable characters. For example:

Expression

SW_STARTEDDATE = 112/12/2005!

DateTime field values are sent to the iProcess Engine enclosed in quotes (e.g.,
“12/12/2005 10:30”).
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Value Data Types

The value entered in the Value field must match the data type for the field selected. (For
information about the valid data types for each of the system fields, see the list of system
fields on System Fields Available for Filtering Cases.)

The following are the types of data that can be entered in the Value field:

Data Type Description

Numeric Consists of one or more of the numbers 0-9. Used for things like the case
number.
Text Consists of any number of letters, numbers, or special characters (e.g., #, S,

etc.). Used for things like the case description and the starter of the case.

Date The default date format! is “dd/mm/yyyy”.

Example: 25/12/2005

Time The default time formata is “hh:mm?”, using a 24-hour clock.

Example: 18:30

DateTime The default date/time formata is “dd/mm/yyyy hh:mm”.

Example: 25/12/2005 18:30

The date and/or time format that is currently specified on your TIBCO iProcess Engine is
shown on the filter dialog when you select a date or time field in the Field drop-down list.
For example:

Field Oper. Walue AMDOR
Started DatedTime w = - -

Format: ddfdbdfnnny hh:mm

IThe order of the day, month, and year, as well as the date and time separator characters are
specified on the TIBCO iProcess Engine. These may be different on your system, depending on
how it was set up.
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The iProcess Workspace (Browser) also provides information about the format required for
other types of fields selected from the Field drop-down list. In the following example, the

application is telling you that you must enter either an “A” (to list active cases) or “C” (to
list closed cases):

Field Oper. Walue AMDOR

Caze Status w | = - -

Format: Either A (active]) or C (closed)

Using Wild Cards in the Filter Value
You can use the following “wild card” characters in the value you enter in the Value field:
Wild Card Character Description

The asterisk matches zero or more of any character.

The question mark matches any single character.

Wild card characters may be substituted for one or more characters in your filter value. For
example:

 To list the cases with a case description that begins with the letters “Ca”:

Field Oper. Walue

Case Description v = W Ca*

« To list the cases with a case number from 2250 through 2259:

Field Oper. Walue

Caze Mumber w | = w |zzL7

Filtering on Empty Fields

The special SW_NA value can be used in filter expressions to list cases that contain a field
that is empty (the “NA” means “not assigned”).
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Note, however, this value must be typed into the Expression section (free-form area — for
information about building free-form expressions, see Building a Free-Form Filter
Expression). If it is typed into the Value field, the system will enclose it in quotes in the
expression — you don’t want quotes around it.

For example, to list the cases containing an Occupation field in which a value has not been
entered, type in this expression:

Expression
QCCUPATION = ZW _HNA

Conversely, to list the cases containing an Occupation field in which a value HAS been
entered, type in this expression (using the “not equal” operator):

Expression
OCCUPATION == 20 NA

Ranges of Values

Ranges of values can be specified, although it requires you to enter special syntax in the
Expression section. A range of values must be in the following form:

FilterField=[Vall-Val2|Vval3|Val4-Val5]|...]

This allows you to specify one or more ranges, each separated by a vertical bar character
(), all enclosed in square brackets ([ ]). You can also include individual values in the
expression (as shown with Val3).

For example, the following expression will return all cases that have a case number
between 1700 and 1800, as well as the case with a case number of 1850:

Exprassion
EW_CASENUM = [1700-1800 | 1850]

You can enter the entire expression free-form in the Expression section, if desired. Or, you
can select the field and operator from the Field and Oper. field drop-down lists. You may
or may not be able to enter the entire value in the Value field, depending on the filter field
chosen. If required, modify the expression in the Expression section so that it is in the
form shown above.

If dates and/or times are used in a range of values, they must be specified in the following
format:
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Dates/Times Format Required
Datel ldd/mm/yyyy!

Time #mm:hh#

DateTime? “dd/mm/yyyy mm:hh”

For example, the following expression will return all cases that were started between the
dates of Jan. 01, 2006 and Jan. 31, 2006 (inclusive):

Exprassion

SW_STARTEDDATE = [!0170172008! - 1321/701/720061]

And the following expression will return all cases that were terminated between the times
of 9am and 11am, as well as between the times of 3pm and 3:30pm (all inclusive):

Exprassion
SW_TEPMINATEDTIME = [#02:00f - £11:00f | #15:00f - #15:30#]

Applying the Filter Expression

To apply the filter expression shown in the Expression window, you can:

« Click the OK button. This causes any filter expression(s) you’ve entered to be applied
and the list displayed. But you will not know the number of cases that will be
returned in the list until after the list is displayed.

 Click the Apply button. The system will apply the filter expression and calculate how
many cases satisfy the expression. This number is shown on both the top and the
bottom of the filter dialog (150 in this example):

IThe order of the day, month, and year can be modified by the system administrator. The correct
order is shown on the filter dialog if you select a date field in the Field drop-down list.
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£7 Cases: CARPOOL
ﬁ:}f F avorites
150 items will be returned.

Field Oper. Walue ANDIOR

Caze Status = W A w .5?

Farmat: Either Aactive) or C (closed)

Expraszsion
EW_STATUOE = "A" ﬁ{#

ems: 150
| ak | Clase

If you clicked Apply, and the number of cases that will be returned from the iProcess
Engine is satisfactory, click the OK button to display the case list (for information about the
case list, see Case Lists).

If the number of cases is still too large, you can modify the filter expression by changing
any of the selections in the Field, Oper., or Value fields, then click Apply again to get a
new case count.

Anytime you add, delete, or modify a filter expression on the filter dialog, and have not yet
clicked the Apply button to apply it, the following message is shown to notify you that the
changed filter expression has not been applied:

i\' Filter has been modified but not applied.

Whenever the message shown above is displayed, the Apply button will be active.

You can also click one of the “eraser” icons to delete filter expressions. Clicking the one to
the right of the filter fields clears that row of fields; clicking the one to the right of the
Expression window clears all filter expressions entered so far.

Note that if you apply the filter expression, then view the case list, the Filter icon will now
contain a green check mark to indicate that a filter has been applied on the list:
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Y

Specifying Multiple-Clause Filter Expressions

You can use logical operators to combine multiple “clauses” in your filter expressions.

A “clause” is a field/operator/value set. The expression:

SW_STARTEDDATE < !20/10/2005! AND SW_STATUS = ”A”

contains two clauses, separated by the AND operator. The following are the logical
operators that can be used to separate clauses:

Operator Description
AND The expression is true if the first clause and the second clause are true.
OR The expression is true if the first clause or the second clause is true.

Logical ANDs and ORs are entered into a filter expression using the AND/OR field. Click the
arrow to display the drop-down list and select either AND or OR. When you select an AND
or OR, another set of fields is displayed, in which you can specify the clause that will be
‘AND’ed or ’OR’ed to the preceding clause.

Example 1

This example will return all cases that were started on or before 20/10/2005, and that are
currently active (i.e., they have a status of “A”):

Field Oper. Walue ANDYOR
Started [ate w | == ¥ z0/10/2008 AND W
Caze Status w | = w A -

In this example, both clauses must be true for a case to be returned in the list.
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Example 2

This example will return all cases that were started by either user “susieq” or “bobr” (note
that when using the “Started By” field, the user name must be followed by “@node”,
where node is the name of the server on which that user is defined):

Field Oper. Walue AMDSOR
Started By w (= ¥ |zusiegiserverl Or W
Started By v (= ¥ bobr@serverl w

In this example, either one of the clauses can be true for the case to be returned in the list.

Specifying More Than Two Clauses

If you specify more than two clauses, they are always evaluated in pairs from left to right.
Consider the following:

Field Oper. Walue AMDSOR
Started By w = ¥ |susieglserverl OFr W
Started By w | = ¥ |bobr@serwerl AND W
Case Status v = w [ -

In this example, the entire filter expression created is this:

SW_STARTER = "susieq@serverl" OR SW_STARTER = "bobr@serverl" AND SW_
STATUS = "C"

The system will evaluate this expression as if there are parentheses around the first two
clauses in the expression. For example:

(SW_STARTER = "susieg@serverl" OR SW_STARTER = "bobr@serverl") AND SW_
STATUS = "C"

As you continue to add clauses to the expression, the system continues to evaluate from
left to right. For example, if you added a fourth clause to the expression above, it would
include the following implied parentheses:

((SW_STARTER = "susieq@serverl" OR SW_STARTER = "bobr@serverl") AND SW_
STATUS = "C") AND SW_PRONAME = "LOAN"
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Building a Free-Form Filter Expression

After specifying filter criteria in the Field, Oper., and Value fields, the filter expression
appears in the Expression window:

3 Cases: HIRING

ﬂf Fawvorites
2T itemns will be returned.

Fizld Dper. Valus ANDVOR

Started Date w = w (1870772010 - ,;?

Format: dd/MMAynyryey

E_KE\I_E‘EE-i:}I'I
SW_STARTEDDATE < ![1&/07/2010! ﬂ ,ﬂ'

Items: 27
ok | Close |

The expression that appears in the Expression window is what is actually sent to the
iProcess Engine. You are free to edit this text in any way desired. Note, however, that the
results may not be what you expect if the expression is not in the format required by the
iProcess Engine. For example, dates must be enclosed in exclamation characters
(107/05/2010!), times must be enclosed in the ’#” character (#18:30#). These special
characters are automatically added for you when you use the Field, Oper., and Value fields

to build the expression.

You can also add parentheses to the expression in the Expression window to create more
complex filter expressions.

The system field names that appear in the Expression window (e.g., SW_STARTEDDATE)
are listed in the table of system fields on System Fields Available for Filtering Cases.
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Saving Favorite Filter Expressions

The “favorites” feature allows you to save your favorite (i.e., commonly used) filter
expressions. This allows you to quickly select an expression by name, rather than requiring

you to enter each element of the expression.

To use the favorites feature, click on the Favorites button on the filter dialog:

23 Cases: HIRING
Lo

The following dialog is displayed:

| ",iL{' Favorites Manager A g ﬂ
E‘n-&ved Favorites :I
Mew year cases
. Remawve
hd
Enter a name for a new favorite or select a
Sawved Favorite to replace it.
| 2010-07-14 13:29:35 hd Save | Cioge

In this example, there have already been two favorites saved: “For Audit” and “New year

cases”.

To use one of the saved favorites:
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1.

2.

Select the desired favorite in the Saved Favorites section.

Click the Load button.

The filter expression associated with that name is automatically entered into the
Expression section on the filter dialog and is automatically applied to the case list
— the “### items will be returned” text displayed on the filter dialog indicates how
many cases satisfied the filter expression.

Saving a New Favorite Filter Expression

To save a new favorite filter expression:

3.

Build the filter expression you would like to save using the filter dialog. See Building
a Filter Expression.

Click on the Favorites button on the filter dialog. The Favorites Manager dialog is
displayed.

In the field on the bottom of the Favorites Manager dialog, enter the name you
would like to give the filter expression you are saving in the favorites (the entry in
this field defaults to the current date and time).

Entaer a name for a new favarite or select a
Sawed Fawvarite to replace it.

Mew ywear cases - Save Claze

6. Click Save to save the new favorite.

System Fields Available for Filtering Cases

The following table lists the system fields that can be included in expressions when filtering

cases.

The Description column in the table corresponds to the text in the Field field drop-down
list. The actual system field name (e.g., SW_CASEDESC) is automatically entered in the filter
expression in the Expression window when you choose the system field description from
the Field field.
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Description System Field Name Data Type Comments

Case Description SW_CASEDESC Text

Case Number SW_CASENUM Numeric

Case Status SW_STATUS Text “A” = Active
“C” = Closed

Procedure Description SW_PRODESC Text

Procedure Name SW_PRONAME Text

Started By SW_STARTER Text username@node

Started Date SW_STARTEDDATE Date

Started Date/Time SW_STARTED DateTime

Started Time SW_STARTEDTIME Time

Terminated Date SW_TERMINATEDDATE Date

Terminated Date/Time SW_TERMINATED DateTime

Terminated Time SW_TERMINATEDTIME Time

o Note: For information about data types used in system fields, see Value Data
Types.

Sorting a Case List

The iProcess Workspace (Browser) allows you to sort the information in the columns of the
case list so they are in the order you would like them listed.

For example, you may want to list all cases started by user “susieq” first, then sort those by
case-started date/time, from oldest to most recent. This example would require you to sort
on two fields: “Started By” and “Started Date/Time”.
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To specify how cases in the case list are sorted:

| &
o click on the icon, or

o select Sort... from the case list View menu.

The following dialog is displayed.

£3 Cases: HIRING

ST Favorites 4 P |4 = sotas| -
Select sort fields and specify parameters
Avsilable Fields i - | Sort Fields =
ADDRESS - |
AFPPDATE
<

Case Desoription

Case Mumber ':':|

Case Status

COUNTY p—
FIRST

HIRE

INTDATE

INTERWIEW

LAST ;I ;I

The list on the left shows all of the fields that are available to sort on. To sort the
case list, you must move the desired fields from the list on the left to the list on the
right, then arrange them in the desired priority (order). This is described in the
following subsections.

By default, all case lists are sorted by case number, in ascending order.

TIBCO iProcess® Workspace (Browser) User Guide



168 | Working With Cases

o Note: If you had applied sort criteria the last time you viewed the case list, that
same sort criteria will be applied when you open the list again — in other words,
the most recently applied sort criteria will remain in effect until you remove it or
change it.

If previously applied sort criteria is still active when the work item list is
displayed, a green check mark will be shown with the Sort icon.

W

Sort criteria for a particular list is saved either locally or on the server,
depending on a configuration setting made by the system administrator:

— If saved locally, and you log into a different machine, the sort you
defined for a particular list will not be in effect on that new machine
— sort criteria defined on a specific machine will apply only to that
individual machine.

— If saved on the server, and you log into a different machine (and
connect to the same server), the sort criteria you defined will be in
effect on the new machine.

Selecting Sort Fields

The Available Fields list on the sort dialog provides a list of the fields you can sort on. It
consists of:

« System Fields - These fields contain information that is provided by the system,
e.g., the date and time the case was started, the case number, etc.

A comprehensive list of available system fields is provided in System Fields Available
for Sorting Cases.

« Case Data Fields - These are fields that are defined by the designer of the
procedure and that are placed on forms in the procedure.

For example, there may be a “Last Name” field defined in the procedure. You can
sort the cases so that they are listed alphabetically according to the text in the “Last
Name” field.

Note that case data fields contain “case data” (as opposed to “work item data”).
(“Work item data” is the data associated with a work item while it’s in a work queue
— if you enter information in a form, then “keep” the work item, work item data
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includes those changes. “Case data” is the information that is written to the
database after you’ve “released” the work item — if you enter information in a form,
then “keep” the work item, case data does not include those changes.) For more
information about these types of data, see Case Data Fields.

To specify sort fields:
1. Select the desired sort fields from the Available Fields list:
— Individual fields can be selected by clicking on the desired name.

— Multiple fields can be selected by holding down the Ctrl key while clicking on the
desired names. A group of fields can be selected by clicking on one name, then
holding down the Shift key and clicking on the last name in the desired group.

2. Move the columns to the desired list:

— Fields can be moved back and forth between lists by selecting the desired field
(s), then clicking the “>” or “<“ buttons.

| [ |
Porailable Fields ol et | | Sort Fields ;I
ADDRESS 4 Started By
APFDATE | |4 Case Number

Caze Description S
Case Status

COUNTY [

— You can also move an individual field to the other list by double-clicking on the
field name.

— All fields can be moved from the Sort Fields list to the Available Fields list by
clicking on the “<<“ button.

o Note: You can specify a maximum of 5 sort fields for a case list.

Specifying Sort Priority

The order in which the sort fields are listed in the Sort Fields window specifies the priority
of the sort. If you have multiple sort fields listed, all cases will first be sorted by the first
sort field, then they will be sorted by the next sort field, and so on. For example, if you
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specified “Case Status” as the first sort field, then “Started Date/Time” as the second sort
field (both ascending), the cases would be sorted in the following fashion:

Active Jan. 1, 2006
Active Jan. 2, 2006
Active Jan. 3, 2006
Closed Jan. 1, 2006
Closed Jan. 2, 2006
Closed Jan. 3, 2006

In the example shown above, all active cases will be listed first, followed by the closed
cases. Within each group of active and closed cases, they are sorted by the date and time
they were started.

To change the priority, select the desired sort field(s) in the Sort Fields window, then click
on the “+” or “-” button to move the field(s) up or down in the list.

Specifying a Sort Direction

The list of cases can be sorted in either ascending or descending order:

Azcending Descending
Creler Croer
Number | Mumber |
24972 2979
2473 2478
2479 2977
2975 2476
2476 2975
2477 2474
24978 2973
2470 2472

When a sort field is added to the Sort Fields list, it is ascending by default, which is
denoted by the up arrow next to the field name:
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| Sort Fields
A& Case Mumber

To change the sort direction, select the desired sort field in the Sort Fields list, then click
on the up or down arrow buttons on the sort dialog:

=y

The arrow next to the field name will change to indicate the new sort direction:

| Sort Fields
@ Case Mumber

System Fields Available for Sorting Cases

The following table lists the system fields available for sorting cases:

Sort Field Data Type
Case Description Text

Case Number Numeric
Case Status Text

(“A” = Active;

“C” = Closed)

Started Bya Text
Started Date/Time DateTime
Terminated Date/Time DateTime

a. Sorting by Started By is inherently inefficient — sorting by this field may slow down the sorting process.

Note that the way in which the system sorts the values in the sort fields depends on the
type of data in that field.
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For instance, since the “Case Description” field is text data, that field is sorted
alphabetically; and since the “Started Date/Time” field is a DateTime data type, it is sorted
chronologically according to the date/time.

Sort As Different Data Type

The way in which the system sorts the values in the sort fields depends on the type of data
in that field (e.g., text data is sorted alphabetically, numeric data is sorted numerically,
etc.).

You can, however, tell the application to sort the data in a field using a data type that is
different than the field’s data type. For instance, you can tell it to sort the data in the Case
Description system field (which is a text field) as numeric data.

To sort a field as a different data type, select the desired sort field in the Sort Fields list,
then click on the desired data type in the Sort As field:

e Sort As | Test %
s and specify parameters ¥ Tewt
" SortFields PeTIee
- :4@ Case Drescription L ate
i Time
L4
| Crate & Time
[ |

<< |

The value of the sort field will be converted to the specified data type before doing the
sorting. Note, however, that if the sort field does not contain something readily convertible
to the specified type, the sort results may not be what you expect. For example, if sorting
text as a numeric field but some of the text fields contain non-numeric data, the results
may not be what you expected.

Applying the Sort Criteria

After specifying the sort fields, priority, direction, etc., click on the OK button to apply the
sort criteria you’ve specified.

Anytime you modify a sort criteria, and have not yet clicked the OK button to apply it, the
following message is shown to notify you that the changed sort criteria has not been
applied:
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2% Sort has been maodified but not appliad.

Whenever the message shown above is displayed, the OK button will be active.

When you click the OK button, a red check mark appears on the Sort icon to indicate sort
criteria has been applied.

W

Sorting the Case List Using Column Headers

You can quickly and easily sort the case list on any one of the columns in the list. To sort
on a column, click on the column header. If the column contains text, it is sorted in
alphabetical order; if it is numeric, it is sorted in numerical order.

Once you click on a column header, a small arrow head appears in the column header,
which indicates the order of the sort — if the arrow head is pointing up, the sort is in
ascending order; if it’s pointing down, the sort is in descending order:

Each successive click on the column header, toggles between ascending and descending
order.

Note that the ability to sort using column headers is controlled through user access
privileges — if you do not have the authority to sort using column headers, the arrow head
does not appear in the header when you click it.

Opening Cases

Opening a case causes the case details to be displayed. Case details are presented in a
tabbed format that contains Summary, History, Outstanding, and Data tabs. As the
names of the tabs imply, you can view a summary of the case, the case history details,
information about the outstanding work items in the case, and view/modify the case data
fields.

You can open cases either from the case list or the work item list, as follows:
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Opening Cases from the Case List
« Double-click on the desired case in the case list.
» Select one or more cases in the case list, then:
— press the Enter key,

— select Open Case(s) from the Tools menu on the case list,

o Note: You cannot open multiple cases from the case list if you are
displaying the case details in the preview pane. If you are opening
cases in the Preview Pane, and you select multiple cases, the Open
Case(s) function is disabled.

— right-click the mouse button on the desired case(s) and select Open Case(s)
from the drop-down menu, or

— click on the = icon on the case list.

Open a Case from the Work Item List

Select the desired work item in the work item list, then:
— select Open Case from the Tools menu on the work item list,

— right-click the mouse button on the desired case and select Open Case from the
drop-down menu, or

— click on the = icon on the work item list.

Case Details

All of these methods of opening cases cause the case details to be displayed:
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Summary I History r Dwtstanding I Data ] :J Close

Tools ~ View ~ oaa|n-:2;:||}

%\ case Summary

Case Description: "John Jackson - Dev I
Casze Number: 753

Started DateiTime: Jun 11, 2009 2:10 P
Terminated Date/Time:
Time in Process: 56 wks, 5 days, 22 hrz, 41 ming

Status: Active
Started By: swadmini@v11
Casze Reference: 4-753

Procedure: HIRING v1.0™
Host Hode: v11

4] | o

For information about using each of the tabs in the case details, see the following:

e Summary Tab - Case Summary

History Tab - Case History

Outstanding Tab - Outstanding Work Items in the Case
Data Tab - Case Data Fields

Case Details Location

The location at which the case details are displayed depends on whether you are
displaying them from the work item list or case list, as follows:

« When displayed from the work item list, case details are always displayed in a
separate dialog.

« When displayed from the case list, the location of case details depends on whether
or not the preview feature is turned on, as follows:

— If preview is turned off, the case details are always displayed in a separate
dialog.

— If preview is turned on, the case may be opened either in the preview pane or a
separate dialog, depending on the current preview setting.

If the Preview On - Open Details in Preview Pane selection is checked, the
case details are opened in the preview pane. (Note that the Preview Pane may
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be set to automatically resize when the case detail are opened, then return to
the previous size when the case details are closed. For information about how
this done, see Case Preview Default .)

If the Preview On - Float Details selection is checked, the case details are
opened in a separate dialog.

=
The preview setting can be viewed or set by either clicking the ga icon on the
case list toolbar, or by selecting Preview from the case list View menu. The

following drop-down menu is displayed:
7

E v Preview On - Open Detailz in Preview Pane

m Preview &0 - Float Details |

|
[l Preview Off |

The check mark indicates the currently selected preview option.

o Note: If you have chosen to display case details in a separate dialog, and there
are multiple cases selected in the case list when you open them, a separate
dialog for each selected case is displayed.

But if you have chosen to display the case details in the preview pane, you
cannot open multiple cases at one time — if you select more than one case, the
Open Case(s) function becomes disabled.

Case Summary

To view summary information about a case, open the case. The initial tab displayed is the
Summary tab:
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Summary I History I Dwtstanding I Data ] :J Close

Topls = View jaa|n-:la—:||-_n¢

%\ case Summary

Case Description: "John Jackson - Dev I
Casze Number: 753

Started DateiTime: Jun 11, 2009 2:10 P
Terminated Date/Time:
Time in Process: 56 wks, 5 days, 22 hrz, 41 ming

Status: Active
Started By: swadmini@v11
Casze Reference: 4-753

Procedure: HIRING v1.0™
Host Hode: v11

4] | o

This window displays demographic-type information about the case, such as who started
it, the date and time it was started and/or terminated, etc.

Refreshing the Case Summary

The information displayed in the Summary tab is the information that was downloaded
from the iProcess Engine when the case list was initially displayed (or the last time it was

refreshed). You can refresh this information by either clicking on the |-_n¢ icon on the
Summary tab or by selecting Refresh Case from the Tools menu on the Summary tab.

This refreshes the information for this single case.

Case History

Viewing case history allows you to see the case’s chronological progress through the
procedure, that is, it shows you which steps (work items) have been processed and who
processed them. This is sometimes referred to as the case “audit trail.”

To view the case history, open the case, then click on the History tab. A window similar to
the following is displayed:
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Surnmarny I History I Outstanding I Data I ij Close

Tools ™ View ~ @ Q | =_ ? | DF:J ¥ Show seconds and microseconds Count: 2

=2 %jﬂ Case: CRDER - 4853 - "Belt Stantions 880HY™
JJ 2010407-15 07:55:39.108618 - Case started by swadmini@v11
_-_J 2010-07-15 07:55:38.106710 - “Application” processed to swadmin@wi 1
__J 2010-07-15 07:55:39.1368088 - “Application” opened by swadming@v11

Start of __J 2010-07-15 07:55:32.152355 - "Application” released by swadmini@v11
sub-tase —— 3 |o | 2010-07-15 07:55:28. 163536 - Sub-Case started from "CREDIT”
— EJ 2010-07-15 07:55:32.184849 - Case started by swadmini@v11
Activitios J e | 2010-07-15 07:55:28. 166592 - "CHECKIT™ processed to swadming@v11
in the e | 2010-07-15 08:00:27 183212 - "CHECKIT™ opened by swadmin@ 1
sub-case l e | 2010-07-15 08:00:28.211585 - "CHECKIT™ released by swadmin@v11

= :‘..J 2010-07-15 08:00.28.212035 - Case terminated normally
_J 2010-07-15 08:00:29.216012 - Sub-case started from “"CREDIT” completed
__J 2010-07-15 08:00:29.218178 - "Approval" processed to swadmini@v11

-1

In this example case history, you can see the date and time the case was started, and the
user name of the person who started it. It also shows when each work item is sent to
(“processed to”) a work queue, as well as when each work item is opened, kept, and
released.

If a sub-case is started in the case, it is denoted by a + icon to the left of the line at which
the sub-case is started. For example:

I ___J 2010-07-15 07:55:39.183538 - Sub-Case started from "CREDIT™

Click on the + icon to expand that line so that it shows the activities in the sub-case.
Clicking on the + icon causes it to change to a - icon. To collapse the activity list for the
sub-case, click on the - icon.

Entries that are displayed in blue indicate that that step is currently outstanding, this is,
that’s where the process flow is currently sitting. Note that there may be multiple
outstanding steps because the process flow may branch, resulting in more than one work
item. Also, if there is an outstanding step in a sub-case, the sub-procedure call step is
displayed in blue, as well as the step within the sub-case that is outstanding. For example:
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= {-:}:-i_ﬂ Case: ORDER - 4953 - "Border Handles 78T y-0"
_=._] 2010-07-15 08:38:03.29258328 - Case started by swadmin@w11
-_d 2010-07-15 08.38:03.292822 - "Application™ processed to swadmin@v1 1
_d 2010-07-15 08:38:03. 338240 - "Application” ocpened by swadmin@Gv11
__J 201007-15 08:38:03.247507 - "Application™ released by swadmin@w11
3 __J 2010-07-15 08:38:02.347620 - Sub-Case started from "CREDIT™
:J 2010-07-15 08:38:032.3428810 - Case started by swadmin@w11
._;J 2010-07-15 08:38:03.350309 - "CHECKIT" processed to swadmini@vi 1

You can also specify whether or not the times in the case history show seconds and
microseconds. This is controlled using Show seconds and microseconds check box on the
History tab:

IF Showseconds and microseconds |

Clicking on this check box causes the case history list to refresh, toggling between
displaying (when the box is checked) and not displaying seconds and microseconds. Note
that changes made to the Show seconds and microseconds check box are saved either
locally or on the server, depending on a configuration setting made by the system
administrator:

— If saved locally, and you log into a different machine, the changes you made will
not be in effect on that new machine — changes made on a specific machine will
apply only to that individual machine.

— If saved on the server, and you log into a different machine (and connect to the
same server), the changes you made will be in effect on the new machine.

Viewing a Graphical Case History

The graphical case history feature allows you to view the actions that have taken place in a
case in the form of a time-line chart, as in the example below:
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EGW&&EEﬂnm%-“B&HMEW' A g ﬂ

Tools ™ View = =5 ?|@ B;|£ 2 B 1x

Procedure: ORDER Case: 4353 - "Belt Stantions S90HY™

Work Queues Jul 15, 2010
Zam
00 05 10 il 220 25 230 35 40
2dm0002 Mansger Notification |
swadmin li.;i
Approval |

"Sub-cases”

@I_I_@

“Systern”

Legend | |Step | |Subcsse | |Suspended | |EAIStep || Outstanding P |

.
Fra

To view a graphical case history, open the desired case, click on the History tab, then
either:

 click on the icon on the History tab, or

 select Graphical History from the View menu.

The graphical case history opens in a separate floating window that
provides a graphical representation of the case using the following:

« Colored horizontal bars - (Note - This is the default display. You can customize the
display if desired, e.g., the bars can be displayed with hatch patterns instead of
colors, they can be displayed vertically instead of horizontally, etc. For more
information, see Configuring the Graphical Case History Display.) The bars illustrate
one of the following:

— The period of time a work item was in a user’s work queue.

— The period of time a case was suspended.
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— The period of time a case was being processed in a sub-case.

A legend is displayed on the bottom of the window that shows the meaning of each
color (or hatch pattern).

« Milestone Markers - These markers/icons illustrate when entries of types other than
those described above are recorded in the case history. The following shows some
examples of milestone markers.

% Graphical Case History: 4853 - "Belt Stantions 990HY™

Tools * view~ B2 V |dEl B | R 2 B ™

Procedure: ORDER Case: 4853 - "Belt Stantions SS0HY™

Work Queues Jul 18, 2010
Sam
00 05 10 4 14 e
=dmdd02 IMansger Notification
swadmin lﬁ
Approval

“Sub-cases”

“System”

The possible milestone markers are:

Icon Description

%) Case start

(= Case termination
] Deadline expired
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Icon Description

Process jump

Event triggered

Error message displayed

Case migrated to another version of procedure

N O g @ &

User-defined entry to case history

5

All other milestones

Graphical Case History Details

Details about any entry in the case history can be viewed by placing the cursor over any
bar or milestone marker. For example:

icatid :% :
EL@ lig "application’ opened by swadmin@vil

"Application" processed to swadmin@vll [~ Sten N : APPL - Apolicati ®
CREDI  Step Name: APPL - Application D wolk Sllie o BREAE
Work Queue: swadmin — ; ;
Date/T t Jul 15, 2010 F:55:39 AM |-
Q Date/Time: Jul 15, 2010 7:55:39 AM o e T

You can also view information about the duration of the case by placing the cursor over
the paging bar on the bottom of the window, as follows:

i < [ el

Case start: Jul 15, 2010 7:55:29 AM
Case end: Jul 15, 2010 10:35:41 AM

Case duration: 2 hrs 41 mins 2 secs
Displayed time span: 1 hr 20 mins 21 secs

TIBCO iProcess® Workspace (Browser) User Guide



183 | Working With Cases

Display Features

The following describes features available on the graphical case history display:

« Time Scale - The time scale on the display will vary depending on the amount of
time that has elapsed since the case was started. It can be seconds, minutes, hours,
days, etc.

e Zooming - You can zoom in or out to obtain an optimal view of the case history by
either clicking on the zoom buttons on the top of the display, or by selecting the
zoom options on the View menu. There is also an indicator to the right of the zoom
buttons that indicates how much you have zoomed in (2X, 4X, etc.).

« Paging - The paging buttons become active if you zoom in on the display. These
allow you to move to earlier or later pages, which represent different time periods in
the case history. The bar to the left of the paging buttons indicate the current page’s
relative position in the case history.

A K < b

p————

Displays Steps Displays
First Page Through LastPage
Fages

Displaying Sub-Case Information

If the case contains a sub-case, you can “drill down” into the sub-case to view its case
history.

The bar that represents the sub-case will contain a link that you can click on to display its
case history. The case history details also indicate that it represents a sub-case, as shown
below.
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"Sub-cases” CRENIT |

= = Sub-Case started from "CREDIT" -
SApeTn 0 Step Mame: CREDIT

o Work: Queue: w11 :CREDCHK: 1:4903:4903
Date/Time: Jul 15, 2010 7:55:39 AM

After drilling down into a sub-case, a link is provided on the toolbar that allows you to
navigate back to the parent case (or to other sub-cases if you’ve displayed other sub-cases
to get to the current sub-case):

?; Graphical Case History: 4553 - "Belt Stantions 990HY"

Tools * View * B2 'ﬁ’“ﬁ K" | s L2 8 %

Procedure: ORDER Case: 4853 - "Belt a ians 980HY™ » CREDIT
e

Configuring the Graphical Case History Display

You can configure/customize the display of the graphical case history by:

o clicking on the e icon on the graphical case history toolbar, or

« by selecting Configure from the Tools menu.

This displays the Display Options dialog, which allows you to perform various
customizations of the graphical case history display. Changes to the display will be
effective only for the current graphical case history display unless you click in the Save
these settings as the default check box on the bottom of the dialog.

Also note that you can save the size and position of the Graphical Case History dialog,
making the current size/position the default by checking the Make this graph position
and size the default check box.

The Display Options dialog allows you to perform the following customizations:

« Time Axis - The time axis can be oriented either horizontally or vertically, which
subsequently also causes the bars to be displayed horizontally or vertically.
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« Expanded /| Compressed Format - In expanded format, each bar and milestone
marker, for each work queue or step, is displayed on its own row and are organized
in chronological order.

In compressed format, an attempt is made to display all bars on one row, and all
milestone markers on another row, for each work queue or step. Note, however, that
if there are bars that will overlap because of branching that creates multiple work
items, additional rows of bars will be added. Additional rows are not added for
overlapping milestone markers — you can zoom in to spread them out on the
display.

e Group by Work Queue or Step - This option allows you to group the bars and
milestone markers either by work queue or step. When grouped by work queue,
each bar represents a work item in that work queue. When grouped by step, each
bar represents the work queue in which that step (work item) resides.

Note that some types of events may not have a work queue name or a step name
associated with them. In these situations, the items without a name are grouped
together in an unlabeled column. Some entries may also specify “System” as the
work queue name if the entry is not related to a particular work queue. Also, some
entries not related to a particular step may display information such as “Case Start”,
“Termination”, etc., for the step name.

« EAI Steps - This option allows you to either display or hide bars related to EAI steps.

» Predicted Steps - This option allows you to either display or hide bars related to
predicted steps, i.e., steps that are a result of performing the case prediction
function.

« Step Labels - Steps (which represent work items) can be labeled with their name,
description, or both.

« Bar Shading - This option allows you to specify that the bars be filled with either a
color or a hatch pattern. A legend is displayed on the bottom of the graphical case
history screen that shows the meaning of each color or hatch pattern, depending
which option is selected.

Filtering Case History Entries

For some cases, the case history can become very lengthy. Filtering the case history entries
allows you to more easily find those you are interested in.

You can filter case history entries from either the History tab, or from the graphical case
history display. From either of these displays:
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? icon, or

select Filter from the View menu.

click on the

The Case History Filter dialog is displayed:

| ? Case History Filter A ﬂ |
—Entry Types — User Hames
{8 Include the selected types et P
{” Exclude the selected types [
Systemn Types
[¥ Select or deselect all types
¥ 0- Case Stared il
p 1-  Work item sent to queue
W 2. Workitem released
W 2. \orkitem deadline expired
— Step Names =
|7 & - ‘Work item forwarded Use = and 7 a5 wild-cards
|7 8-  Autostep proocessed LI |
4| | o
Customn Types
¥ Select or deselect all types
v 258 - "%DESC" by WUSER — e
M by —I — Step Descriptions - 5 :
¥ 257 - %USER for “%DESC" | e e e coarh
¥ 258 - %USER has =levated %STEPNAME because "WDESC”
[ |
4| | o
[ Always include "Sub-Case Started’ entries, regardless of selected types — Date Range
{allows sub-cases to alweys be expanded). Start Dat=
(MR 0, yyyy m | s
|_ Only include "Processed to’ types of entries for outstanding steps. End Date
[MMMM 6. yyyy | s

[~ Set as default filter for all Case History lists. Clear Filter | Py | — |

This dialog allows you to pick and choose the types of criteria used to filter the case
history. Only those case history entries that match ALL of the filter criteria specified are

displayed in the case history.

After selecting/entering the desired criteria, click on the OK button to apply it. The filtered
case history entries are displayed, and the Filter icon will display with a green check mark

Y

\

)to indicate the list is filtered.
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The applied filter criteria will persist for the current case history until you remove or
modify it.

You can also cause the specified filter criteria to be applied to case histories displayed by
checking the Set as default for all Case History lists check box, then clicking OK.

The following subsections describe details of filtering case history entries using the Case
History Filter dialog.

Including/Excluding Selected Case History Types

A case history type is just a specific entry that is written to the case history. For instance,
“Work item released” is a type of entry that is written to the case history every time a work
item is released in the case.

You can choose to either include or exclude selected types of entries by selecting the
desired types in the System Types and Custom Types sections, then choosing either the
Include the selected types or Exclude the selected types radio buttons:

{* Indude the selected types
{" Exdude the selected types

For example, if you select only the “Work item released” type, and Include the selected
types is selected, only “Work item released” types are displayed in the case history.
Conversely, if you select only the “Work item released” type, and Exclude the selected
types is selected, all entry types except the “Work item released” type are displayed in the
case history. (This assumes no other criteria are specified on the Case History Filter
dialog.)

There are two groups of entry types you can select:

« System Types - This list provides check boxes for all types of activities that can be
performed while operating the iProcess Workspace (Browser) application. For
example, an entry is written to case history whenever a work item is sent to a work
queue, an entry is written to case history whenever a sub-case is started, etc.

All available system types are listed in the System Types section:
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Systern Types
F Select or deselect all types
¥ 0- Case Started i’
IF 1- Woek itemn sent to queue
¥ 2-  Work item released
IF 3- Work itern deadline expired
¥ 2.  Work item forwarded
IF g- Autostep processed "'I

You can check or uncheck the individual type, as desired, by clicking in the
appropriate check boxes, or you can check or uncheck all boxes by clicking in the
Select or deselect all types check box. This allows you to choose which system
types of entries to display in the case history.

All of the system types available are not described here as their descriptions in the
System Types section are self explanatory. One notable exception is the “Work item
sent to queue” system type that actually appears in the case history as “<Step>
processed to <User>". “Processed to” means a work item was sent to (i.e.,
“processed to”) a work queue. For more information about “processed to” entries,
see Including Only “Processed to” Entry Types.

« Custom Types - This list provides check boxes all custom types. These are user-
defined case history entries that were added to the case history using the Add Entry
function on the case History tab.

The entry types shown in the Custom Types list are user-defined entries that are
stored in the auditusr.mes file by a system administrator:

Customn Types

|7 Select or deselect all types
|7 258 - "%DESC” by BUSER ;I
F 257 - BUSER for "WDESC”

|7 258 - WUSER has elevated %STEPNAME because "HWDESC”

You can check or uncheck the individual types, as desired, by clicking in the
appropriate check boxes, or you can check or uncheck all boxes by clicking in the
Select or deselect all types check box. This allows you to choose which custom
types of entries to display in the case history.
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For information about how custom (user-defined) entries are added to the case
history, see Adding an Entry to Case History.

User Names (or Sub-Case IDs)

The User Names section allows you to specify that only case history entries containing the
specified user name(s) or sub-case IDs be displayed.

User Names

{Cr Sub-Case Ids)
I Use = and 7 as wild-cards

Note that only some entries actually contain a user name — for example, “Case started by
<User>, <Step> released by <User>, etc. In these instances, the entry indicates who initiated
the action. For some entries, the system initiates the action — for example, “<Step>
processed to <User>". In this instance, the entry indicates whose work queue the system
sent the work item to.

User names must be entered in the following form:

username@servername

where:
— username is the user’s name, e.g., “susieq”.

— servername is the name of the server on which the user was logged in when the
function that created the entry was performed. (Note - You can avoid having to
enter the server name by using the “*” wild card, e.g., “susieq™”.)

Note that the User Names field can also be used to filter case history entries on sub-case
IDs. Just enter a sub-case ID (also sometimes called a “sub-case number”) in the User
Names field with or without wild cards.

You can specify multiple user names or sub-case IDs in the User Names section. If you
specify more than one user name/ID, the case history will include entries that apply to any
of the specified users/IDs. To specify multiple users/IDs, enter the first user name/ID in the

available field in the User Names section, then click on the icon to the right of the
field. This causes another field to appear, in which you can specify another user/ID.
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User Hames

[0r Sub-Case 1ds)
Use ® and 7 as wild-cards

susieq ==

ar || -

After adding another user name/ID, a IE' icon appears next to each of the fields. These
icons can be used to remove any of the specified names/IDs from the filter criteria.

You can add up to five user names or IDs in the User Names section.

o Note:

Wild card characters

The wild card characters, * and ?, can be used when specifying user names, sub-
cases IDs, step names, and step descriptions, as follows:

« ““” matches zero or more of any character. For example:

— “bo*” matches anything beginning with “bo”. For example, “bo”,
“bobbl”, “boulton_anne”, etc.

— “s*s” matches anything beginning with “s” and ending with “s”. For

example, “ss”, “sues”, sid_lewis”, etc.

— “*s” matches anything ending with “s”. For example, “franks”, “Is”,
“martha_lyons”, etc.

« ‘?” matches any single character. For example:

“bill?” matches anything beginning with “bill”, plus one more
character. For example, “bills”, “bill5”, “billh”, etc.

» o« » o«

— “c?ndy” matches “cindy”, “candy”, “c3ndy”, etc.

Also note that all character matching is case insensitive.

Step Names / Step Descriptions

The Step Names and Step Descriptions sections allow you to specify that only case
history entries containing the specified step name(s) or description(s) be displayed.
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Step Hames -
Use * and 7 as wild-cards

Step Descriptions -
Use ¥ and 7 as wild-cards

When procedures are created, each step is given a name, and possibly an optional step
description. If they were not given a step description, the step name is shown in the case
history entries. If they were given a step description, the description is shown in the case
history entries. In the following example, “Request for vehicle” was specified as the step
description when the step was defined:

_J 2002-09-29 15:041:40.422106 - "Request for vehicle" processed to swadmini@w 4

The Step Names and Step Descriptions sections can be used to filter the case history
entries based on the step name or description. Use the appropriate field, depending on
whether names or descriptions are shown in your case history.

Remember that each “step” in a procedure results in a “work item” in a live case. Most
case history entries containing a step name/description are referencing an action that
affects a step (work item), for example, “<Step> processed to <User>”, <Step> opened by

o«

<User>", “<Step> released by <User>", etc.

You can specify multiple step names/descriptions in the Step Names and Step
Descriptions sections. If you specify more than one step name/description, the case
history will include entries that apply to any of the specified names/descriptions. To specify

multiple names/descriptions, enter the first one in the available field, then click on the
to the right of the field. This causes another field to appear, in which you can specify
another name/description.

Step Hames -
Use * and 7 as wild-cards

gather ==

or || —

After adding another name/description, a E icon appears next to each of the fields. These
icons can be used to remove any of the specified names/descriptions from the filter
criteria.
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You can add up to five step names/descriptions in the Step Names and Step Descriptions
sections.

The wild card characters, * and ?, can be used when specifying step names/descriptions.
For information, see Wild card characters.

Date Ranges

The Date Range section allows you to specify that only entries that fall within a range of
dates be shown in the case history.

Date Range

Ele.tweer.n.

hahAhARd ., iy m il
and

bahARARA d, vy ™ s

You can either type in the desired dates using the format shown in the fields (months are
spelled out), or click on the calendar icons next to the fields to select the desired dates.
The desired times can also be typed in, or use the arrow buttons to the right of the time
fields (to use the arrow buttons, the cursor must be in the Hours, Minutes, or AM/PM field,
as desired).

To remove a date and time from the fields, click on the eraser icon to the right of the
fields.

If you leave the beginning date blank, it assumes the beginning of time. If you leave the
ending date blank, it assumes the current date.

If you leave the beginning time blank, it defaults to 12:00 AM. If you leave the ending time
blank, it defaults to 11:59 PM. (If you specify a time, you must also specify a date.)

Dates entered are inclusive, that is, case history entries that occur on that date are
included in the case history (assuming they also meet the specified time criteria).

Always Including Sub-Case Started Entries

The Always include Sub-Case Started entries... check box is provided to allow you to
specify that “Sub-Case started” entries always be included in the case history, regardless of
the entry types you have selected. This can be beneficial because an entry you would like
displayed may be inside a sub-case; if the “Sub-Case started” entry is not displayed,
nothing inside that sub-case is displayed.

TIBCO iProcess® Workspace (Browser) User Guide



193 | Working With Cases

For example, let’s say you want all “work item released” entries to be displayed, and there
are “work item released” entries in both the main case and in a sub-case. If you select only
the “Work item released” system entry, the following may be displayed:

=l % Case: APPL- 710 - "Miller 33276"
o | 2008-09-25 14:40:05 082845 - "GATHER" released by sawadmin@uw 1

Whereas, if you select the “Work item released” system entry, and check the Always
include Sub-Case Started entries... check box, the following is displayed:

=l %3 Case: APPL- 710 - "Miller 33276"
o | 2002-08-25 14:49:05 982245 - "GATHER" released by anadmin @11
= | | 2008-09-25 14:40:06 216028 - Sub-Case started fram "CREDITCK
= | 2002-09-25 14:49:36 379960 - "INFO" released by awadmin @11

All “Sub-Case started” entries are displayed so that you can expand them to see if the entry
types you are interested in are in that sub-case.

Including Only “Processed to” Entry Types

The term “processed to” requires some explanation. When a work item is sent to a user’s
work queue, the “<Step> processed to <User>” entry is written to the case history. For
example:

_;J 20028-09-25 14:42:05.918459 - "GATHER" processed to swadmin @il

This entry is displayed when the “Work item sent to queue” entry is selected in the System
Types section on the Case History Filter dialog.

Note, however, there are other case history entries that are considered “processed to”
entries. They are:

— “<Step> processed to <User>" [“Work item sent to queue” entry type]
— “<Step> forwarded to <User>" [“Work item forwarded” entry type]

— “<Step> redirected to <User>” [“Work item redirected” entry type]

— “<Step> resent to <User>”" [“Work item resent to queue” entry type]
— “Sub-Case started from <Step>” [“Sub-case started” entry type]

The reason all of these entries are considered “processed to” entries is because they all
result in a work item being sent to a user’s work queue.

TIBCO iProcess® Workspace (Browser) User Guide



194 | Working With Cases

You can specify that only “processed to” entries be displayed in the case history by
checking the Only include ‘Process to’ types of entries for outstanding steps check box.
Only those entries listed above are displayed.

Adding an Entry to Case History
Entries can be manually added to a case history.

This requires that a file (auditusr.mes file) be set up on the system that contains pre-
defined messages that you can add to the case history — a system administrator will
typically set up this file so you can choose a message from it. The following is a simple
example of the contents of this file:

256:"%DESC" hy %USER
257 :%USER for "%DESC"
298 %USER has elevated ®STEPWAME because "%DEsSC"

Each line in the file constitutes one user-added entry. The entry is identified by the three-
digit number to the left of the colon. The text to the right of the colon is the message that
will be added to the case history, where %USER, %DESC, and %STEPNAME are replaced
with text you enter when you manually add an entry to case history.

To add an entry to case history:

1. Either:

— click on the icon on the History tab, or

— select Add Entry from the Tools menu (these buttons/menu selections can be
found on both the “standard” case history display and the graphical case history
display).

The following dialog is displayed:
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J5| Add History: 4853 - "Belt Stantions 990HY" = O x

| Procedure: ORDER Case: 4853 - "Belt Stantions S90HY™

Select a template for history entry

view ~ 33

Mumbsr | Temglats ;||
256 "3,DESC" by %USER

257 %USER for “%DESC" |
258 %USER has elevated %STEPNAME because “%DESC™ '

— Template Fields

Description: i {WOESC)
Addressee: i {#®USER)
Step Hame: i {#%STEFMAME)
2. Cancel

2. Select the desired message number / template from the list. This list is the contents
of the auditusr.mes file described earlier in this section.

o Note: If your iProcess Engine does not support Add Case History
“Templates”, the Add History dialog will contain a Message Number field
instead of the list of available message numbers. If your system does not

support templates, enter the the message number in the Message
Number field.

3. In the Description field, enter the description text you want to appear in the
message, if applicable; this text replaces the “%DESC” variable in the pre-defined
message. This field can be left blank if it does not apply to the message you are
adding.
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4. In the Addressee field, enter the user name you want to appear in the message, if
applicable; this user name replaces the “%USER” variable in the pre-defined
message. This field can be left blank if it does not apply to the message you are
adding.

5. In the Step name field, enter the step name you want to appear in the message, if
applicable; this step name replaces the “%STEPNAME” variable in the pre-defined
message. This field can be left blank if it does not apply to the message you are
adding.

6. Click OK to add the message to the case history. (The message won’t appear until
you refresh the case history — for information about refreshing case history, see
Refreshing the Case History.)

The following is an example using the pre-defined message file shown earlier.

J=| Add History: 4853 - "Belt Stantions 990HY" = O x|

| Procedure: ORDER Case: 4853 - "Bel Stantions S90HY™

view = O3 |

258 "RODESC" by WUSER :
257 WUSER for "#DOESC™
.253 %USER has elevated %5TEFMNAME because "%IOESC”

— Template Fields

Description: |-::-f Project 1887 deadline {3%DESC)
Addressee: RalghR {%USER)
Step Name: | confirm {%STEPNAME)
CHk, Cancel

This example results in the following entry being added to the case history:
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.__J 2010-07-15 11:35:35 587899 - RalphR has elevated CONFIRM because "of Project 1887 deadline™

Refreshing the Case History

The information displayed in the History tab is the information that was downloaded from
the iProcess Engine when the case list was initially displayed. You can refresh this
information by either:

« clicking on the Er*':' icon, or

« by selecting Refresh History from the Tools menu on the History tab.

Note that refreshing the case history refreshes the information for this single case.

Outstanding Work Items in the Case

“Outstanding items” represent the steps at which the process flow is currently sitting.

“Normal” steps that are outstanding result in a work item appearing in one or more work
queues. Other step types (event steps, sub-procedure call steps, etc.) result in some other
action, such as an external program being triggered, a sub-procedure starting, etc. These

step types do not result in a work item appearing in a work queue, although they are still
considered “outstanding” because the process flow has halted at that step until whatever
action was started by that step is complete.

Often, there are multiple outstanding items in a case because the process flow can take
multiple paths, depending on how the procedure is defined.

An administrator may have a need to know which items are currently outstanding in a
case, possibly to determine how the case is progressing. There is also a function available
that allows one or more outstanding items to be withdrawn, and other steps to be made
outstanding (for information about how to do this, see Jumping to New Outstanding
Steps).

To view a list of the current outstanding items in a case, open the case, then click on the
Outstanding tab. The following window is displayed:
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Summary [ History ] Cutstanding I Dats | :_"l Closs
Tools = View ~ &5‘ |__n¢ | ,_._DE |7 Recurse sub-cases for outstanding items
Stst| Step Name  Procedure Name | Work Qusue  Amivsl Dste/Time  Step Type | Lodked By Deaf Desdline Da ~ |
i ! APPROWVAL ORDER swadmin 2010-07-15 08:00 MNormal i 2010-07-15
] MNOTIFY ORDER admd003 2010-07-15 08:01 Mormal

For the most part, the information provided on the list of outstanding items is the same as
found on work item lists. For descriptions of each of the columns, see Work Item List
Columns.

An exception is the Work Queue column, which shows you whose work queue the
outstanding work item is in. If there is no entry in the Work Queue column, the
outstanding item is for a step that doesn’t result in a work item — it resulted in some other
action, such as an external program being started, a sub-procedure being called, etc.

A couple of other columns that appear on the list of outstanding work items that don’t
appear on the work item list are Path and Sub-Case Number — these pertain to sub-cases
— for information, see Viewing Sub-Case Information.

Also note that the Arrival Date/Time column allows you to determine how long each item
has been outstanding, i.e., how long the process has been halted along that path (sort on
this column by clicking on the column header).

For information about changing the columns on the list of outstanding work item, see
Customizing Columns in a List.

Opening Outstanding Work Items

Work items in the list of outstanding work items can be opened in one of the following
ways:

« Double-click on the desired work item in the list of outstanding work items.
» Select one or more work items in the list, then:

— press the Enter key,

— select Open Selected Work Item(s) from the Tools menu on the list,

— right-click the mouse button on the selected work item(s) and select Open
Selected Work Item(s) from the drop-down menu, or

— click on the icon on the list toolbar.
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Note, however, that you must have access to the work queue in which the work item
resides to be able to open it. If you select a work item to which you don’t have access, the
Open Selected Work Item(s) tool and menu selection is displayed. (The Open Selected
Work Item(s) tool and menu selection is also disabled if you select multiple work items,
and you don’t have access to any one of the selected work items.)

When opening work items from the list of outstanding work items, they are always opened
in a floating form, i.e., they cannot be opened in the Preview Pane.

For more information about opening work items in general, see Opening Work Items.

Viewing Sub-Case Information

By default, the outstanding work item list shows outstanding work items that are located
in sub-cases that are currently outstanding. This is controlled by the Recurse sub-cases
for outstanding items check box. You can turn off the displaying of sub-case information
in the current list by unchecking the Recurse sub-cases for outstanding items check box,
then refreshing the list. You can also change the default setting for this check box using
user options — see Sub-Case Version Options.

The following example shows both the outstanding sub-procedure call step, as well as the
outstanding work item in the sub-case:

Summary [ History I Outstanding | Data | :_"l Close
Tools = View ™ D;J | p = ¥ Recurse sub-cases for cutstanding items
Stat| Step Name |Procedure Name  Work Queus | Amival DateTime | Step Type oo~ |
wi] CHECKIT CREDCHE swadmin 2010-07-15 08:28 Mormal
CREDIT CRDER 2010-07-15 05:28 Sub-Proc Call

The following columns are available on the outstanding work item list to provide
information about sub-procedures that have been started in the case:

« The Path column provides the path to the outstanding step, relative to the main
procedure. This allows you to determine if the outstanding step is in the main
procedure or a sub-procedure. For example, if the path is something like “CREDIT”, it
is a step in the main procedure. If it consists of multiple step names separated by
vertical bars, the outstanding step is located in a sub-procedure. For example, if the
path is “CREDIT|CHECK?”, the CREDIT step is in the main procedure and the CHECK
step is in a sub-procedure (CREDIT would be a sub-procedure call step). If the case
contains dynamic sub-procedure call steps or graft steps that start multiple sub-
procedures, the name of the dynamic sub-procedure call step or graft step in the
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Path will include an index in square brackets. The index (which is zero based)
indicates the sequential order in which the sub-procedure was started by the engine
for that dynamic sub-procedure call step or graft step. It allows you to identify the
path through multiple sub-procedures to the desired outstanding item. For example,
a path of “DYNAMIC[O0]|STEP1” tells you that DYNAMIC is a dynamic sub-procedure
call step in the main procedure; the first sub-procedure it started resulted in STEP1
being outstanding.

o The Sub-Case Number column identifies the case number of the sub-procedure
started by the sub-procedure call step, dynamic sub-procedure call step, or graft
step.

Refreshing the Outstanding Items List

The information displayed in the Outstanding tab is the information that was downloaded
from the iProcess Engine when the case list was initially displayed. You can refresh this
information by either:

« clicking the icon, or

by selecting Refresh Outstanding Steps from the View menu.

Case Data Fields

Work item data is the data that is entered into forms on a work item that is then kept.
Case data is the data that is saved in the database each time a work item is released.

The graphic below illustrates that as information is entered into forms in work items, that
information remains with the work item as long as the work item is kept — it is written to
case data in the database only when the work item is released (the data associated with
the work item before it is written to case data, is referred to as work item data).
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Each case of a procedure has its own unique case data. Case data is written to the work
item when a work item is added to a work queue.

Note that depending on how your procedure is designed, there may be more than one
work item in a case that contains the same field. The value in the common field in each
work item will be the value that was in case data when the work item was sent to a work
queue. As each work item is released, the value in the field in that work item is written to
case data. That means that when the case is finished, the value of the common field in
case data will be the value from the last work item released that contained the common
field.
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To view the case data for a case, open the desired case, then click on the Data tab. The
following window is displayed:

Summary I History [ Crutstanding ] Data l :J Close
S
view = [B | P13
Name " value ~|
COMMENTS [Memaea] Amy Brown, in the Dallas office, highly recommends Amy.
ADDRESS ﬁ 8229 W. Manson 5t
APFPDATE 6? July 15, 2010
COUNTY & King
FIRST & susie
HIRE
INTDATE d|
| INTERVIEW
|
|

The Name column lists all fields that are defined in the procedure/case.

The Value column lists the current values for each field in the case. These are the values
stored in the database for the case — when a work item is opened in this case, these are
the values that are written to that work item. Note that memo fields work a little different

than the other field types — for information about memo fields, see Viewing Memo Field
Values).

o Note: Since work item data is the data that is stored in the work item itself, to
view work item data, you must open the work item and examine the values
entered into the fields on the form.

Viewing Memo Field Values

One of the possible types of fields that can be defined in a procedure is the memo field.

Memo fields differ from other field types in that they do not have a set size; they can be
unlimited length.

Memo fields are denoted on the case Data tab by “[Memo]” appearing in the Value
column, followed by the first 60 characters of data in the memo field. For example:
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COMMENTS [Meme] Amy Brown, in the Dallas office, highly recommends Amy.

Clicking on “[Memo]” causes the text to change to a Memo button. If the cursor is placed
over the Memo button, tool-tip text displays the first 120 characters of the text in the
memo field; if the text in the memo field exceeds 120 characters, the tool-tip text is
followed by “...”.

Clicking on the Memo button displays the Memo dialog. For example:

[ Memo: COMMENTS - "Susie Sampson - Clerk ii® | %]

Enter new or modify existing memao data

;P-Lmj.-' Brown, in the Dallas office, highly recommends Amy. :I

You can change the value of the memo field by typing in the desired text, then clicking the
OK button. The new value will be written to case data (in the database) for this case.

Refreshing Case Data

The case data displayed on the Data tab is a snap shot of the case data at the time the
case list was downloaded from the iProcess Engine. You can refresh the case data to get
the most recent data from the iProcess Engine by either:
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« clicking the Eq" icon, or

« selecting Refresh Case data from the View.

Note that refreshing the case data refreshes the information for this single case.

Changing Case Data
You can directly change the values of case data using the Data tab.

To change case data:

1. Click in the Value column for the field whose case data you want to change:

Mame . Value

COMMENTS [Mema] Amy Brown, in the Dallas
ADDRESS {,;‘:3.129 W. Manson 5t. I:
APPDATE j;’ July 15, 2010

You can also use the eraser icon to clear the contents of the field.

2. Type in the desired value.

Note: If you delete the value in a text field, the value is set to an empty
string. If you delete the value in any other type of field (numeric, date,
etc.), the field is set to an uninitialized state.

Notice that once you change the value in any field, the following message is shown
on the bottom of the Data tab to notify/remind you that there’s been a change:

L Case data has been modified.

3. Click the Apply button to write the new value to case data in the database.

Date Fields

Each date field on the Data tab contains a “date picker” icon to the right of the field that
appears when you click in the date field. Clicking on the date picker icon displays a
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calendar from which you can easily select a date. The selected date is automatically
entered into the date field:

APPDATE {July 15, 2010 1 2010
COUNTY &7 King 1 July

FIRST @’? Susie ARG S R R

SEEEHSOESE 1 2 3

L3
L3

HIRE: 4 5 & 7 8 910
INTDATE 11 12 13 14|E| 16 17
INTERVIEW 18 20 21 22 23 24

o 25 ﬁbz? 28 29 30 31

Time Fields

Time fields are divided into three sections: hour, minute, and AM/PM designator. You can
move through the different sections by physically placing the cursor in the section, or by
tabbing through them.

Each time field on the Data tab also contains a “time picker” icon to the right of the field
that appears when you click in the time field. Clicking on the time picker icon “up” or
“down” arrows causes the value in the portion of the field in which your cursor is located
to increase or decrease, respectively. When the cursor is in the AM/PM portion of the field,
clicking the “up” or “down” arrow causes it to toggle between AM and PM.

!-EMEI-TIME 112 130 PM A

Or, you can just type in the desired values.

Case Suspensions

You can suspend activity in a case. Note that when you suspend a case, you are suspending
the entire case family, which includes the main case and all of its sub-cases, if any. For
information about sub-cases, see Sub-Procedures.

When a case is suspended, current work items from that case can no longer be opened.
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If a work item is already open when the case is suspended, the work item can still be kept,
which causes the work item to become immediately suspended, and it cannot be opened
again until the case is reactivated. The opened work item can also be released; this causes
any new work items as a result of the release to become immediately suspended (unless
they are flagged to ignore suspensions; see Ignoring Case Suspensions).

Other effects of suspending a case are:

« Deadlines will continue to expire. However, if a deadline expires while the case is
suspended, no action will be carried out until the case is reactivated. Once the
suspended case is reactivated, the process flow will proceed as if the deadline just
expired. For more information about deadlines, see Work Item Deadlines.

« Event steps do not recognize suspensions. If you trigger an event, the event is
processed (because it doesn’t result in a work item), but steps immediately after an
event step that result in work items are suspended (unless they are flagged to ignore
suspensions; see Ignoring Case Suspensions). For more information about triggering
events, see Triggering an Event.

« Withdrawals will not occur while a case is suspended. For example, if a deadline
expires (which occurs during suspensions), and the deadline definition states to
withdraw the work item, the withdrawal will occur after the case has been
reactivated. For more information about withdrawals, see Deadline Withdrawals.

Suspending a Case

To suspend one or more cases, follow these steps:

1. From the case list, select one or more cases, then:

— click on the "} icon, or

— select Suspend Case(s) from the Tools menu.

Or, from the Summary tab for a case, you can suspend that individual case by
either:

— clicking on the "3' icon, or

— by selecting Suspend Case from the Tools menu.

A dialog is displayed to confirm that you want to suspend the selected case(s).

2. Click OK to confirm.
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Suspension Status

A case’s suspension status can be viewed in the case list in two ways:

« Case Status Icon - After a case is suspended, the case status icon in the case list
changes to an orange-colored ball.

« Suspended Column - Depending on how your columns are set up, you may have a
Suspended or Suspended Image column indicating whether or not the case is
currently suspended (see Filtering a Case List).

2 cases: ORDER

T-:::-::-Iﬁ-"‘u‘iE'-.'-"@:@ @ﬁﬂﬁg?@ﬁﬁh%'ﬂbx

| StatiMumber | Descristion | Started By 'Started Date/Time | Suspended Image
i Q@ 102 Lipid greass ASTT swadmin@v11  2009-03-31 13:21:08 ¢
| & 1582 Camiage mounts 12CAN bobbyi@w11 2008-03-31 114823 X

Ignoring Case Suspensions

When a procedure is defined, a step can be flagged to ignore case suspensions. If flagged
to ignore case suspensions, a step is processed normally even if the case in which it is

located has been suspended, i.e., work items representing that step can be opened and
processed as desired.

Reactivating a Suspended Case

Reactivating a suspended case causes the process to flow as usual. Work items that were
suspended because the case they are a part of was suspended can now be opened and
processed normally.

To reactivate a suspended case, follow these steps:

1. From the case list, select one or more cases to reactivate, then:

— click on the ;.D icon, or

— select Activate Case(s) from the Tools menu.
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Or, from the Summary tab for a case, you can reactivate that individual case by:

— clicking on the 0 icon, or

— by selecting Activate Case from the Tools menu.

A dialog is displayed to confirm that you want to reactivate the selected suspended
case(s).

2. Click OK to confirm.

Predicting the Outcome of a Case

Case prediction provides the means for predicting the expected outcome of a live case.
Running the case prediction function causes a list of “predicted work items” to be returned
that represent the work items that are currently due (outstanding work items), as well as
the work items that are expected to be due in the future.

Included with the predicted work items returned is information about the expected times
the work items are predicted to start and end, providing information that can be used to
predict the outcome of the case. This can be used to improve work forecasting and
estimate the expected completion of cases.

An example use of case prediction is to determine all work expected to be performed for a
particular patient during his expected stay in the hospital.

The prediction process moves through the case step-by-step using case data that has been
entered so far in the case. Each step uses an expected duration (decided at design time) to
calculate a start and end processing time for each step as it progresses through the
prediction process. When the process is complete, you can use these end processing times
to predict the outcome of the case.

During the prediction process, deadlines are processed, and withdrawal actions are
performed, where appropriate.

To perform a case prediction:
1. Open the desired case and display the History tab.
2. Either:

n -

— click the W icon, or

— select Predict Case from the Tools menu.
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A dialog similar to the following is displayed:

() Case Prediction: 1053 - " Spindle Nut LO00S-3" = O x| |

Procedure: ORDER Case: 1053 - "Spindle Mot LOCG0S-5"

= % Predicted Steps: ORDER 6-1053
@ [ ©RDER - APPL {swadmin)
#H [B ORDER - APPROVAL {swadmin)
@ [ ORDER - NOTIFY {adm0003)

Count: 2
= Close

i

This provides a list of the predicted steps — the currently outstanding steps, and
steps predicted to be outstanding as the case is processed to completion. For each
step, it also indicates in parentheses the addressee of the step.

3. Click on a + icon to expand one of the steps to view information about the predicted
start and end times for the step. Expanding the final step provides information
about when the case is predicted to be completed:

In this example, the case is predicted to end at 3:27 PM on July 15, 2010. (Whether
or not the start/end times show seconds and microseconds depends on the setting
of the Show seconds and microseconds check box on the History tab — for more
information, see Case History.)

Note that predicted steps can also be viewed using the graphical case history
feature (you must configure the graphical case history display to show predicted
steps — see Viewing a Graphical Case History).
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4. Click Close to close the Case Prediction dialog.

Changing the Process Flow in a Case

There are a couple of ways in which the process flow in a case can be altered on an ad-hoc
basis. One allows you to jump to different steps in the procedure, while the other allows
you to trigger an event step at any time.

These are described in the following subsections.

Jumping to New Outstanding Steps

The “process jump” feature in the iProcess Workspace (Browser) allows you to change the
process flow of a case in the following ways:

« You can select currently outstanding steps you would like to “withdraw,” i.e., make
them no longer outstanding. (For information about outstanding items, see
Outstanding Work Items in the Case.)

« You can specify a set of steps to “jump to,” making those steps the new outstanding

items.

« You can optionally specify new case data when jumping to new outstanding work
items. For information about case data, see Case Data Fields.

To jump to new outstanding steps:

1. Select the desired case in the case list, or open the desired case and select the
Summary tab for the case.

2. From either the case list or the Summary tab:

— click on the

oo
o

icon, or

— select Process Jump from the Tools menu.

If the case you have selected is currently active, a dialog is displayed that indicates
the system must suspend the case while you are performing the process jump
operation. This is because the system must display a list of the currently outstanding
steps in the case — temporarily suspending the case prevents the outstanding steps
in the case from changing while you are selecting from this list. The suspension is
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automatically lifted when you are finished with the process jump operation. Click OK
on this dialog to suspend the case and display the Process Jump dialog (see below).

If the case you have selected was already suspended, the Process Jump dialog is

displayed:
o0& =
| v Process Jump: HIRING - 4554 - " Susie Sampson - Clerk 1" ﬂ g ﬂ |
Select cutstanding steps to withdraw
Tools = View ™ B:, | p i |7 Recurse sub-cases for cutstanding items
Stat| Step Name |Procedure Mame | Work Queue | Amival Date/Time | Step Type |Logeany =]
REVIEW HIRIMG swadmin 2010-07-15 14:26 Mormal
=
Select new cutstanding steps
view = ST
— — = = L - |
Typd Step | Desaription | Step Type = Deta.. |
& REVIEW Review of Application Mormal
[ REMIND Remind Interviewesr Mormal o
& REGRET Regret Letter Mormal
[Eg INTRVIEW Interview Results Mormal hd
[ mToOCrROT S e e Bl o
Reason for the process jump “Required
rFe
[ <]
| Cancel
P

The Select outstanding steps to withdraw section lists all of the currently
outstanding work items in the case — these are the work items that can be
withdrawn. (This is the same list of outstanding work items as from the Outstanding
tab. For information about this list, such as the available columns, how to display
sub-case information, etc., see Case Data Fields.)

Note that, by default, the outstanding work item list shows outstanding work items
that are located in sub-cases that are currently outstanding. This is controlled by the
Recurse sub-cases for outstanding items check box. You can turn off the
displaying of sub-case information in the current list by unchecking the Recurse
sub-cases for outstanding items check box, then refreshing the list. You can also
change the default setting for this check box using user options — see Sub-Case
Version Options.
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The Select new outstanding steps section lists all of the steps in the case, allowing
you to jump to any of the steps. The Usage URL column will contain a value only if
the step was defined with this information. The usage URL (uniform resource
locator) is typically a link that provides information about the step.

In the Select outstanding steps to withdraw section, select one or more steps you
would like to withdraw.

In the Select new outstanding steps section, select one or more steps you would
like to make outstanding.

If you want to also change case data when the process jump is performed, click the
Data button. The following dialog is displayed:

E' Case Data: 4854 - "Susie Sampson - Clerk 1" g ﬂ |
Enter case field valuss
S 13 '
view = [ | 0
Mame | Value -
COMMENTS [Memao] Amy Brown, in the Dallas office, highly recommends
ADDRESS g‘? 8228 W. Manson 5t
APPDATE # July 15, 2010
COUNTY &7 wing
FIRST & susie
HIRE
INTDATE
INTERVIEW o
LAST 47 sampson
MIDDLE Ll
POSITION &7 clem '
I_ Update cutstanding wotk items with new case field values
Cancel
3

This dialog provides a list of all of the data fields defined in the case. You can
change the value of one or more of the data fields. (Note that the data shown in this

dialog is “case data”, not “work item data”. For information about the difference,
see Case Data Fields.)
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The Case Data dialog also contains a Refresh button to allow you to get the most
recent case data for the case.

To change the data in a field, click in the Value column for the desired field, then
type in the new value:

I'ADDHEEE & 8229 W. Manson 5t| |

|AF"F"DATE y’r’? July 15, 2010

You can also use the eraser icon to clear the contents of the field.

If the case contains one or more memo fields, they are denoted by “[Memo]”
appearing in the Value column for that field:

Name | Value

COMMENTS [Memao] Amy Brown, in the Dallas office, highly recommends

To change the value of a memo field, click on “[Memo]”, which causes it to change
to a Memo button. Click on the Memo button to display the Memo dialog. Use the
Memo dialog to modify the value of the memo field as desired, then click OK to save
the change.

You can also choose to update the “work item data” for the case. To do this, click in
the Update outstanding work items with new case field values check box. For
information about the difference between case data and work item data, see Case
Data Fields.

Click OK to apply the changes you’ve made, or Cancel to discard the changes you’ve
made. (Note that you must click Apply on the Process Jump dialog for case data
changes to take effect — clicking Cancel on the Process Jump dialog causes
changes made to case data to be discarded.)

6. Enter information about why you are performing the process jump in the Reason for
the process jump field. This is a required field. This information is added to the
case history entry that shows the process jump:
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__-J 2010-07-18 09:48:18.884058 - "Was overuled by VP." Case Jump by swadmin@w11
__-J 2010-07-18 09:48:18. 287924 - "Applicaticn Received™ withdrawn from swadmin@wv11

__.J 2010-07-18 02:48:18.89785823 - "Remind Interviewsr" processed to swadmin@w11

In this example case history, “Was overruled by VP” was entered for the process
jump reason (this example also shows the entry for the withdrawal and the new
work item becoming outstanding).

7. Click Apply to perform the process jump.

You can view the Outstanding tab for the case to see that the currently outstanding work
items have changed (see Outstanding Work Items in the Case).

Triggering an Event

An event step is a step in a procedure that allows you to control the process flow in various
ways, depending on how your procedure was designed. It can be used to perform actions
such as:

« Suspending the flow of a case until an external action takes place.
« Starting a parallel branch of a case.
« Pausing a case for a specific period of time.

When the process flow reaches an event step, process flow is halted, and remains halted,
until the user triggers the event. When the event is triggered, the process flow will continue
again.

However, an event step does not need to be outstanding (i.e., process flow has reached the
step) to be triggered. You can trigger an event step at any time, such as:

« before the process flow has reached the event step,
« after the process flow has been halted at the event step, or

« after the event step has been triggered — one event step can be triggered multiple
times. This allows you to run a segment of the procedure at any time, as many times
as necessary.
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Also note that other actions can be performed when an even step is triggered. These
include resurrecting a closed case, as well as recalculating deadlines in the case. These
actions are described in the following steps used to trigger an event.

Event steps do not result in work items, although they do result in an outstanding item if
the process flow has reached, and is halted, at the event step. For information about
outstanding items, see Outstanding Work Items in the Case.

You can trigger an event step on a case that is suspended. However, steps immediately
after an event step that result in work items are suspended (unless they are flagged to
ignore suspensions).

To trigger an event step, follow these steps:

1. Select the desired case in the case list, or open the desired case and select the
Summary tab, then either:

ora
— click on thel_™ licon, or

— select Trigger Events from the Tools menu.

If the case you had selected is a closed case, triggering an event step in the case will
cause the closed case to be resurrected, i.e., it becomes active again. If the case is
closed, a dialog is displayed that says that proceeding will cause the closed case to
become active; click OK to proceed.

The following dialog is displayed:
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“T" Trigger Events: ALLOCATE - 5203 - "Billy Bradley" aley Sl 2|
Select event step to trigger

view - O

Typ< Step Descipticn Step Type = Data...

(;!J EVENT Credit chedk Event

— Recalculate Deadlines
{” Do not recalculate deadlines when event is triggered
{" Recalculate deadlines in the main case only

{* Recalculate deadlines in the main and all sub-cases

This dialog lists all event steps in the case.

2. If you are using the trigger event to recalculate the deadlines in the case, click on
the appropriate Recalculate Deadlines radio button, as follows:

— Recalculate deadlines in the main case only - Only deadlines in the main case
are recalculated.

— Recalculate deadlines in the main and all sub-cases - Also recalculates
deadlines in sub-procedures that have been started in this case.

The default selection of Do not recalculate deadlines when event is triggered is
for all other uses of trigger event besides recalculating deadlines.

3. Select the event step you would like to trigger.

4. If you want to also change case data when the event is triggered, click on the Data
button. The following dialog is displayed:
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[Z] case Data: 5203 - "Billy Bradley" o x|

Enter case field values

View = [ | 2B

Mame | Value *I
MEMO [Mermo] VP approval nesded.

LOCATION &7 valley

MAME 47 Billy Bradley

REASON 47 Grant transfer

FILE 47 Assignes

|_ Update cutstanding work items with new case field values

Cancel |

This dialog provides a list of all of the data fields defined in the case. You can
change the value of one or more of the data fields. (Note that the data shown in this

dialog is “case data”, not “work item data”. For information about the difference,
see Case Data Fields.)

The Case Data dialog also contains a Refresh button to allow you to get the most
recent case data for the case.

To change the data in a field, click in the Value column for the desired field, then
type in the new value:

LOCATION .ﬂiu-faney i
NAME 47 Billy Bradley

You can also use the eraser icon to clear the contents of the field.

If the case contains one or more memo fields, they are denoted by “[Memo]”
appearing in the Value column for that field:
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i Name ! Walue

e — — .

! MEMO [Memc] VP approval nesded.

To change the value of a memo field, click on “[Memo]”, which causes it to change
to a Memo button. Click on the Memo button to display the Memo dialog. Use the
Memo dialog to modify the value of the memo field as desired, then click OK to save
the change.

If the case contains outstanding work items, you have the option of also updating
the work item data, as well as the case data. If the case contains outstanding work
items, the Update outstanding work items with new case field values check box
is displayed on the dialog (it’s not displayed if there are no outstanding work items).
Ensure this check box is checked if you would like to also update work item data.
For information about the difference between case data and work item data, see
Case Data Fields.

o Note: If a work item is open when you trigger an event step and update
its work item data, when the user who has the work item open tries to
keep or release the work item, a message is displayed informing them
that the work item has been updated elsewhere since they opened it. The
keep or release operation is cancelled and any changes to field values
made by the user are lost. Updates to field values made by the trigger
event are applied.

Click OK to apply the changes you’ve made, or Cancel to discard the changes you’ve
made. (Note that you must click OK on the Events dialog for case data changes to
take effect — clicking Cancel on the Events dialog causes changes made to case
data to be discarded.)

5. Click OK on the Events dialog to perform the trigger event.

Closing Cases

You can close a currently active case of a procedure, making it inactive. This stops the
process flow for that case.

You must have system administrator authority to close cases.
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To close one or more cases, follow these steps:

1.

5.

Select one or more cases in the case list, or open the desired case and select the
Summary tab.

Do one of the following:

From the case list, click on the a icon, or select Close Case(s) from the Tools
menu, or right-click on the selected case(s) and select Close Case(s) from the drop-
down menu.

From the Summary tab, click on the a icon, or select Close Case from the Tools
menu.

A dialog is displayed to confirm that you want to close the selected case(s).

Either check or uncheck the Trigger events when cases are closed check box as
follows:

— Check the box to cause a procedure-level event to be triggered when the case is
closed. This would be used if the procedure definition catches procedure-level
events to perform some custom business logic either before or after closing the
case.

— Uncheck the box to prevent an event from being triggered when the case is
closed.

Optionally specify a priority value in the Priority field.

This specifies the priority at which the case close occurs in the background. The
valid entries are 0 - 999, where 0 causes the method to use the default priority. Out
of the box, the default priority is set to 50. Therefore, if 0 is specified, it is using a
priority of 50 (note that an administrator may have changed the default priority
value to a value other than 50, but that is typically not done). This allows you to
force case close requests to process before other message requests that are pending
at the server; a value of 1 is the highest priority. You can also force case close
requests to defer to other message requests that are sent to the server; a value of
999 is the lowest priority.

Click OK to confirm you want to close the case(s).

The case’s status icon in the case list changes to a red circle (like a stop light) when it is
closed.
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Status | Number | Desoripticn |'Started By | Started Date/Time |TElmirratEd‘ Date/Time
51 Austin - FOD445 swadmingivi 1 2008-03-31 14:47:08 2010-07-18 10:02:00

Also notice that the Terminated Date/Time column shows the date and time the case was
closed (you must refresh the list for the date/time to appear in the Terminated Date/Time
column).

Resurrecting a Closed Case

A closed case can be “resurrected” (i.e., it’s status changed to “active”) using the “trigger
event” function (the procedure/case must contain an event step). For information about
using the trigger event function to resurrect a closed case, see Triggering an Event.

Note that when a closed case is resurrected using the trigger event function, the process
flow will proceed from the event step that was used to trigger the event.

The case’s status icon changes to a green circle after it’s been resurrected, plus the
Terminated Date/Time column is cleared:

.........

Status Number | Desciction Started By \Started Date'Time | Terminsted Dste/Time
@ 35 Austin - FOD445 swadmin@vil  2008-03-31 14:47:06

Purging Cases

Purging cases permanently deletes them from the system. You can purge cases that have
any status.

You must have system administrator authority to purge cases.

To purge cases, follow these steps:

1. Select one or more cases in the case list, or open the desired case and select the
Summary tab.

2. Do one of the following:
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From the case list, click on the a icon, or select Purge Case(s) from the Tools
menu, or right-click on the selected case(s) and select Purge Case(s) from the drop-
down menu.

From the Summary tab, click on the a icon, or select Purge Case from the Tools
menu.

Two dialogs are displayed to confirm that you want to purge the selected case(s)
(because it is non-reversible).

3. On the first confirmation dialog, either check or uncheck the Trigger events when
cases are purged check box as follows:

— Check the box to cause a procedure-level event to be triggered when the cases
are purged. This would be used if the procedure definition catches procedure-
level events to perform some custom business logic before purging the cases.

— Uncheck the box to prevent an event from being triggered when the case is
purged.

4. Optionally specify a priority value in the Priority field.

This specifies the priority at which the case purge occurs in the background. The
valid entries are 0 - 999, where 0 causes the method to use the default priority. Out
of the box, the default priority is set to 50. Therefore, if 0 is specified, it is using a
priority of 50 (note that an administrator may have changed the default priority
value to a value other than 50, but that is typically not done). This allows you to
force case purge requests to process before other message requests that are
pending at the server; a value of 1 is the highest priority. You can also force case
purge requests to defer to other message requests that are sent to the server; a
value of 999 is the lowest priority.

5. Click OK to confirm you want to purge the case(s).

The case’s status icon in the case list changes to a black circle after you’ve purged it.

Status Humber Cre=zcription Started By Started Date/Time Terminated Date/Time
e 2545 Accountants amadmin@danait 2007-02-08 143825

Refreshing the case list causes purged cases to be removed from the list.
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User Options

This section describes setting up user options, which define system behavior based on the
user that logs into the system.

Introduction

User options establish default settings for each user that logs into the iProcess Workspace
(Browser). These include things such as whether the procedure list or work queue list is
displayed when the user first logs in, whether preview is turned on by default, the
size/location of work item forms, etc.

To set your user options, click on the Options button or icon in the lower left part of the
iProcess Workspace (Browser) window.

If you are displaying buttons:

EI Work Queues

ﬁ Procedures

¥ session Activity
E Server Info

If you are displaying icons:

e o5 ffe B

The following dialog is displayed:
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5% | Close

Options % Defaults

i
E Display Options
B Seledct language to display
[ Engllis-l';. [UI‘Ii'I;E—E.I .Sts'ées-:-. w
Select which list initially displays at startup.

¥ Work Cusues
{" Procedures

Work queues may be referenced by name or desoription
{* Show Work Queue Names

{~ Show Work Queus Desoriptions

{* Show Procedure Names
{" Show Procedure Desoiptions
¥ Autorefresh lists of work items
Autorefresh interval, in seconds (5 minimum]): | E{;
o Apply autorefresh settings to all ocpen lists
[ Cnly apply autcrefresh settings to new lists

v Filter Options

Work Itern Filters
i Always specify a filter before retrieving lists of work itams

¥ Mewer specify 8 filter before retrieving lists of work items
() Specify a filter if the number of work items exceeds a threshold

| 00 Threshold at which a filter needs to be specified before retrieving a list of

FProcedures may be referenced by name or desoription _—

Scroll down this dialog to view all of the available user options.

You can use the Defaults button to return all options to their default values. (Default
values are specified in the iProcess Workspace (Browser) configuration file — for
information, see the TIBCO iProcess Workspace (Browser) Configuration and Customization
guide.)

The Save and Close button saves any changes you’ve made and closes the Options dialog.

The Close button closes the Options dialog without saving changes.
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Note: If you leave the Options dialog without clicking the Save and Close nor
Close button (e.g., by clicking one of the other mode selection buttons), any
changes made will not be saved.

User Options Persistence

Settings you make on the Options dialog are persisted (i.e., saved) in one of two places,
depending on a configuration parameter set by the system administrator:

Locally - If persisted locally, user options you specify will be in effect only when you
log into TIBCO iProcess Workspace (Browser) from the same machine. If you log into
the TIBCO iProcess Workspace (Browser) on a different machine (and connect to the
same server), the user options you specified will not be in effect on that new
machine — user options defined on a specific machine will apply only to that
individual machine.

On the Server - If persisted on the server, and you log into a different machine (and
connect to the same server), the user options you defined will be in effect on the
new machine.

Display Options

The Display Options section allows you to set the following user options:

Language - Specifies the language to display in the iProcess Workspace (Browser).

Initial Display - Specifies whether the work queue list or the procedure list is
initially displayed when you start the iProcess Workspace (Browser).

Work Queue Reference - Specifies whether work queues are referenced by their
name or description.

Procedure Reference - Specifies whether procedures are referenced by their name
or description.

Auto-Refresh of Work Item Lists - Specifies whether or not the auto-refresh feature
on work item lists should be enabled or disabled by default every time you log in.
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These are described in the following subsections.

Language
You can specify which language to display on all of the screens and windows in the
iProcess Workspace (Browser).
To specify the language:
1. Click the Options button/icon to display the Options dialog.
2. Locate the Display Options section on the Options dialog.

3. In the Select language to display field, select the desired language:

Select language to display
English (United States) k
. English (Australial [
Englizh (Canada)
English {United Kingdaor)

4. Click Save and Close to save the changes and close the Options dialog.

Initial Display

The initial display user option allows you to specify which list is initially displayed when
you log in: work queue list or procedure list.

To specify the default initial display:
1. Click the Options button/icon to display the Options dialog.
2. Locate the Display Options section on the Options dialog.

3. Using the Select which list initially displays at startup radio buttons, select either
Work Queues or Procedures:
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Salect which list initially dizplays at statup
¥ ok Queues

" Procedures

4. Click Save and Close to save the changes and close the Options dialog.

Work Queue Reference

This user option allows you to specify whether the work queue name or work queue
description is displayed in the work item list caption.

In the following example, the description (System Administrator) is used as a caption,

rather than the name (swadmin). (Names and descriptions are chosen by administrators
when they add users to the system.)

EI Work Queues

Tools ~ View ¥ El},ﬂ:ﬁ- Ba 4

PE—IE

Typs Name  Description Urgent Ite Unc
g bobby Bobby Miller o o
g franko Frank Olin o 20

ﬁ =5 z =

us Teller Supery .:|-.E||Ei' EIIJP-'ET‘:-'iE-ﬂ-E- oy Q 1T“

ﬁ Work Hems{ System Administrator’

Tools ™ View ~ 2 e

) 381 Austin - FOD445 ALLCCATE
D B0 Rear Bearing HF FE8GT  ALLOCATE

To specify whether the name or description should be used to reference the work queue in
the work item list:

1. Click the Options button/icon to display the Options dialog.

2. Locate the Display Options section on the Options dialog.
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3. Using the Work Queues may be referenced by name or description radio buttons,
select either Show Work Queue Names or Show Work Queue Descriptions:

Whark Queues may be referenced by name or description.
% Show ok Queue Names

{7 Showiak Queue Lrescriptions

4. Click Save and Close to save the changes and close the Options dialog.

Procedure Reference

This user option allows you to specify whether the procedure name or procedure
description is displayed in the case list caption.

In the following example, the description (Company Car Allocation) is used as a caption,
rather than the name (CARPOOL). (Names and descriptions are chosen by administrators
when the procedure is defined.)

ﬁ. Procedures

Tools = View ™ ﬁ Iﬂl E E,'J| p12!23

Stat Name U‘El:llip‘tlﬂl't Wersion F"Eirnissiun
n-[: ALLOCATE  Allccate Resources 0.5 Start / History
n-[: BOMUS Bonus 0.2 Start / History

n.[g CARPCOL

Tompany Car Allocation™ 1.0 Start / History

2.0 Histony

%7 CREDCHK

% Cazes

'‘Company Car Allocation”
Tools * View v 08 Jaﬂ|mun|

'Stat| Numbsr | Desciption Started By

|. 2004 Company Van 887-UT  swadming@wvi1

To specify whether the name or description should be used to reference the procedure in
the case list:

1. Click the Options button/icon to display the Options dialog.
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2. Locate the Display Options section on the Options dialog.

3. Using the Procedure may be referenced by name or description radio buttons,
select either Show Procedure Names or Show Procedure Descriptions:

Frocedures may be referenced by name or description
{* Show Frocedure Hames

{" Show Procedure Lrescriptions

4. Click Save and Close to save the changes and close the Options dialog.

Auto-Refresh of Work Item Lists

This display option allows you to specify whether or not the auto-refresh feature on work
item lists should be enabled or disabled by default every time you log in. When enabled,
work item lists are automatically refreshed at a specified interval.

For information about the auto-refresh feature, see Auto-Refresh of Work Item Lists.
To set the default behavior of auto-refresh:

1. Click the Options button/icon to display the Options dialog.

2. Locate the Display Options section on the Options dialog.

3. Either check (to enable) or uncheck (to disable) the Auto-refresh lists of work
items check box to specify the default behavior of the auto-refresh feature whenever
you log in:

|7 Auto-refresh lists of work items
Autorefresh interval, in seconds (5 minimuom): a0
i Apply auto-refresh settings to all cpen lists

i Cnly apply autocrefresh settings to new lists

If you check the Auto-refresh lists of work items check box, also specify the
following:

In the Auto-refresh interval field, specify the auto-refresh interval, in seconds. The
minimum allowed is 5 seconds.

Choosing the Apply auto-refresh settings to all open lists radio button causes
auto-refresh settings via the Options dialog to be applied to all work item lists
currently open, as well as new lists opened in the future.
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Choosing the Only apply auto-refresh settings to new lists radio button causes
auto-refresh settings via the Options dialog to only apply to newly opened work
item lists — not to lists that are currently open.

4. Click Save and Close to save the changes and close the Options dialog.

Filter Options

The Filter Options section allow you to set the following user options:

« Work Item Filters - Specifies whether or not to display the filter dialog before
displaying the work item list.

« Case Filters - Specifies whether or not to display the filter dialog before displaying
the case list.

Work Item Filters

This user option is used to specify whether or not to display the filter dialog before
displaying the work item list.

To define the work item list filtering option:
1. Click the Options button/icon to display the Options dialog.
2. Locate the Filter Options section on the Options dialog.

3. Using the Work Item Filters radio buttons, select the appropriate option based on
the descriptions below:

Work Itemn Filters
C Always specify a filter before retrieving lists of work items

™ Mever specify a filter before retrieving lists of work items
= Specify a filter if the number of work items exceeds a threshold

500 Threshold at which a filter needs to be specified before retrieving a list of work items

F Force a filter until the count is below the thresheld.
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— Always specify a filter... - If this radio button is selected, the filter dialog is
always displayed first when you select a work queue from the work queue list.
This allows you to apply a filter before displaying the work item list.

— Never specify a filter... - If this radio button is selected, the filter dialog is not
displayed first when you select a work queue from the work queue list. The first
page of the work item list is always displayed. If you choose to filter the list later,
you can click on the Filter icon and enter a filter expression.

— Specify a filter if the number... - This radio button is used in conjunction with
the Threshold field below the Work Item Filters radio buttons. If this radio
button is selected, the work item list is displayed only if the number of work
items in the work queue does not exceed the number in the Threshold field. If
the number exceeds the threshold, the filter dialog is displayed first, allowing
you to apply a filter before displaying the work item list.

If you specify a threshold value, you can also force the user to filter the work
items until the number of work items is below the threshold value. To do this,
select the Force a filter... check box. This causes the filter dialog to be
displayed, and forces the user to specify a filter that brings the number of work
items below the threshold before the work item list is displayed.

Note: For more information about filtering work item lists, see
Filtering a Work Item List.

4. Click Save and Close to save the changes and close the Options dialog.

Case Filters

This user option is used to specify whether or not to display the filter dialog before
displaying the case list.

To define the case list filtering option:
1. Click the Options button/icon to display the Options dialog.
2. Locate the Filter Options section on the Options dialog.

3. Using the Case Filters radio buttons, select the appropriate option based on the
descriptions below:
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Case Filters
C Always specify a filter before retrieving lists of cases
T Mever specify a filter before retrieving lists of cases
= Specify a filter if the number of cases exceeds a threshold
00 Threshold at which a filter needs to be specified before retrieving a list of cases

IT Force a filter until the count is below the thresheld.

— Always specify a filter... - If this radio button is selected, the filter dialog is
always displayed when you select a procedure from the procedure list. This
allows you to apply a filter before the list of cases is displayed.

— Never specify a filter... - If this radio button is selected, the entire case list is
always displayed whenever you select a procedure from the procedure list.

— Specify a filter if the number... - This radio button is used in conjunction with
the Threshold field below the Case Filters radio buttons. If this radio button is
selected, the case list is displayed when you select a procedure from the
procedure list only if the number of cases of that procedure does not exceed the
number in the Threshold field. If the number exceeds the threshold, the filter
dialog is displayed first, allowing you to apply a filter prior to displaying the case
list.

If you specify a threshold value, you can also force the user to filter the cases
until the number of cases is below the threshold value. To do this, select the
Force a filter... check box. This causes the filter dialog to be displayed, and
forces the user to specify a filter that brings the number of cases below the
threshold before the case list is displayed.

Note: For more information about filtering case lists, see Filtering a

Case List.

4. Click Save and Close to save the changes and close the Options dialog.

Layout Options

The Layout Options section allows you to set the following user options:
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Case Preview Default - Specifies whether the case details should be shown in the
Preview Pane by default. This option also allows you to specify whether or not to
automatically resize the Preview Pane when opening a case, as well as the
percentage to resize.

Work Item Preview Default - Specifies whether the work item summary should be
shown in the Preview Pane by default. This option also allows you to specify
whether or not to automatically resize the Preview Pane when opening a work item,
as well as the percentage to resize.

Floating Work Item Form Window - Specifies the type of window in which work
items are opened when using floating windows.

Default Position/Size of Floating Windows - Specifies the default position and size
of floating windows used for work item forms and case details.

These are described in the following subsections.

Case Preview Default

This user option specifies the default setting of the Preview feature on the case list.

(&1
]

E v Preview On -

Open Details in Preview Pane

Float Details |
I
il

Preview On -

Preview Off

Each time you log in, the default specified here is in effect. You can change the current
setting at any time using the Preview feature drop-down menu shown above. But the next
time you log in, the default setting is in effect again.

For more information about the Preview feature, see Preview Pane.

To specify the case preview default:

Procedure

1.
2.

Click the Options button/icon to display the Options dialog.
Locate the Layout Options section on the Options dialog.

Using the Case Preview Default radio buttons, select the option you would like to
be set as the default for the Preview feature on the case list:
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Case Preview Default
{% Preview On - open case detail in preview pane

{" Do not resize preview pane when opening case detail
{% Resize the preview pane when opening case detail

50 % Percentage of wiewing area the preview pane will occupy

" Preview On - float case detail in dialog

{ Preview Off - float case detail in dialog

Notice that if you choose Preview On - open case detail in preview pane,
additional radio buttons are displayed that allow you to specify whether or not the
Preview Pane is automatically resized when a case is opened in the Preview Pane. If
you choose to resize the Preview Pane, also enter a percentage (from 1% - 100%) in
the % Percentage of viewing area ... field; this specifies the amount of the viewing
area the Preview Pane will encompass when a case is open. When you close the case
details, the Preview Pane reverts to its previous size.

4. Click Save and Close to save the changes and close the Options dialog.

Work Item Preview Default

This user option specifies the default setting of the Preview feature on the work item list.

&
E ¥ Preview On - Open Forms in Preview Pane

=] Preview &n - Float Formis

[l Praview Off

Each time you log in, the default specified here is in effect. You can change the current
setting at any time using the Preview feature drop-down menu shown above. But the next
time you log in, the default setting is in effect again.

For more information about the Preview feature, see Preview Pane.
To specify the work item preview default:
Procedure

1. Click the Options button/icon to display the Options dialog.

2. Locate the Layout Options section on the Options dialog.
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3. Using the Work Item Preview Default radio buttons, select the option you would
like to be set as the default for the Preview feature on the work item list:

Mo tem Preview Default
{% Preview On - open wolk item forms in preview pane

{" Do not resize preview pane when opening work items
{% Resize the preview pane when opening work items

A0 % FPercentage of wiewing area the preview pane will occupy

£ Preview On - float wark item forms

£ Preview Off - float wark item forms

Notice that if you choose Preview On - open work item forms in preview pane,
additional radio buttons are displayed that allow you to specify whether or not the
Preview Pane is automatically resized when a work item is opened in the Preview
Pane. If you choose to resize the Preview Pane, also enter a percentage (from 1% -
100%) in the % Percentage of viewing area ... field; this specifies the amount of
the viewing area the Preview Pane will encompass when a work item is open. When
you close the work item, the Preview Pane reverts to its previous size.

4. Click Save and Close to save the changes and close the Options dialog.

Floating Work Item Form Window

This user option specifies the type of window in which the work item form is opened. This
is applicable only if you are opening work item forms in a separate window; it is not
applicable if you are opening work item forms in the Preview Pane. For information about
the location in which work item forms are opened, see Preview Pane.
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o Note: This function may not be available to you, depending on the type of forms
you are using. When your application was developed, the developers chose a
method of creating the work item forms. The method they chose determines
whether or not you have this function available (you may need to ask the system
administrator which type of forms your application uses).

— if your application uses forms created with TIBCO® General Interface
Builder (Gl forms), this function is available because Gl forms can be
displayed in any of the three available formats: Preview Pane,
separate dialog, or separate browser window.

— if your application uses any non-GI form (also referred to as “external
forms”), this function is not available because non-Gl forms can only
be displayed in a separate browser window.

To specify the type of window in which work item forms are opened (when using floating
windows):

Procedure
1. Click the Options button/icon to display the Options dialog.
2. Locate the Layout Options section on the Options dialog.

3. Using the When opening a floating work item form, open it in radio buttons,
select whether you would like work item forms to be opened in a dialog or a new
browser window:

When opening a floating work iterm form, open it in:
[Mote: this setting may not apply to all form types)

{% A dialog
[T Medal dialog

A separate window

4. If you have selected to open floating forms in a dialog, also choose whether or not
to make the dialog modal by checking or unchecking the Modal dialog check box
(which is shown only if you have selected the A dialog radio button). (When a modal
dialog is open, you cannot perform any other function until the dialog is closed.)

5. Click Save and Close to save the changes and close the Options dialog.

TIBCO iProcess® Workspace (Browser) User Guide



236 | User Options

o Note: The setting of this user option can be overridden for a particular work

item form by a configuration parameter set by the system administrator. So,
even though you specify to open floating windows containing work item forms
in a separate dialog, for any particular work item, it may open in a separate
browser window.

Default Position/Size of Floating Windows

This user option allows you to specify the default position and size of floating work item

forms.

To specify the default floating window position and size:

1.
2.
3.

Click the Options button/icon to display the Options dialog.
Locate the Layout Options section on the Options dialog.

Using the Default position and size... fields and check boxes, check either the Full
Screen or Center check box, or uncheck them both, to specify that you want the
window/dialog to be full screen, centered in the screen, or in a different position
(uncheck both boxes):

Drefault position and size (px) for floating dialog or broweser windaow,

Left: |220 Top: (220 [T Full Sereen

Wijdth: | S540 Height: | 400 [# Center

I_ Remember Floating Window Position

Some or all of the fields may become inactive, depending on which of the check
boxes are checked.

Optionally enter values in the Left, Top, Width, and Height fields to specify the
window/dialog position, in pixels.

Optionally check the Remember Floating Window Position check box to specify
you want the system to remember the size and position of the floating window if
you manually move it or resize it on your screen.

If this check box is checked, the application will remember if you manually resize
and/or re-position the work item form on your screen, and will size and position
future forms. If this check box is not checked, future forms will all open in the
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position and size specified by the Default position and size... fields — it does not
remember the size and location of work item forms you have manually
resized/repositioned.

Also note that the Remember Floating Window Position option is not applicable
for external forms (i.e., non-GI forms). The size and position of external forms is not
remembered nor persisted — they always open according to the default settings of
the Layout Options".

6. Click Save and Close to save the changes and close the Options dialog.

Outstanding Item Options

This user option specifies the default setting of the Recurse sub-cases for outstanding
items check box on lists of outstanding work items, which specifies whether or not the
outstanding work items list should include work items in sub-cases.

For information about the outstanding work items list, see Outstanding Work Items in the
Case.

To specify this default setting:
1. Click the Options button/icon to display the Options dialog.
2. Locate the Outstanding Item Options section on the Options dialog.
3. In this section, click the appropriate radio button, as follows:

— Recurse sub-cases for outstanding items - This causes the Recurse sub-cases
for outstanding items check box on outstanding work item lists to be checked
by default.

— Only show items from the main case - This causes the Recurse sub-cases for
outstanding items check box on outstanding work item lists to be unchecked by
default.

% Ohutstanding kem Options

Lists of outstanding wartk items may be configured to anly show items from the main case,
orto include items retrieved from any sub-caszes.

By default:
{* Recurse sub-cases far outstanding items

i Only show items from the main case
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4. Click Save and Close to save the changes and close the Options dialog.

Session Options

The Session Options section allows you to set the following user options:

» Session Activity Log - Specifies how much information to write to the Session
Activity log.

« Change Password - Allows the logged-in user to change his/her password.

Session Activity Log

This user option allows you to specify how much information to write to the Session
Activity log. For information about the Session Activity log, see Login Session.

To specify the amount of session activity logging:
1. Click the Options button/icon to display the Options dialog.
2. Locate the Session Options section on the Options dialog.

3. Using the scrollable list of check boxes, check the activities you would like included
in the Session Activity log:

Select actions which are to be included in the session activity log
[¥ Activated Caze -
[ Added Case History Entry

[¥ Added Supemizer ;I
[¥ Canceled Redirection

4. Click Save and Close to save the changes and close the Options dialog.

Change Password

You can change your password at any time using this option.

To change your password:
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1. Click the Options button/icon to display the Options dialog.
2. Locate the Session Options section on the Options dialog.

3. Click on the Change Password button:

Change Fasanword...

The Change Password dialog is displayed.
4. Enter your existing password in the Old Password field.

5. Enter your new password in the New Password field, then again in the Confirm
New Password field.

6. Click OK to save the password changes and close the Change Password dialog.

7. Click Save and Close to save the changes and close the Options dialog.

Sub-Case Version Options

This option specifies the default order in which sub-procedure statuses are looked for
when sub-procedures are started from another procedure.

To specify the sub-case precedence:
1. Click the Options button/icon to display the Options dialog.
2. Locate the Sub-Case Version Options section on the Options dialog.

3. Using the radio buttons in this section, select the desired precedence.

?:E' Sub-Case Version Options
Selectthe sub-procedure version precedence that is used when sub-cases are started.
{* Released
Unreleazed = Relzased

Unreleazed = Model = Released

r-
{ todel » Releasad
r
r

Madel = Unreleased = Releaszed

For instance, if you select the Model > Released radio button, when a sub-case is
started, the system will look for a model status of the sub-procedure first; if no
model status of that sub-procedure exists, it will look for one with a released status.
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The default is Released — the system will only look for the sub-procedure with a
released status.

4. Click Save and Close to save the changes and close the Options dialog.

o Note: Even though the “Sub-Case Version Options” section name refers to the
precedence selections as “versions”, they are really “statuses.”

For more information about procedure statuses, see Procedure Status. For more
information about sub-procedures, see Sub-Procedures.
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User Administration

This section describes how users, groups, roles, and attributes are used in the TIBCO
iProcess Workspace (Browser) installation.

Administering Users

The following provides definitions The following provides definitions of user-related terms
used in the iProcess Workspace (Browser).

Term

User

Group

Role

Definition

A user is a person who has been defined on the iProcess Engine, and has been
given a user name and password, which authorizes that user to log in to the
iProcess Workspace (Browser).

Each user has a personal work queue into which work items that are addressed
to that user are placed.

A group consists of a number of users. For example, a "Loan Reviewers" group
might consist of a number of users whose responsibility it is to review loan
applications.

Each group has a work queue into which work items that are addressed to the
group are placed.

All users that are members of the group have access to the work items in the
group’s work queue.

A role is a job title or function, such as “Account Manager.” One user is assigned
to the role. Then when a procedure is defined, the addressee of a step can be

the “Account Manager.” Work items sent to “Account Manager” are actually sent
to the user assigned to that role. That way if the person assigned to the job title
(role) changes, all you have to do is change the user assigned to the role, rather

TIBCO iProcess® Workspace (Browser) User Guide



242 | User Administration

Term Definition
than change the procedure definition.

Attribute An attribute is a property/characteristic of a user. When a user is defined on the
system, attributes are specified for the user. One of particular importance for
the iProcess Workspace (Browser) is the MENUNAME attribute. This attribute,
which is assigned a value such as “User”, “Manager”, “Admin”, etc., specifies the
user’s access to functions in the application. For more information, see User
Access Profiles.

Users, groups, roles, and attributes can be created, changed, or deleted using the TIBCO
iProcess User Manager. Information about using the User Manager can be found in the
TIBCO iProcess Workspace (Windows) Manager’s Guide.
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TIBCO Documentation and Support Services

For information about this product, you can read the documentation, contact TIBCO
Support, and join TIBCO Community.

How to Access TIBCO Documentation

Documentation for TIBCO products is available on the Product Documentation website,
mainly in HTML and PDF formats.

The Product Documentation website is updated frequently and is more current than any
other documentation included with the product.

Product-Specific Documentation

Documentation for TIBCO iProcess® Workspace (Browser) is available on the TIBCO
iProcess® Workspace (Browser) Product Documentation page.

How to Contact Support for TIBCO Products

You can contact the Support team in the following ways:

e To access the Support Knowledge Base and getting personalized content about
products you are interested in, visit our product Support website.

e To create a Support case, you must have a valid maintenance or support contract
with a Cloud Software Group entity. You also need a username and password to log
in to the product Support website. If you do not have a username, you can request
one by clicking Register on the website.

How to Join TIBCO Community

TIBCO Community is the official channel for TIBCO customers, partners, and employee
subject matter experts to share and access their collective experience. TIBCO Community
offers access to Q&A forums, product wikis, and best practices. It also offers access to
extensions, adapters, solution accelerators, and tools that extend and enable customers to
gain full value from TIBCO products. In addition, users can submit and vote on feature
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requests from within the TIBCO Ideas Portal. For a free registration, go to
TIBCO Community.
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Legal and Third-Party Notices

SOME CLOUD SOFTWARE GROUP, INC. (“CLOUD SG”) SOFTWARE AND CLOUD SERVICES EMBED,
BUNDLE, OR OTHERWISE INCLUDE OTHER SOFTWARE, INCLUDING OTHER CLOUD SG SOFTWARE
(COLLECTIVELY, “INCLUDED SOFTWARE”). USE OF INCLUDED SOFTWARE IS SOLELY TO ENABLE THE
FUNCTIONALITY (OR PROVIDE LIMITED ADD-ON FUNCTIONALITY) OF THE LICENSED CLOUD SG
SOFTWARE AND/OR CLOUD SERVICES. THE INCLUDED SOFTWARE IS NOT LICENSED TO BE USED OR
ACCESSED BY ANY OTHER CLOUD SG SOFTWARE AND/OR CLOUD SERVICES OR FOR ANY OTHER
PURPOSE.

USE OF CLOUD SG SOFTWARE AND CLOUD SERVICES IS SUBJECT TO THE TERMS AND CONDITIONS
OF AN AGREEMENT FOUND IN EITHER A SEPARATELY EXECUTED AGREEMENT, OR, IF THERE IS NO
SUCH SEPARATE AGREEMENT, THE CLICKWRAP END USER AGREEMENT WHICH IS DISPLAYED WHEN
ACCESSING, DOWNLOADING, OR INSTALLING THE SOFTWARE OR CLOUD SERVICES (AND WHICH IS
DUPLICATED IN THE LICENSE FILE) OR IF THERE IS NO SUCH LICENSE AGREEMENT OR CLICKWRAP
END USER AGREEMENT, THE LICENSE(S) LOCATED IN THE “LICENSE” FILE(S) OF THE SOFTWARE. USE
OF THIS DOCUMENT IS SUBJECT TO THOSE SAME TERMS AND CONDITIONS, AND YOUR USE HEREOF
SHALL CONSTITUTE ACCEPTANCE OF AND AN AGREEMENT TO BE BOUND BY THE SAME.

This document is subject to U.S. and international copyright laws and treaties. No part of this
document may be reproduced in any form without the written authorization of Cloud Software
Group, Inc.

TIBCO, the TIBCO logo, the TIBCO O logo, and iProcess are either registered trademarks or
trademarks of Cloud Software Group, Inc. in the United States and/or other countries.

All other product and company names and marks mentioned in this document are the property of
their respective owners and are mentioned for identification purposes only. You acknowledge that all
rights to these third party marks are the exclusive property of their respective owners. Please refer to
Cloud SG’s Third Party Trademark Notices (https://www.cloud.com/legal) for more information.

This document includes fonts that are licensed under the SIL Open Font License, Version 1.1, which is
available at: https://scripts.sil.org/OFL

Copyright (c) Paul D. Hunt, with Reserved Font Name Source Sans Pro and Source Code Pro.

Cloud SG software may be available on multiple operating systems. However, not all operating
system platforms for a specific software version are released at the same time. See the “readme” file
for the availability of a specific version of Cloud SG software on a specific operating system platform.
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THIS DOCUMENT IS PROVIDED “AS IS” WITHOUT WARRANTY OF ANY KIND, EITHER EXPRESS OR
IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY,
FITNESS FOR A PARTICULAR PURPOSE, OR NON-INFRINGEMENT.

THIS DOCUMENT COULD INCLUDE TECHNICAL INACCURACIES OR TYPOGRAPHICAL ERRORS. CHANGES
ARE PERIODICALLY ADDED TO THE INFORMATION HEREIN; THESE CHANGES WILL BE INCORPORATED
IN NEW EDITIONS OF THIS DOCUMENT. CLOUD SG MAY MAKE IMPROVEMENTS AND/OR CHANGES IN
THE PRODUCT(S), THE PROGRAM(S), AND/OR THE SERVICES DESCRIBED IN THIS DOCUMENT AT ANY
TIME WITHOUT NOTICE.

THE CONTENTS OF THIS DOCUMENT MAY BE MODIFIED AND/OR QUALIFIED, DIRECTLY OR
INDIRECTLY, BY OTHER DOCUMENTATION WHICH ACCOMPANIES THIS SOFTWARE, INCLUDING BUT
NOT LIMITED TO ANY RELEASE NOTES AND "README" FILES.

This and other products of Cloud SG may be covered by registered patents. For details, please refer
to the Virtual Patent Marking document located at https://www.cloud.com/legal.

Copyright © 2005-2025. Cloud Software Group, Inc. All Rights Reserved.
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