BPMS - User Manual

1 — Last update: 2019/10/29



Table of Contents

1.0 The Digital Business Platform ........ .ot r e e e e e e e e e e e e nmnas 2
1.1 What is the Digital BUSINEsS Platform? ... ... e 3
A e (o TeT=  SUPPTPSPPP 4
L N o T 0 5
1.4 RESOUICES AN ROIES ..ot e e et et e e e et e et e e e e e e e eeannns 6

2.0 Navigating in the Web Application ..o e 7
2.1 Logging into the Web ApPlICation ....... oo 8
D o 10 (1= =T T PP 9
2.3 Changing YOUTr PaSSWOIA .......couuiiiiiiiiie et e et e e e e e e e e e e e e e e e e e e an e e e e e aneeaneeeen 10
2.4 Changing the HOme Page TRemME.......oouiiiiiieiiii et e e e 11
2.5 Messages and NOtIfICAtIONS ... oo e e e e 12

2.5.1 RECEIVEA MESSAGE... oot ittt et e et e et e et e e e e e e e et e e et e e et e e et e e et aaees 13

D A 1= o) 1Y/ TS T= o [ RN 14
2.5.3 SENA MESSAGES ...ttt ettt ettt e e et e e e e e et eeaeeennnn 15
2.6 Navigating to APPHCALIONS ... et et et e e e e e e eeas 16
D A o= o |1 (= USRS 18
D (0 T |V = T g =T 1= 4 1Y o PSRN 19
A I V- Vo= T o T 7= 1 1= 3 o = T P 20

O I S T (U | o PR 22
N A TG TS Y[ o 1Y ol [ =T [T PPN 26

2.7 1A HOME SIUD et 28
2.7.1.5 NEeWS MaNAGEMENT ...ttt 33
2.7.1.6 Task List Management.. ... ..o e e 36

2.7 1.7 Error Management .. ..o i 39

2.7.2 Delegation ManagemeEnt ... ... e e r e aaan 40

D A T I =] =T = S 43

D A I = e {1 T PPN 47

B IR I 0 =0 I T LG I = 48

B T B = 11 [ N F T L U] = 49
R T O ST == o] o PSPPI 51
3.1.2 Column CUSTOMIZATION ...t e eeaas 52
3.1.3 TaSK FOIrWAITING ...ttt ettt e et e e e e e e eeees 54
3.1.4 Task List TIMESNEET. ... e e e e e e e e e e e 57
315 PrOCESS HiSTOIY ..o et e e e e 60

G T I TR 1= 1] G 0= oY= 61



T = 1] S o] (o 1Y =TT 62

3.2.1 CUSTOM FOIABIS ..ottt ettt e ettt e et e e e eaa e eeees 64

0 I = T (1 S 65
4.1 Obtaining @ TraCKing COQE ... ...uiiiiiiiii e e e e et e e et e e e e et e e e e eanaeeeen 66
4.2 TracCking @ TASK ....uuuieiiiii ittt et 67

L 0 o o o= 41 oY o K= O PRP 69

5.1 ACCESSING APPICAIIONS ... e et e aan s 70



1.0 The Digital Business Platform

The Digital Business Platform is Interfacing’s RAD solution that allows users to create workflow applications.
This help manual is designed for end users of the Digital Business Platform Web Application and will explain
the Web Application features and layout.

This introduction section is comprised of:

1.1 What is the Digital Business Platform
* 1.2 Process

e 1.3 Forms
1.4 Resources and Roles




1.1 What is the Digital Business Platform?

Interfacing’s Digital Business Platform uses flow management technology that illustrates tasks and works in
a flow diagram, focusing on the people performing the tasks and their individual roles. Digital Business
Platform can help companies build, improve and share processes from a central repository. Business rules
can then be applied at any stage of the workflow to automate tasks or minimize manual intervention. The
ability to track and provide status reports throughout each phase of a process allows for accurate
performance and coordination across manual and systemized tasks. The Digital Business Platform has the
capability to sync user data and other information from the EPC, such as risks, controls, rules, and more.

The Digital Business Platform Designer

The Digital Business Platform Designer is a Rapid Application Development tool that allows users with a
minimal software development knowledge to quickly develop functioning web applications by minimizing
code. The DBP offers the ability to design and manage entities, processes and forms. Rules, actions and
guards can be defined and associated with business processes to automate or minimize intervention during
the workflow. Developers can design Dashboards and Business Activity Monitoring dashboards for analytic
purposes.

The Diqgital Business Platform Web Applications

Applications that are developed using the Designer are deployed on the web. Users can use these
applications by simply navigating to the URL to which the app was deployed and start using the application.
The DBP User Homepage contains all of the solutions designed in the platform in a highly visualized
environment.



1.2 Process

Applications within the Digital Business Platform are based on processes. Processes are defined by process
designers (similar to process mapping in the EPC). These processes are then run in the process engine and
executed via Web Applications that are designed on top of the process.

The Digital Business Platform supports a variety of processes, including human-based processes, system-
based processes as well as combined processes (both human and system). This allows for increased
enterprise-wide agility and automation.

Each step of a process can be associated with forms, which users interact with during the process
execution.



1.3 Forms

Forms refer to the physical interface users interact with in the Web Application. Forms are created by
designers and linked to tasks of a process. System based processes are usually automated and are not

linked to forms. An example of a system task is the Scheduler; it will trigger a certain process when the set

time has been reached. However, human-based processes require human input in order to advance the

workflow.

The image below shows an example of how a human based process is linked to forms. In this example,
submitting the form in the first step will trigger the second step.

AddCustomer
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1.4 Resources and Roles

The Digital Business Platform functions similarly to the EPC, where resources refer to the user (person) and
where roles refer to the job title a particular resource has.

The Digital Business Platform is a centralized web application where users can receive and perform tasks
assigned to them. Tasks are usually performed within forms. For more information on process and forms,
click here.

Tasks can be assigned to either:

« The Resource
« The Role

Tasks assigned to the Resources

Tasks assigned to resources are linked directly to your user profile
e.g. The task is assigned to John Doe (resource). The task will be performed by John Doe.

Tasks assigned to the Role

Tasks assigned to a role are linked directly with the role itself. A resource must be associated with the role.

e.g. The task is assigned to Customer Service Representative (role). CSR is linked to John Doe (resource).
The task will be performed by the CSR.



2.0 Navigating in the Web Application

This section explains how to navigate in the Digital Business Platform web application, as well as the
function of each options in the menus.

This section is comprised of:

« 2.1 Logging into the Web Application

2.2 Home Page

» 2.3 Changing your Password

e 2.4 Changing the Home Page Theme

« 2.5 Messages and Notifications

» 2.6 Navigating to Applications
» 2.7 Facilities
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2.1 Logging into the Web Application

The login page is the entry point for the Digital Business Platform.

1. The URL for the DBP is company specific. Contact an EPC/DBP administrator to obtain the correct URL.
2. Once the correct URL has been entered in your browser, the login page will be visible.
3. To log into the Web Application, click on the padlock icon on the top right corner.

4. You will be able to enter your credentials to log in.
Sign-in

IIsername Isemame

Password Password

© 2017 Interfacing Technologies Corporation Page 8 of 71



2.2 Home Page

Users are able to access all of the Digital Business Platform’s features and functionalities from the home
page.

BAM Mairtenance

Letter Element *Description

A Task List _Can be gxpanded by clicking on the arrow. Click here for more
information

B Facilities Gives access to various DBP features. Click here for more information

C Application(s) — Menu Access to designed applications. Click here for more information

D Application(s) — Tiles Access to designed applications. Click here for more information

E Language Language Options

F Theme Theme Options. Click Here for more information

G Options DBP General Settings

H Notifications and Notification and messaging center. Click here for more information

Messages

I Logout Logs out the user
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2.3 Changi_nuour Password

To change your password, click on the icon on the top toolbar depicted by a cogwheel.

1. A dropdown with the “Change Password” option will appear. Clicking on it will bring you to the password
reset page.

Change password

2. Enter your current password
3. Enter your new password and confirm it
4. Click on Save

Change password

Change password

Current password  sessesss
New password = ssssssssssss

Confirm new password — ssssssssssss
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2.4 Changm the Home Page Theme

Users can change their Home Page theme by clicking on the icon depicted by a brush in the menu toolbar.

The following themes are available:

» Default

+ Blitzer

+ CyanOrange
+ DarkblueGreen
* GreenYellow
+ GreyBlue

+ HotSneaks
+ Lightness

* NavyBlue

* OrangeCyan
* Pink

*+ Redmond

» Start

* Sunny
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2.5 Messages and Notifications

Messages and notifications can be accesed via the icon depicted by a bell in the main toolbar menu.

! Currently, the ability to send messages must be toggled in the DBP Organization Module for
an user to see the “Send Message” option

From the menu you can access

» View Received Messages

* View Sent Messages

» Send Messages

View received messages

View sent messages

Send message
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2.5.1 Received Message

«¥s Coming Soon



2.5.2 Sent Messages

«¥s Coming Soon



2.5.3 Send Messages

«¥s Coming Soon



2.6 Navigating to Applications

Security Settings

When applications are being designed, each form is assigned “Principals”. The principals are users who are
allowed to initiate the form. If a user was not given permission to initiate the form, they will not be able to
see the application in the menu bar OR the home page.

App Navigation Using the Menu Bar

Applications can be accessed via the top menu if they have been enabled. Applications shown in the menu
bar can be accessed from anywhere within the Web App.

Apply for Accreditation =  Ashargia Audit +  Claims Management ~  EmailTest2 -

App Navigation from the Home Page

Applications can also be accessed by clicking on the appropriate tile on the main menu. The tile thumbnail
can be uploaded in the designer. The uploaded image will be reflected for all users on their home page.

Q Facilities ~  Apply for Accreditation ~  Ashargia Audit ~ Claims Management ~ EmailTest2 ~ EPC Reports ~
D .
salesforce Vi
L]
Lead New hppllcallun List of Risks By Priority Audit
Management Form Accreditation
Applications
Incidents CAPA and Action Risk Assessment EPC Reports Claims Business
Items Management Continuity
Management

! NOTE: Applications can be displayed on BOTH the menu bar and in the home page. They
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2.7 Facilities

! Access to the different options in the Facilities menu is based on permission given by the
user.

The Facilities are accessible through the Facilities drop-down to the left of the menu toolbar.

*+ Management
- Delegation Management

e Timesheet
+ Tracking

Facilities « Audit «

Managemeant -
Endin' Dielegation Management

Timesheet

Tracking
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2.7.1 Management

The Management section of the Facilities is for management purposes.

The Management drop-down includes:

» Vacation Calendar
+ Ul setup
+ Slider images

* Home Setup
« News Management

« Task List Management

Fadlities - Audit - List of RDC

Managemeant - Vacation Calendar
g Dizlegation Management LT setup

Timesheet Slider images

Tracking Home Setup

Mews Management
Task List Management

Error Management
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2.7.1.1 Vacation Calendar

The vacation calendar allows users to indicate their availabilities for the year.

Vacation calendar

Show calendar

Sunday
Marnday
Tuesday
Wednesday
Thisraday
I rnda)'" }

Saturday

Thursday
Friday

Saturday

Thursday
Friday

To jump to another year, enter the value in the “Year” textbox and click on

To mark a day as a vacation day, click on the cell. The cell will be marked red. Click on the cell again to un-

mark it.



Vacation calendar

Year: 2019 Show calendar

January February March April May June July August September October November December

2 BE 3 4 2 4
3 4 | 2 4 | 5 3 5
4 | | 5 | a3 5 | 2 6 4 1 6
5 2 2 || o ] 3 8 3 7 5 2 7
6 3 3 |7 & | 2|7 4 8 6 3 8
7 4 5 | B | & | 3 |8 5 9 7 4 9
8 5 g | g [g| 4 | o 6 10 8 5 10
9 6 6 |10 |28 |5 |[10]| 7 11 9 6 ]
10 7 7 = | e | & |4 8 12 10 7 12
11 8 EAE NI E-E 13 11 8 13

Save
Click on - at the bottom of the form to save the calendar.



2.7.1.2 Ul Setup

The Ul Setup page allows the user to upload background images, change themes and personalize the top

banner.

Background

This section allows the DBP Administrator to set a background image for the login and home page.

Personalization

BRSO Default Theme  Top Banner

To select the login page and home page ,use the form below.

Before login image: Login image:

Choose File Choose File
Current Image Current Image
* Attention

To see the changes, refresh the page

Save

Location: Background Color

@ Repeat . #00354F

O Without Repeat

O Center

To upload an image in the login page and in the home page, click on “Choose File”
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Before login image: Login image:
| Choose File | No file chosen | Choose File | No file chosen
Current Image Current Image

To view the current image, click on Current Image
When an image is uploaded, you can choose the placement and pattern of the image.
* Repeat

* Without Repeat
+ Center

To set a background color (if no background picture has been uploaded), click on the Background Color
field. A color picker will appear.

®

#FFFFFF

To save your changes, click on .

* The default background color is white. To change the background color, you must set the
color to white and Save and Upload

* You must refresh the page for the changes to be reflected. In the case you are not able to
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see the background pictures or background color, clear your cache and reload the page.

Default Theme

Personalization

Background [ECEETIRGEN N  Top Banner

Please select one of the bellow as a default Task-List theme

Select Theme

Blitzer

CyanOrange

DarkblueGreen 2sh the page
GreenYedlow

GreyBlue

HotSneaks

Lightness

MNavyBlue

OrangeCyan

Fink

Redmond
Start

Sunny
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Top Banner

Personalization

Background  Default Theme

Use the form below to select a site banner NOTE
+ Only jpg. png or gif files are supported
+ Image’s height should not exceed 149 pixels.
+ Banner's image height should be 149 pixels.

Banner's default image Left-Side image: Center Image: Right-Side Image:
| Choose File Chaose File | Choose File Choose File

* Attention

To see the changes, refresh the page.

© 2017 Interfacing Technologies Corporation Page 25 of 71



Interfacing Technologies Corporation BPMS - User Manual - 1

2.7.1.3 Slider Images

Administrators have the ability to upload a set images that will be displayed at the top of the login page.
These images will be viewable by all users of the DBP. Multiple images can be uploaded and saved.

«¥s Up to 4 images can be selected

Slider images

Upload
To upload an image, click on - The windows explorer window will pop up to allow the user to

choose an image file.
. . . X Remove
To remove an image from the list, click on -

Save
To save uploaded images, click on

The image order allows users to set the order in which images are displayed.

After uploading and saving the images, they will be displayed in the Login page of the DBP web application.
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DMS Audit Quality Check PurchaseOrder

News

W Brain Training...
\ The first large study to rigorously examine brain-training games using cognitive tests and brain...

# 740 018 Show more

A  Meeting about new project

Why Meetings are Important? Why are meetings common in a corporate setting and a business...

Show
Show
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2.7.1.4 Home Setup

The Home Settings allows administrators to manage which applications to show in the user’'s home page.

Home Settings

mage shape

T G e Delete Image

Choose File

Apply for Accreditation

Items Menu

The items listed here are the different applications available to a DBP server. Clicking on a folder allows the
administrator to change the application’s display settings in the home page.Applications can be displayed as
tiles in the home page.

The green checkmark | - Mestings& next to the folder indicates that is it currently being show in the home
page.

Menu Settings

This section allows the administrator to manage display details of various folders and applications on the
home page.
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Menu settings

Show menu in Home page A

Hide in first level g [0 Hideintopmenu C

Shown name D
Purchase0rder

Icon width Icon height menu iconfimage in Home pags F

E | 140 140 | Choose File | Mo file chosen

Please select a file with jpa, png or gif format.

icon/image shaps

Delete Image
G O Circle @ Square O Rectangle
Pufc.hase o
Text Location i - er
H O Toplmage (0 CenterImage (@ Bottom Image P L
PurchaseOrdar
Text Color Float Text Color Highlight Text Color
| . 2000000 #FFFFFF #DDDD0D
Letter Component Description
A Show Menu in Home Page Shows the application as a tile in the home page
B Hide in First Level -
C Hide in Top Menu Hides the application in the top menu
D Shown Name The displayed name of the application tile in the home page
E Icon Width and Height The height and width of the tile
F Image Upload The image that will serve as the tile
G Icon/Image Shape The shape of the tile

© 2017 Interfacing Technologies Corporation Page 29 of 71



H Text Location The location of the text relative to the tile

I Text Color Options Color options for the shown name

Show Menu in Home Page

Checking this option will display the application as a tile in the home page

! You must check “Show Menu in Home Page” to enable the options below.

P
urc:hase Or 0
T r

— e —
Sy —
iy

PurchaseOrder

Hide in First Level

Hide in Top Menu

Checking this option will hide the application from the top menu

Shown Name

The name entered in this box will be the name shown for the application tile (in the picture above,
PurchaseOrder is the shown name of the application tile)

Icon Width and Height

The mac width and height of the tile is 140x140. Users can set them lower to reduce the size of the tile.
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Upload Image

: 5 Delete Image
To upload an image, click on |MI. To delete the image, click on - .

Icon/Image Shape

The shape of the tile can be set by clicking on the radio buttons

Text Location

The position of the tile’s title can be set by clicking on the radio buttons.

* The tile preview will reflect selected changes in the shape and text location section

icon/image shape

® crde () squre () Recangle

Text Location L
(O Topimage (@) CenterImage () Bottom Image

Text Color

The color of the tile’s title can be set. There are 3 options available:
» Text Color
* Float Text Color
» Highlight Text Color

Saving your changes

Save
To save your changes, click on
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To apply the menu settings to all items in the menu, click on

! To have the changes reflected in the menu, you must refresh the page.
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2.7.1.5 News Management

DPB administrators can add and manage news articles via the News facilities section. News can be
broadcasted to all users of the DBP. Articles are displayed in a window in both the login page and the home

page

News Widget

News

ﬂ;\‘q_. Brain Training
| % re first Lavge sty 1o rigorously SxaMine Brai-T3NNG JAMEs LAing CoQNive LRSS 30 Br..

-

A _ Mesting about new project

The news widget shows all articles added. By default, the news widget contains 3 new items per page.
Users can use the page numbers to navigate between the news items.

Users can click on on the link underneath the News Management to expand the news item.

News

ﬁ;‘— Brain Training...

i
" i The first large study to rigorously examine brain-training games using cognitive tests and brain...

L IDete: 27/03/2018 | Show more dEt3i|5|

Editing the News Widget

To edit news, navigate to Facilities > Management > News Management.

Adding a News Article

To add a news item, click on at the top of the form. The form for adding a news item will appear.
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Insert X
Tie A
Text B
e
Text Color C

_ |:| Visible for ordinary users D

MNews setup E
Mews Image Mews Priority

| Cnoose File | No file chosen

& jpg, png or gif file format less than 100 kb,

@ Save

A. The title of the article

B. The content of the article

C. The color of the font

D. Checking this will make the news article visible to others

E. Checking this enables for a thumbnail (jpg, png or gif file format. File size limited to 100kb) to be
uploaded and the “News Priority” to be set.
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* The News Priority field must be a number, 1 being the highest priority. Items with higher
priority will be displayed before lower priority items.

* Note: to see the changes, you must refresh the home or login page.

When the article has been added, click on

Editing a News Article
——
To edit a news article, click on Mﬂ on the same row as the article you want to edit.
The same form to add a news article will appear. See section above for descriptions of the Edit form.

Removing News Article

. . . Remove® .
To remove a news article, simply click on on the same row as the article you want to delete.

You will be prompted to confirm the removal of the article

Are you sure you want to delete?

Yes Mo

© 2017 Interfacing Technologies Corporation Page 35 of 71
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2.7.1.6 Task List Management

The task list management section allows the DBP administrator to manage the task list of all users and roles

Tree Folders

Tree folders
|:| Pending folder of the first staff will be selected after the login.

|:| Hide user default folders { such as pending, working and draft )

These settings are applied across all users of the Digital Business Platform.

+ Pending folder of the first staff will be selected after the login: Checking this will, by default, select the
“Pending Folder” of the task list associated to the role assigned to the user

4 #% Analyst
= Pending Tasks
Drafts
Completed Tasks

+ hide user default folders: Checking this will hide by default the user task lists

! Checking this will hide the default folders and users will not be able to access them until this
option is checked off.

4 admin
PR Analyst
To-Do List
Drafts
Completed Tasks
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Data Settings Within the Task List

Date settings within Task-List

Status: L_:"i.‘

Show exact date and time  Show past days approximately

Select 2 person, job position or 2 group to rename main folder To-Do Tasks folders:

COmpeleted Task folders:

Draft Reguests:

Rename Folders

* Attention:
Tao see the latest changes please login again.

Date fields in the task list, such as Created at, Deadline, etc, can be set to be either accurate or

approximate.

» Accurate: Will display the exact date and the time in this format: YYYY-MM-DD HH:MM:SS
+ Approximated: Will display the approximate date in various format: XX Days Ago, About A Month Ago,

XX Months Ago, XX Years Ago.

! These settings will be applied to all DBP users

The DBP Administrator can also edit the task list names of individual users and roles

To edit, use the dropdown or type a search value to select a user or a role.
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Select 2 person, job position or a group to rename main folder

analyst] b

fabctuarial analyst
szafnalyst
ZAnalyst
Zznfnalyst AP

The To-Do Tasks, Completed Tasks and Drafts Folders names will be automatically populated with the

current folder names for that user. Type a new name in the textboxes and click on
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2.7.1.7 Error Management
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«¥s Coming Soon

Error logs
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2.7.2 Delegation Management

Users are able to delegate their user task lists or their role task lists to multiple users.

Users will have their task lists belonging to them, and other separate task lists for the role to which they are
assigned to.

Users can delegate their user tasks, or their role tasks. All of the delegates will appear in the table

Delegations

o
Dulegaie 1o Siari Duie Finish daie

Delegating Task Lists

1. To delegate tasks, click on the “New” Button e on the top left corner of the window

2. The “Edit Delegations” form will appear. From the dropdown, select the user to which tasks will be
delegated to

3. In the “Folders that delegator can view”, select the task lists which the delegators will be able to view and
access

* Selecting the parent folder (folder belonging to the resource) will automatically select all of
its child folders.
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Folders that delegator can view:

o |

v
vl

admin

Pending Tasks

Drafts

Completed Tasks

Other

User tasks

4 [ |45 Audit Coordinator Role tasks

BPMS - User Manual - 1

4. Select whether it is a permanent delegation. If it is not the case, enter a Start Date and an End Date.

* A permanent delegation will make your task list available for the delegate for an
indeterminate period of time. A non-permanent delegation will make your task list available
to the delegate for a certain time period. Checking “Permanent” will disable to date fields.

5. If it is a non-permanent delegation, click on the date fields to bring up the date selector.

5u

02
09

23
30

The << and >> buttons will advance the current date by a year.
The < and > buttons will advance the current date by a month

L

Tuesday. 11 September 2018

Mo

03

10

17
24

2018

Tu

D4

1

18
25

Today; Tue Sep 11 2018

The year box
The month

September
We Th
05 06
12 13
19 20
26 27

can be clicked on to quickly select a year
box can be clicked on to quickly select a month

Fr

o7

14

21
28

6. Click on Save to add the delegate

© 2017 Interfacing Technologies Corporation
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All delegates will appear in the list. If a permanent delegation has been set, there will be no finish date.
Editing Delegates

To edit a delegate, click on the row of the user you wish to edit. Save your changes once you have made
the required changes

Deleting Delegates

1. To delete a delegate, click on the X icon on the far right of the row.

Delegate ko Start Date Findsh date

2. You will be prompted to confirm.

Are you sure?

Yes No
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2.7.3 Timesheet

The timesheet allows users to track logged hours or planned hours for tasks within the Digital Business

Platform. The timesheet is also accessible from the task list. All tasks added from the task list will appear in
this section. For more information on the task list timesheet, click here.

Timesheet

Weekly Plan
Q A

Start time Finish time Description

Bl Sunday, September 16, 2018

B Monday, Ssptember 17, 2018
08: 00
El Tussday, Septzmber 18, 2018
08:0:0
Bl Wadnesday, September 19, 2013

P
08:0:0

Bl Thursday, September 20, 2018

B Friday, September 21, 2018

NN

Bl Saturday, September 22, 2018
08:00
L |

£ Previous Week * Next Week T Del 4+ Add

Letter Component Description

A Week Search Allows users to search for particular date or week
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B Weekly Timesheet Displays hours and tasks

C Navigation Navigate between weeks, add or delete hours or tasks

Week Search

Users can search for a particular date or week. To search, click on the textbox. A calendar will appear. To
select a date, click on the desired date in the calendar.

Wednesday. 12 September 2018 t

< || < 2018 September e

Su Ma Tu We Th Fr Sa

02 03 04 05 06 07 08
09 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29

30

2 Today; Wed Sep 12 2018

=_TaOaTUayY e TPLCITIOCT Loy Sy

1. The “<<” and “<” buttons will roll back the date by a year and a month, respectively. The “>” and “>>"

buttons will increase the date by a month and a year, respectively. Clicking on or 28

will trigger a dropdown in which you can select a month and a year.

2. To instantly select the current date, you can click on this label.

Weekly Timesheet

The weekly timesheet shows information about task and hours. The date is displayed in a separate row. By
default, the dates are expanded. To minimize/expand a date, click on — or + button.



Start time Finizh time Description

unu:la',r_. September 9, 2018

0E8:00 17:00 Mew CAPA - FMEA 2

Users will see 3 columns:

« Start Time: The time the task was started/was set to start
» Finish Time: The time the task was finish/is set to finish on
» Description: The description of the task

* Users can edit task and time entries in the weekly timesheet by double clicking on a row.

Navigation
Users can navigate through weeks, delete and/or add tasks to the timesheet using this section.

¢ Previous Week | .
. : Goes to previous week

. 7 NetWesk . Goes to the next week

. W Del . Deletes the selected task from the date
« * 2dd : Adds a task to the selected task

Adding a Task

Clicking on * 2dd gallows an user to add a task to a date.
! You can only add 1 task per date.

1. Select the row under the date for which you want to add a task for
2. Click on “+ Add”
3. Fill in the information

«¥s The “Remaining Time” field can only be set in the task list timesheet.
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4. Save your changes

Timesheet X
Date:
2018/09/12
Start time: Finish time:
08:00 17:00

Remaining time:

Description:

Perform task A

Save
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2.7.4 Tracking

Users are able to track a task within a process by using a system or custom generated tracking code. For
more information on tracking see 4.0 Tracking



3.0 The Task List

The task list represents all the tasks the user has been assigned to, tasks that are in progress (draft) and

completed tasks.
Tasks are segregated by user and by role.

For example, tasks initiated and sent to the user “admin” will appear in the users’s task list
Admin has also the Audit Coordinator role. Tasks sent to the role and not the user will appear in the role’s

task list.

4 admin
:
3 Drafts (3/0)
b Completed Tasks
Other

4 =% Audit Coordinator

b Pending Tasks (11/0)

Drafts
3 Completed Tasks



Interfacing Technologies Corporation BPMS - User Manual - 1

3.1 Task List Features

The Task List contains all of the tasks related to the user.

To expand the task list navigator, click on the arrow on the right hand side.

Pending Tasks
%

[ Flag Prigr Fubjest Created #i Respors de Dene ot Serwder
i n} vemmen Request 2040 7 days age adrin
1 = Address Impranermert Bequest 2430 7 diays age sdrren
r O Request Purchase Order ¥ days sgo admin
» O A Task 1147669 has been approved by admin 8 days ago admin
O A& Task 4473668 has been aggrowed by adir 8 days ago st
v O fpgriwe Tas  days agn Canesh
v O Approve Task B days ago Danesh
i'0 Hew CAPA 8 days ago Danesh
v O Subrrat action Rem Problem Saling 1144511 17 days. ago adrmin
Al Start Auckt Schedule 17 days agn sdrmen

o 1- 20 of 267 Bems &

From here you can navigate to Pending Tasks, Drafts, Completed Tasks and custom task folders.

admin P Pending Tasks

01 Fiea Priai Subimct Created #1 Muspanze de Do al Sarides
v O Addid o re 5 3 a
v O Addrass STprTRNT Request 2A3D 7 days 300 admia
v O Request Purchase Order 7 days ago admin
lin| A Task 1147668 has besn approved by admin 8 days ago admin
O 48 7k 4473665 has boen angrovad by admin B days g0
| O Approve Task 8 days agn Taneh
» O Approve Task B days ago Darsesh
« 0O M CAPA B days sgo anesh
v O ction e Probleen Sobving 1144511 i days age wimin
Ml Start Audit Schedula 17 days ag0 admia
o 1 - 20 of 257 floms &

Task List Features:

+ Search

* Column Customization
» Task Forwarding

+ Timesheet

* Process History
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» Task Label

* Flag

+ Change Folder

* Open in new window
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3.1.1 Search

The Search feature is located at the top of the task list:

Pending Tasks

+ Cpen = new window Change folder Flag
[ Flag Prior_ Subjeet Created at Response de._ Dioie &t Sendes
v O™ Meww CAPA - FMEA 2 11 da
v O M CAPS - FMEA 2 11 days ago e
v 4 Mow CAPA - FMEA 2 11 days ago admin
v O MNewr CAPA - FMEA 2 12 days ago Scott Armstrong
v O3 Ap 5 months age adrmin

ﬁ 1- 30 of 267 items

Users can enter search values in the searchbox. Results will be filtered by:

» Subject

+ Sender

+ Starter User
Staff User

You cannot search using dates or these following columns:
* |Is Assignable

* |Is By Graph History
* |s By Tree History

Search results will be updated as the user enters search values.



3.1.2 Column Customization

Column Settings

Users can add or remove columns to suit their preferences.

To select which columns to show and hide, select the ~ button next to any column header to expand the
column settings.

By hovering over the Columns field, users will be able to show (check) or hide columns (uncheck)

T

Fla - | Prior... Subject
] 9 ]
] il Columns > Flag
MNew Ci
- Priority
] New C
A Subject
;] = Ta: 1]
A Created at
m B Tas
0 Response deadline
Approv
Done at
L] Appro
Sender
MNew Ci
u I:l Starter user
| submit H
D Staff user
' I:l Is Assignable
D IsByGraphHistory
D IsByTreeHistory

Columns

The different columns available for display are:



Flag

Priority

Subject

Created
Response Deadline
Done at

Sender

Starter User
Staff User

Is Assignable
IsByGraphHistory
IsByTreeHistory



3.1.3 Task Forwarding

Access to Task Forwarding

The option to Forward Tasks must be enabled for that particular task when the application is designed in the
DBP Designer.

To forward a task, click on the * button to expand the task in the task list. If task forwarding is enabled for
that step of the process, users will be able to see a icon representing task forwarding

O Flag Priof.. Subject Created at Response de_ Dhoee &t Sender

Schadule Audit 19 minutes ago Audit System

Forwarding a Task

il
To forward a task, click on the “Forward Task” icon 'ﬁ. The form for forwarding tasks will be displayed.
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X

forward

Recipients A
I:l Use current description B

v
I:l Terminate current task C

Description D

Letter Item Description

A Recipients The recipients who will receive the task

B Use Current Description Use the current description of the task

C Terminate Current Task Terminates the task

D Description A description of the the task that the recipient will also receive

A. Recipients

A task can be forwarded to multiple users. Note that once a task has been completed, it will be removed
from the task list of other recipients. For example, if a task is sent to recipient A and recipient B, but
recipient A completes the task before recipient B, the task will be removed from recipient B’s task list.

B. Use Current Description

Checking this will will automatically send the task with the current description associated with the task. If this
option is selected, the description text box will be disabled.

© 2017 Interfacing Technologies Corporation Page 55 of 71



Interfacing Technologies Corporation BPMS - User Manual - 1
C. Terminate Current Task
! Feature under development

D. Description

The sender can write a description which will be attached to the forwarded task.
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3.1.4 Task List Timesheet

Timesheets in the task list function similarly to timesheets in the Facilities section. For more information,
refer to 2.7.3 Timesheet. When a task is added from task list, its description is automatically filled using the

task name.

There are 2 key difference between the Facilities timesheet and the Task List timesheet
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X

Timesheet
Weekly Plan
o]
A
Start time Finish time Remaining time Description
Bl sunday, September 9, 2018
08:00 17:00 MNew CAPA - FMEA 2
B Monday, September 10, 2018
08:00 17:00 Empky
B Tuesday, Septzmber 11, 2018
08:00 17:00 Empty
Bl Wadnesday, September 12, 2018
08:00 17:00 00:30 Set Request
B Thursday, S=ptember 13, 2013
0B8:00 17:00 audit
Bl Friday, September 14, 2018
08:00 17:00 Empky
Bl saturday, September 15, 2018
08:00 17:00 Empty
4 3
¢ Previous Wesk » Next Week @ Del + Add
All current works B
Date Start time Finish time Remaining time De=cription
Wednesday, September 12, 20 08:00 17:00 00:30 Set Request
| 3
Letter Component Description
A Remaining Time  The time remaining to complete a task
B All Current Works Al tasks in progress/to be done that have a remaining time assigned

Remaining Time

Users can set the “Remaining Time” to complete a task.
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All Current Works

All tasks in progress/to be done that have a remaining time assigned will be show in a tabular format.

Adding/Deleting a Task

To add a task, click on * Add | To delete a task, you must select the task in the main timesheet and NOT in
the Current Works window, then click @ L=l

When adding a task in the Task List Timesheet, you will be able to specify the “Remaining Time”. Click on
Save to exit the form and save the task.

Note that tasks that have a “Remaining Time” assigned will appear in the Current Works window for that
particular task.

All current works

Date Start time Finish time Remaining time Description

Wednesday, September 19, 2{ 08:00 17:00 09:00 CompleteTask



3.1.5 Process History

Accessing Process History

Process history allows users to view information about their task and the tasks or events that were executed

before they received the task.

To access process history, expand the task by clicking the

b

open up the process history form

Process History Form

icon. Click on the process history icon .‘a to

The process history form displays information about previous and current tasks.

Column

Status

Event

User

Job Position

Job Title
Responsible
Task Start Date
Task Finish Date
Folder Name

Forward — Assign

Description

The name of the task in the process

The event associated with the task

The user who sent/initiated the task

The user’s role, if there is one assigned

The name of the task in the task list

The user responsible for completing the task
The date the task was initiated

The date the task was completed

The location of the task

The user to whom the task was forwarded to



3.1.6 Task Label

Accessing Task Labels

Task labels allows users to include add a label or description to the task. When a task is forwarded, the user
has to option to use the pre-existing label/description or enter a new one. Click here for more information on
task forwarding.

Tasks can also be pre-defined by the application designer. When a task is sent, it will have a label already
defined. Common uses for this field include adding a description and the tracking code for that task.

Editing Task Labels

b

To access and edit task labels, expand the task by clicking the icon.

To edit a label, click on the " icon in the expanded task. Click on the textbox to enter some text. When
you are done editing, click outside the box to save your text.

0" MNeww CAPA - FMEA 2
Ho

* If no label has been defined when designing the application, the label will default to “Label”



3.2 Task Folders

Task Folders are a way to classify and organize tasks.

Resource and Role Groups

Folders are separated into 2 groups: user folders and role folders. A resource refers to the user, while a role
refers to a job title associated with an user. The DBP allows for roles to be linked to resources. Applications
within the DBP can be designed set up so that tasks are sent to resources (meaning the user) or to roles.

d admin  User

M g8 Pending Tasks (267/55)

b Drafts (3/0)
3 Completed Tasks
CAPA
4 2% Audit Coordinator Role
b Pending Tasks (11/0)
Drafts
3 Completed Tasks

In the example above, tasks can either be organized by resource or by role, depending on the workflow of
the application. (e.g. If an audit app sends tasks to Audit Coordinators, the workflow tasks will be located in
the Audit Coordinator’s task list).

There are 3 default folders:

* Pending Tasks
* Drafts
* Completed Tasks

Pending Tasks

Tasks that have been not yet opened and addressed

Drafts

Tasks that been opened and saved but not submitted will be moved from the Pending Tasks folder
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Completed Tasks

Tasks that have been completed
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3.2.1 Custom Folders

«¥s Coming Soon



4.0 Tracking

The DBP offers the ability to generate default or customized tracking codes to allow users to track tasks

within a process.
* The tracking option must be enabled in the designer.

This section is comprised of:

* 4.1 Obtaining a Tracking Code
4.1 Tracking a Task




4.1 Obtaining a Tracking Code

When submitting task, users will get a notification containing a tracking number.
Alternatively, users can navigate to their task list and get the tracking code from the task details.
To obtain the tracking code from the task list:

1. Navigate to the folder where the task is

2. Clickon " to expand the task details
3. The tracking code will be present in the label/description of the task

0 Flag Prior.. Subject Created at Response de Done at Sendar

Review Audit Results 2 minutes ago John Doe

Tracking codes are shareable. Any user can track any task.
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4.2 Tracking a Task

To access the tracking feature:

.@ Facilities «

Management -
Delegation Management I

Timesheet I

2 [=]

1. Navigate to “Facilities” on the top menu
2. Select “Tracking” the menu

The tracking page allows you to track any task by entering a tracking number

Clicking on “Tracking” will display at which stage/level of the process the task is currently at.

Tracking code : |2397305

= Process level: Record Audit Results

Clicking on “History” will display the history of the entire process up until that task.

Tracking

Tracking code ; (2397305
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Process History X
Status Event User Juob Pogition Job tithe Rezponzible Tack start date Task finizh date Folder name Forward - Assign
- Submit | ™ kewmT | i Aszess Availability " EdurdH  9/5/20183:31PM 9/5/20183:32PM  Completed | [
= Schedule Audit Kewin T Assess Availability Eduard H 9/5/2018 3:31 PM  %/5/2018 3:32 PM Completed
= Initiate Audst Submit Kevin T Start Audit Instance Eduard H Gf5/2018 3:32 PM  5/5/2018 3:32 PM Complatad
© Record Audt Resuts Submit Kewin T Record Sample Results Eduard H  9/5/2018 3:32 M Fending

For more information on process history, click here
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5.0 Applications

This section outlines the features and functionalities within the DBP applications.



9.1 Accessing Applications

For information on general navigation, see the section on Navigating to Applications

Applications are developed using the Digital Business Platform Designer, they are then deployed to the web
where users are able to use it. Organization of the applications is decided by the designer. Applications can
be accessed either via the menu bar from anywhere in the web application, or accessed via the home page.

Menu Bar

Applications appearing on the menu bar can be accessed directly from anywhere in the web application.
Applications can be organized and separated into different folders in the menu bar. The organization of the
applications is decided by the developer of the application in DBP Designer.

Fadilities GRC -

Audit - Schedule Audit

Dashboard !

salesforce
f Edit Audit

Initiate Audit

List Audit Types
Create New Lead Ch

In the example above, applications can be nested into folders.

Home Page

Applications can also be placed as tiles in the user’'s home page.



Interfacing Technologies Corporation BPMS - User Manual - 1

FEal- Y Bed l}‘ %

Riquest hbeetings Documert IR Reeliabilty Travel ‘Complaints
Document/ Management
Piocess Chaige

Applications appearing on the home page can only be accessed through the home page. Similarly to
applications in the menu bar, they can be organized and separated and nested into different folders.

&

Meetings
I
I I I I I
n -
@ . A
md W — Inh;:rel;:tmn e é‘!‘;’.‘e‘éﬁ’a Lacm:Es Meeting
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