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Welcome to Bizagi Modeler

Please refer to the topics on the left or search, to find what you are looking for.

Overview

About Bizagi Modeler

Bizagi Modeler is a business process modeling and documentation tool. The Modeler enables you to
visually diagram, model and document business processes in industry-standard BPMN (Business
Process Model Notation). BPMN is a worldwide accepted format for process modeling.

You are able to publish high quality documentation in Word, PDF, Sharepoint or Wiki. Processes can
be easily imported from and exported to Visio or XML, and other tools. The Modeler’s Intellisense (smart
code completion) coupled with its unique look and feel allows you to quickly and easily map and
document, without the delay of validation routines.

All processes are saved with a .bpm file extension. Each file is referred to as a model and may contain
one or more diagrams.

A model can refer to a whole organization, a department or a specific process depending on your needs.
Multiple diagrams are positioned as individual sheets (tabs) within your model. You are able to navigate
between diagrams in your model by selecting the associated sheet tab located at the bottom of the
model.
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About Process Modeling

Process modeling is a method to analyze, design and diagram a business process flow. Modeling a
process in an iterative, clear, transparent and straightforward way will enable you to understand, analyze
and make a positive change to the business process.
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Standards support
Support for BPMN 2.0

Business Process Model and Notation, or BPMN, is a graphical notation created to provide a unified
language of worldwide acceptance. It is used to specify business processes, defined by the Object
Management Group (OMG).

Since joining the group in 2007, Bizagi continues to be an active member of the group within the OMG
that is in charge of defining the BPMN standard.

Bizagi Modeler supports the current version, BPMN 2.0.

For more information, see http://www.omg.org/spec/BPMN/2.0

Support for XPDL 2.2

The XML Process Definition Language, or XPDL, is a standard format to interchange business process
definitions between different workflow products.

XPDL provides a file format that supports every aspect of the BPMN process definition notation, including
graphical descriptions of the diagram, as well as executable properties used at run time. This format is
standardized by the Workflow Management Coalition (WfMC).

Bizagi Modeler supports the current version, XPDL 2.2.

For more information, see http://www.wfmc.org/xpdl.html

Multilanguage support

Bizagi Modeler is multilingual, and the user interface supports the following languages:

English

Spanish

German

French

Portuguese
Russian

Chinese (simplified)
Dutch

ltalian

Japanese

Install Bizagi Modeler in your preferred language

At the start of the Bizagi Modeler installation, you will be prompted to select the language of your
preference. Once selected, all text will be displayed in the chosen language throughout installation and
use of the product.
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Bizagi Modeler - InstallShield Wizard ﬂ

Select the language for the installation from the choices below.

English (United States) W

Chinese (Simplified)
Dutch

French (Standard)
German
Italian

Japanese

Portuguese (Brazilian)
Russian

Spanish

You can change the language at any time

Once Bizagi Modeler is installed you are able to change the displayed language at any time. Select a
language from the Language drop-down list, located in the upper right corner of the Modeler. For the
change to take effect, please restart Bizagi Modeler.
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Training and support

Bizagi Modeler offers sewveral types of support to help you with process modeling and documentation.
These are located on the Help tab.

I H&E |~

Home Format View Publish Export / Import T::u::uls( Help :}
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Help Videotutorials Support forums Process XChange | Register Tell a friemd | Take a tour Release notes
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Video Tutorials

Learn how to use Bizagi Modeler through short and explanatory videos and discover new features.
Please refer to our Video Tutorials site

Online training and support

Discowver how to capture and transform a process to benefit your business. We offer self-paced training
courses online free of charge.

Please refer to our e-learning web site

Support Forums

We offer free support forms where your questions are answered promptly.

Also, opinions and ideas can be shared with our community that is growing by the day.
To access our support forums you will need to register.

Please refer to our Forums site

Free Process Central

Access, download and use our collection of templates containing the best practices of many common
processes used within organizations.

Bizagi process templates are ready to use and executable processes that you can use to boost
performance in your organization. Feel free to customize them to your particular needs.

Again, we welcome your opinion and suggestions, which can be made, once registered.

Please refer to our Process Central

Help

Online help contains the knowledge you will need to diagram, document and produce your processes.
Feel free to browse through all the documentation. We welcome any of your comments via the Feedback
option.

The user guide can also be downloaded, for offline use, by selecting the Download Help option which
saves the file as a PDF document.
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Related Products

Bizagi BPM Suite is composed by three products: Bizagi Modeler, Bizagi Studio and Bizagi
Engine

Once you are finished modeling your processes with Bizagi Modeler, Bizagi Studio and Bizagi Engine
will provide you the necessary to automate your processes and transform them into an executable
system.

Bizagi Studio allows you to enter all the necessary information for process execution: standard time,
costs, user interfaces, business rules, etc. This information is stored as a model in a database and used
at runtime by Bizagi Engine for process execution through a work portal for end users.

With the Bizagi Modeler, Bizagi Studio and Bizagi Engine, you have complementary products that
make up the Bizagi BPM Suite Solution:

bizaqgl bizagl bizagl

Maodeler Studio Engine

Please click for more information about our BPM Suite
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Getting Started

The following chapters will get you started with your Model.
Install Bizagi Modeler

Bizagi Modeler is a freeware application that you can download from the internet and use in a desktop
or portable computer.

To install Bizagi Modeler run the installer, located on our web portal in Downloads under the Products
menu.

Once loaded, select the language for installation from the drop-down list.

Bizagi Modeler - InstallShield Wizard “

Select the language for the installation from the choices below.

English {United States) W
Chinese (Simplified)

Dutch |
French (5tandard)

German

Italian

Japanese

Portuguese (Brazilian)

Russian

Spanish

Click the Next button to allow the installation wizard to guide you through the process.
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Iriztzllshizld et > Cancel

To continue, you will need to read the terms of the license agreement.

If you accept the terms, select the | accept the term of the license agreement option and click the Next
button to continue the installation.

Otherwise, select the | do not accept the terms of the agreement option and click the Next button, and
the tool will not install.
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License Agreement

Please read the following license agreement carefully.

® biza

Modeler

Ol

Freeware Bizagi Frocess Modeler License Agreement

PLEASE READ THIS SOFTWARE LICEWSE AGREEMENT ["LICENSE"] CAREFULLY
BEFORE PRESSING THE "AGREE" BUTTON. BY PRESSING "AGREE." vOU ARE
AGREEING TO BE BOUND B THE TERMS OF THIS LICEMSE. IF vOU DO NOT AGREE
TO THE TERMS OF THIS LICENSE, PRESS "DISAGREE" AND Y OU WILL BE UMAELE
TO DOWMLOAD OR USE THE BIZAGI PROCESS MODELER.

1. Definitions.

a. The Bizagi Software. Refers to Bizagi Proceszs Modeler, offered by Bizagi Lmtd as
Freeware, i.e. available for use without payment of licensing fees. It alzo includes computer
software products owned by suppliers of Bizagi Lmtd., distibuted by Bizagi Lmtd. under
agreement with the owners of such software,

b. Uzer. The individual or entity uzsing thiz praduct.

. Licenze. The right for Usger to uge the Software pursuant to the terms and conditions
defined herein. The absence of a icenze fee thall in no way be anindication of a wilingness
or desire on the part of Bizaai Lmtd. to place the Software in the public domain. Bizagi Lrmtd.
intends to retain, and does retain, all intellectual property and mwnership rights in the Software,

2. General. The Bizagi and any third party software, documentation and any fonts
accampanying this License [callectively the "Bizagi Software”) are licensed, nat sold, toyou

Frint

Select the folder where Bizagi Modeler will be installed.
The default folder shown can be changed by clicking the Browse icon, selecting a new folder, and then

clicking the Next button.
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Choose Destination Location

Select folder vahere setup will install files.

Setup will inztall Bizagi Procezs Madeler in the following folder.

To install to thiz folder, click Mest. To install to a different folder, click Browse and select another
falder.

Click the Install button to start the installation process.
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Ready to Install the Program

The wizard iz ready to begin installation,

Click Inztall ko beain the inztallation.

If pou wark bo rewiew or change arw of wour installation settingz, click Back. Click Cancel to exit the
wizard.

lt‘l:E:t-ﬁ"

When the installation process is finished, click the Finish button.
A shortcut will be created on your desktop to allow easy access to the application.
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InstallShield Wizard Complete

Setup has finizhed instaling Bizaai Process Modeler an your conmputer.

A shortcut haz been created on your desktop.

InzcallZrizld Finizh

System Requirements

The following are the minimum requirements to install Bizagi Modeler

Operating System
Windows 8.1 / Windows 8
Windows 7

Windows Vista

Windows Sener 2012

Windows Server 2008 R2 / 2008
Windows Server 2003

Windows XP Professional SP3 is supported.
However, consider that support for Windows XP ends on April 8th of 2014 (as Microsoft has officially
announced support for this operating system ends on this date).

Software

® Microsoft .NET Framework 4.0 full Click to download
e Internet Explorer (8 or higher)

Hardware

blZﬂgI Copyright © 2002-2014 Bizagi. All rights reserved.
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Processor: 1 gigahertz (GHz). 32-bit (x86) or 64-bit (x64)
Memory: 1 gigabyte (GB) RAM (32-bit) or 2 GB RAM (64-bit)
Hard drive: 50 MB available hard disk space

Display: 800 x 600 or higher resolution

To view documentation

¢ Internet Explorer (8, 9, 10), Chrome or Mozilla Firefox.

Microsoft Word 2013, 2010, 2007, 2003

Microsoft Visio 2010, 2007, 2003

Microsoft Office Sharepoint Server 2010/2007 and Sharepoint Senices 3.0
MediaWiki 1.14 to 1.22 Please see further Wiki requirements

Register to join the community

Bizagi Modeler will prompt you a window to allow you to join our community and be able to access all
our free online resources and help you in your BPM journey.

Although optional, we highly recommend you register in order to obtain the following benefits:

e Free Online support

e Expert advice

¢ Free documentation

¢ Video tutorials

New members

If you are not a member, click the Join today button.

¢ bizag

Share, Solve, Learn, Join us Today!

Sign up to Bizagi Community today and join
thousands of BPM experts around the globe.
(set product support, share ideas, solve
problems and learn from our network.

It's all free and take seconds to join.

Already have an account? Sign in
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The registration form will display were you can enter some basic information.

¢ bizag

First name A

Last name

Emai

Password

Confirm Password

Cancel | agree. Continue

Please read and accept the following Terms of use.

After you enter the information and agree to our Terms of use, you will receive an email to the address

provided by you.
The email contains a link where your account will be activated. Click the Continue to sign in button and

enter your email and password.
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¢ bizag

Thank you for registering with Bizagi

Just two more steps:

1. To activate your account check your email for the
"Bizagi account - Activation required” message
and on click the link. If you do not receive one
promptly, please check your “junk” or “spam”
email folder.

2. Click the button below to sign in.

Continue to sign In

Already a member

If you are already a member click the Sign in link on the first image.

Enter your email and password to log in. Once your credentials are verified, the window will no longer be
displayed, and you will be able to enjoy all our resources.
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¢ bizag

‘ Email address

‘ Password ‘

Forgot your password?

We respect your privacy. Please review our Privacy policy

Bizagi Modeler file types
Bizagi Modeler has two main file types, differentiated by the file extension:
e .bpm, the file format used to save a Bizagi Modeler file.
e .bpmec, the file format used to save diagrams for Team Collaboration Mode.
Team Collaboration allows for collaborative process improvement and execution. Teams can participate

simultaneously in the definition of a process, thereby enhancing business performance.
Click this link Team Collaboration for further information.

To save a model click Save or Save As on the File tab in the upper left corner or click the disk image on
the Toolbar.

bIZDgI Copyright © 2002-2014 Bizagi. All rights reserved.

Mol o



http://www.bizagi.com/index.php?option=com_content&view=article&id=18&Itemid=118
http://www.bizagi.com/index.php?option=com_content&view=article&id=18&Itemid=118
http://www.bizagi.com/index.php?option=com_content&view=article&id=18&Itemid=118
http://www.bizagi.com/index.php?option=com_content&view=article&id=18&Itemid=118
http://www.bizagi.com/index.php?option=com_content&view=article&id=18&Itemid=118

Format View Export /Import Tools Support

@ Recent Models
—-—"'/ . Recruitment and Selection

Recent ‘Six Sigma Project Management

Mew
Print
Save & Send

@ Optiors

B et

User Interface explained

Bizagi Modeler has a very simple, easy and intuitive interface.

It has five main elements; namely, Toolbar, Ribbon, Palette, Element Properties and View.
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Toolbar

ELCHGS ' agi Process Modeler o [io)
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Request o
Reglest
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< n

Flow

irchases

: D

Purchase Request | Quotations  Purchase Order

Element properties

=] [O0 03 -0 )

Name@| Create Purchase Request

The requested products are selected from a list, or can be requested as new produdts.
There should be at least one product registered.
Description @)| The requested delivery date, delivery information and products specifications can be entered,

Y

/ Periormers@lAppln:art

Toolbar

The Toolbar contains quick access commands to a subset of any menu within Bizagi Modeler.
The default commands can be customized at anytime.

EHE Y

> " Validate -

Paste Diagrams un Simulation Share Process
Wﬂ rkflow Vi @ Info

Clipboard Model Team Collaboration

To adjust the Toolbar click on the drop-down list on the right and select Customize Quick Access Toolbar
which will allow you to add or remove any item.
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Hame stomize Quick Access Toolbar

E @ Customize Quick Access Toolbar.
= Place Quick Access Taolbar below the Ribban egoe Ll
Paste Diagrams Run L .
Workflo Minimize the Ribbon B I H

Clipboard Madel Team Collaboration

Select a menu option from the drop-down menu and click the Add or Remove buttons to alter to your

preference.
i [F—
Cotomio ek s oo (O

Choose commands from:
|Editing -]

A Find 25: Replace

Select All But Swimlanes
Invert Selection

Invert Selection But Swimlanes
x Delete Element

< Clear Formatting

[CI| Place Quick Access Toolbar below the Ribbon

Ribbon

The Ribbon contains the main controls to manage each Process Model. These are organized into
different tabs, and are described below.

Home tab

F S Bl e JF Jan b ¥ | O B

B I U § ‘ . @D - = Q ‘XDelele Spelling Bizagi Suite  Online

Diagrams Run Simulation Share Process

Paste
Waorkflow View @ Info

Courses.

Review Discover

Clipboard Model Team Collaboration Formatting Editing
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MENU

OPTION SUB OPTION

Paste

Clipboard Cut

Copy
Diagrams

Run Workflow

Simulation View
Model

Resources

Validate
Info

Team
Collaboration

Share Process
Font
Font Size
Grow Font
Shrink Font
Bold
Formatting ltalic
Underline
Strikethrough
Font Color
Shading

Text alignment

Clear Formatting

Editing Find
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DESCRIPTION
Insert the current contents of the clipboard into the
diagram.

Remove the selection from the diagram and put it on the
clipboard.

Copy the selection from the diagram and put it on the
clipboard.

Open the diagram browser.

Turn your Process into a running applications. Visit
www.bizagi.com

Bizagi Modeler allows simulation your business
processes under the BPSim (Business Process
Simulation) to support decision making and boost theit
continuous improvement.

Add, edit or remove resources. These are the roles,
systems or people that execute activities.

Check for modeling errors on the active diagram.
Show the diagram information.

Share the model, allowing users to collaborate on the
Process.

Change the font face.

Change the font size.

Increase the font size.

Decrease the font size.

Make the selected text bold.

Italicize the selected text.

Underline the selected text.

Draw a line through the middle of the selected text.
Change the color of the text.

Color the background behind the selected text.
Change the color of the text.

Remove custom formatting, leaving only the plain text.

Find text in the model.



http://www.bizagi.com

Select
Clear
Review Spelling
Bizagi Suite
Discover
Online Courses
Format tab

Select elements in the diagram.

Clear formatting from selected elements or delete
selected elements

Open the spell-check feature to proof text entered in the
process and documentation.
View more information about the Spelling review option.

Learn more about Bizagi's BPM Suite

Provide access to E-Learning sites.

]

Align -

Layout

] Align horizontal [ Distribute horizontally

W] Align vertical

o Distribute vertically

e -l A a
B I USA- G-

Segoe Ul

l
K

Formatting

Align

Align Horizontal

Ly Align Vertical

Distribute horizontally

Distribute vertically

Font
Font Size
Formatting Grow Font
Shrink Font

Bold
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Align selected elements. It is possible to align them to
the top, bottom, left and right of the diagram.

Align the selected items horizontally.
Align the selected items vertically.

Distributes selected elements with even horizontal spaces
between them.

Distributes selected elements with even vertical spaces
between them.

Change the font face.
Change the font size.
Increase the font size.
Decrease the font size.

Make the selected text bold.
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Italic Italicize the selected text.

Underline Underline the selected text.
Strikethrough Draw a line through the middle of the selected text.
Font Color Change the color of the text.
Shading Color the background behind the selected text.
Text alignment Align text: center, left and right.
Clear Formatting Remove custom formatting, leaving only the plain text.

View Tab

=E £ Zoom in  Eh100% [ Grid 1| Gradient fill [l Align to grid
£, Zoom out (HFit to diagram [C1] Black and white [CI] shadows Smart align
Lock ) Pan
[} Zoom to selection || Presentation actions || Spelling mistakes
View Zoom Show Alignment
View Lock Locks/ unlocks the diagram for editing (read-only).
Zoom In Enlarge the view of the model.
Zoom Out Reduce the view of the model.
Scale Apply a preset zoom level for quick enlargement or
reduction of the diagram (100% default).
100% Show the model at at actual size.

Scale the page so that the entire diagram fills the viewing

Zoom Fit to Diagram

area.

. Scale the page so that only the selected elements of the

Zoom to selection . . .
diagram fill the viewing area.
Display a view of the page at a smaller magnification in
Pan .
order to browse through the diagram.
Show/Hide Grid Display grid lines for visual reference to aid alignment of
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Black and white

Presentation actions

Gradient fill

Shadows
Spelling mistakes

Align to grid
Alignment

Smart align

Publish Tab

OB E

Word PDF  Web SharePoint  Wiki

- -

Process documentation

MENU OPTION SuUB OPTION

Word

PDF

Publish
Web

SharePoint

Wiki
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Modaior

a diagram's elements.

Change the color mode of the diagram to black and
white.

Highlight the diagram elements that contain actions in
presentation mode.

Fill elements with a background color that gradually
changes from one color to another across the surface of
the element.

Attach a drop shadow to the element. Shadows are
attached to the bottom-right corner of the element.

Highlight the spelling mistakes found in text.

Automatically aligns an element to the nearest
intersection of lines in the grid.

Automatically aligns diagram elements to the grid in
relation to one another.

Publish Tools

Export / Import

Help

&

DESCRIPTION

Generate a Word file of the model and all its
documentation.

Generate a PDF file of the model and all its
documentation.

Generate a Web file of the model and all its
documentation for web browsing.

Export and publishes the model to SharePoint.

Export and publishes the model to Wiki.




Export / Import Tab

Export / Import

o= = o=
~ 55 = B

Image Visio XPDL BPMMN Attributes  Visio XPDL BPMMN  Attributes

Export Import
Image Export the active diagrams as an image.
Visio Export the model as a Visio file.
Export XPDL Export the model as a XPDL file.
Attributes Save the extended attributes as a XML file.
BPMN Export the model as a BPMN file.
Visio Create a new diagram based on a Visio file.
XPDL Create a new diagram based on a XPDL file.
Import
Attributes Import extended attributes from a XML file.
BPMN Create a new diagram based on a BPMN file.
Tools tab

i B # &

Attachments Element count Custom artifacts User profile

Tools

Show all the attachments in the model: the element to
Tools Attachments which the attachment relates and the corresponding file
name.
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Show the count of diagram elements by type. The table
Element Count displays a list of Processes by name, and the number of
Events, Gateways, Sub-processes and Tasks.

Show the Custom Artifacts Types Manager to create,

Custom Artifacts ; . 2
edit, delete, export and import custom artifacts.

Define a user profile by which to identify a team member
within a collaborative working model.

User Profile

O E ® D a= T I 6

Help Videotutorials Support forums Process XChange | Register Tell a friend | Take a tour Release notes About

-

Help Community About
Help Displays this User Guide.

Video Tutorials Register Guides you to Bizagi's video tutorials.

Help

Support Forums Access to the online support forums.
Process Central Access to the Bizagi's Process Central process templates
and discussion forums.
Register Bizagi Modeler community registration.
Directs you to the Feedback & Questions page to convey
. Feedback comments, questions, suggestions, and ideas for
Community .
Improvements.
. A link that enables you to share Bizagi Modeler with
Tell a Friend . .
clients, colleagues and friends.
Takes you to a short tour through the main features of
Take a tour o
Bizagi.
About Release Notes Information on the current release.
About Information about Bizagi Modeler.

File - Open
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e

Haome Format View Export /Import Tools Support

E Save

Open Model
Bl save as
- . Bizagi Diagram Model
Upen Open an existing Bizagi Diagram Model
Recent Import
- LI

Create new diagrams based on Visio files
Print
wpor| XPDL _ _

Save & Send Create a new diagram based on an XPDL file
B optiors
Bl Exit

Open Open Model Opens an existing Bizagi Diagram Model.
Visio Creates new diagrams based on a Visio file.
Import
XPDL Creates new diagrams based on an XPDL file.

File - Recent
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Home Format View Export /Import Tools Support

ESave

Recent Models
] save as

Purchase request
Open :
Recent . Purchase Request

MNew
Recruitment and Selection
Frint :
Save & Send . Ad Hoc
2] optiors :

] Exit

Quick access to the latest Bizagi Diagram Models that

Recent Recent Models
have been used.
Home Format View Export / Import Toals Support Style -
E Save
Create Model Blank Model
I save ss

Bizagi Process Modeler Templates

Open
Recent D
Collaboration

Model
Print
Save & Send D
@ AT Create
B Exit

Blank Model Creates a new blank model.

Create Model Creates a new blank model in Collaboration Mode. This

Collaboration Model
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File - Print
Home Format View

mode allows multiple team members to contribute
together to the definition, design and documentation of a
model.

Export / Import Tools Support

HS-a'uE

Print
B save as

O fren [ =h]
Recent

Mew [

Save & Send &

@ Cptiors

Bl Exit

MENU OPTION SUB OPTION
Print
Print Quick Print

Print Preview

File - Save & Send
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Print
Select a printer, number of copies and other
printing cptions before printing

Quick Print
Send the active diagram directly to the default
printer without making changes

Print Preview
Preview and make changes to pages before
printing

DESCRIPTION

Selects a printer, number of copies and other printing
options in order to print your diagram.

Immediately prints the active diagram to the default
printer.

Onscreen preview of the diagram in print layout mode,
allowing layout modifications prior to printing.




Home Format View Export / Import Toaols Support Style ~ Mo

H Save
T Save & Send Send Using E-Mail
Cpen ‘ 5 =" Send Using E-Mail % &@I
Send as Send a copy of the model in an e-mail message as an attachment.
[ 5'—;7 Publich Attachment
New
Print @ Export To Other Formats Ss Send the model as images in an e-mail message
ﬁ Save Az
|E] optiors
’ Send the model as XPDL files in an e-mail message
m Exit Send as
XPDL
MENU OPTION SUB OPTION DESCRIPTION
Send as Send a copy of the model as an attachment in an e-mail
' Attachment message
Send Using E-
Mail Send as Image Send the model as images in an e-mail message.
Send as XPDL Send the model as an XPDL file in an e-mail message.
Generate a Word file of the model and all its
Word .
documentation.
PDF Generate a PDF file of the model and all its
— documentation.
Publish . . .
Web Generate a Web file of the model and all its documentation
E— for web browsing.
SharePoint Export and publish the model to SharePoint.
Wiki Export and publish the model to Wiki.
Image Export the active diagrams as an image.
Export to others Visio Export the model as a Visio file.
formats XPDL Export the model as an XPDL file.
Attributes Save the extended attributes as an XML file.
Model File Save the model as a Bizagi Diagram Model file (.bpm).
Team Save the model as a Bizagi Collaboration Model to a
Save as Collaboration shared location.

Other Versions Export the model to the 1.6 version of Bizagi Modeler

(Model v 1.6) (.bpm).
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File - Options

[Genet |

Documentation

User Interface Options

=
& General options for working with Bizagi process modeler

Style |Blue

]

Maode |Cnre

B

Language (English

]

BPMM element options

Fort |Segne ul

EE EAl

Default sizes

@ Configure

Custom Artifacts

Custom artifacts

@ Create or edit

Alerts

Warn element type changes

Warnwhenton many tabs are opened

” Cancel ]

Style

General Mode

Language

Font
BPMN element

options Configure default sizes

Custom Artifacts Custom Artifacts

bIZCIgI Copyright © 2002-2014 Bizagi. All rights reserved.
Mocia o

Customizes color

Modeler.

the background of Bizagi

Hide or show elements on the drawing palette.
Core will enable only the most common BPMN
elements. Extended will enable all BPMN elements.

Change the Bizagi Modeler language.
Define the default font for all diagram elements.

Launch the wizard that sets the element's default
sizes

Opens the Custom artifacts management window




Warn element type
changes

Alerts

Displays a warning message when an element
changes type. Unintentional change of type may
result in data loss.

Displays a warning message when the model (the

Warn when too many  .bpm file) has more than 10 diagrams (tabs) opened.

tabs are opened When there are more than 10 diagrams opened the

performance of the Modeler might get affected.

General settings

Export

Word Templates

E!"‘ Customize how documentation is created

Configure logo used for documentation

Impaort the extended attributes from XMLfile

Export the extended attributes to an XML file

BizagiTemplatedat E”

o

Allow customization of a user-defined logo, once the

Company Logo : . -
model's documentation is ready for generation.
Documentation . .
Extended attributes Import and export the extended attributes.
Custom Artifacts Create or edit custom artifacts.
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Select a Word template (.dot file) to generate Word

Word Templates .
documentation.

Maximizing the workspace

Bizagi allows the Ribbon to be shown or hidden from view.
If you need more room to work, collapse the Ribbon to maximize your workspace and allow the diagram

to fill a larger area of canvas.

L Processl - Bizagi Process Modeler o PR

Home | Format View Publish Export / Import Tools Help Style ~ Mode ~ Language ~ @

& @ % g Performers @ #4Fnd - ABG ‘ Show/Hide Ribbon
HH - joe UL ~| |8 = A A
% o Validate = 55 Aa I select - Expands or collapses the
Paste Diagrams  Run Online Share Process « & 1 = Spelling  Bizagi Suite T
b - A Clear ~
Workflow Courses @I"""’ BoOUs a4 - - & x -
Clipboard ‘ Model | Team Collaboration Formatting ‘ Editing | Review ‘ Discover
D HGe = -
Palette a
= R

For diagrams having a large ertical size (i.e., diagrams containing more than one Pool or many Lanes),
you may choose to rather dock the properties window to the right of the screen (as opposed to the
default location at the bottom of the screen).
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L] | Petitions, Claims and Complaints Description - Bizagi Process Modeler = B R

Home  Format  View  Publish  Export/Import Tools  Help Style ~ Mode ~ Language ~ ¢ (@)
NEHe 5 |
Paletiz n 2| Element properties 7 ox
[ Reception

-
G-

ition, Claim,
omplzints
| Swimlanes
=
L
Connectors
(5

Close Case

Enzblel

[—

Petitions, Claims and Complains Managemert

E
¢

Cancel Alzrm

Events

Recive
Informiation

Extend Terms

—0—0

Close Case

Basic |Extended | Advanced | Presentation Action

Add New Extended Attribute

Allecations

| Condition
IFthe activity is assigned for...
~ Ifmore information was ne...

Description

Arule is used to assign the...
There is an attribute called...
The activity is assigned to ..
The activityis assigned to t..

" Whena case is escalated an...

 Whena case is escalated bu..

When a case is escalated an...

EERES0
Notify assignment
s © Mo
Forms

Description

This form is used...

Prototype

Resolvepng

LI
Forms behaviors 2
| — |
HOD
Actions
| Type Description
On Enter Initialize fields: This rule set...

Update Hist

= This rule up...

=l

@ B B @ =

To relocate and dock the Element properties window,

drag and drop it to the desired position.

The

location icon highlights to indicate that the window may be dropped in the target position:
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<

Flow
0
5
Data
L YES L
L
E ition, Claim,
omplsints
.

Add New Extended Attribute

I
I}

Allocations

Condition

=

Description
| Ifthe activity is assigned for the first time, the assignae must be the person responsible by the.. A rule Is Lsed to assign the activity "Resolve” according to the parameter values entered I the..
If more information was needed from the Requester and he/she has sent this information or a r... There is an attribute called Resume which is set in true if a user has sent requested information...

Swimlanes

J‘I_j

9

Connectors.

B @)=

To improve the performance of the Modeler keep less than 10 diagrams (tabs) opened in a Model. The
diagrams opened are displayed on the bottom, and can be accessed through the small arrows on the
right.

To close opened diagrams, right-click on any of them and select Close, or Close All. This will not erase
them from the file, this will close them.

You can delete a diagram by selecting Remove.
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%12 H& = Agility Corp process documentation - Bizagi Modeler - B

| File ‘ Home Format Wi Publish Export / Import Tools Help Style = Mode = language ~ & Q
A b [} G AFfind - AB :
& 2 esources 3
4 B B % e =
By o Validate - by Select -
Paste Diagrams  Run  Simulation Share Process Spelling Bizagi Suite  Cnline
i) < - - Delets
Workflow View \'3 Lo - X siste . Courses
Clipboard Maodel Team Collaboration Formatting Editing Review Discover
Palette . ~
s ‘ Resources _— — —_— s — — =
o - Agility Corp ‘ Egg I ‘E' |
O - ‘ Fag Manuals Contactus Help _)
C Functional Areas ___
Flaw ™
| Human Resources Financial Customer service Purchases |
' Q [_:_] . Wiew opened diagrams
| Ianage diagrams i ]
m Quality Marketing =
< >
Agl ab]  Edit text n | l.HYnanResources processes  1.Financial processes  1.Customer Service processes  1.Purchases processes  1./Tprocesses 1. Quality processes| "

£ Close

Close all

100% (=) 0

@3 HEF&E

Close all but this

3 Remove

Palette

The Palette contains the BPMN graphical elements used to define a process model.
These BPMN graphical elements are described in the following sections:

e Activities
e Events

e Gateways
e Data

e Artifacts
e Swimlanes
e Connectors

Activities

Activities represent work or tasks carried out by members of the organization. They stand for manual or
automatic tasks performed by an external system or user. Activities can be atomic or non-atomic
(compound) and they are classified into tasks and sub-processes.

Tasks

ELEMENT DESCRIPTION NOTATION
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Task

User Task

Senvice Task

Receive Task

Send Task

Script Task

Manual Task

Business Rule
Task

Multi-Instance
Loop

Standard Loop

Sub-process
A sub-process is a compound Activity that is included within a Process. Compound means that it can be

Is an atomic Activity within a Process flow. It is used when
the work in the Process cannot be broken down to a finer
level of detail.

Is a typical workflow Task where a person performs the
Task with the assistance of a software application.

Is a Task that uses some sort of service that could be a
Web senice or an automated application.

Is a Task designed to wait for a message to arrive from an
external participant (relative to the Process).

Is a Task designed to send a message to an external
participant (relative to the Process).

Is a Task that is executed by a Business Process Engine.
The Modeler defines a script in a language that the engine
can interpret.

Is a Task that is expected to be performed without the aid
of any business process execution or any application.

Offers a mechanism for the Process to provide input to a
Business Rule Engine and get the output of calculations
that the engine might provide.

Tasks may be repeated sequentially, behaving like a loop.
The Multi-instance Loop iterates a predetermined number
of times. The iterations occur sequentially or in parallel
(simultaneously).

Tasks may be repeated sequentially, behaving like a loop.
This feature defines a looping behavior based on a
boolean condition. The Activity will loop as long as the
boolean condition is true.
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Send Task
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Loop

[

Standard Loop
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ELEMENT

Sub-process

Reusable Sub-
process

Event Sub-process

Transaction

Ad-Hoc Sub-
process

Standard loop

Multi-Instance loop

broken down into lower lewels, that is, it includes shapes and elements within it.

DESCRIPTION

Is an Activity which internal details have been modeled
using activities, gateways, Events, and sequence
flows. The elements has a thin border.

Identifies a point in the Process where a predefined
Process is used. A reusable Sub-process is called a
Call Activity in BPMN. The element has a thick
border.

A Sub-process is defined as an Event Sub-process
when it is triggered by an Event. An Event Sub-
Process is not part of the normal flow of its parent
Process - there are no incoming or outgoing
Sequence Flows.

Is a Sub-process whose behavior is controlled through
a transaction protocol. It includes the three basic
outcomes of a transaction: Successful Completion,
Failed Completion and Cancel Intermediate Event.

Is a group of activities that has no REQUIRED
sequence relationships. A set of activities can be
defined, but the sequence and number of
performances for the activities is determined by the
resources of the activities.

Sub-processes may be repeated sequentially,
behaving like a loop.

This feature defines a looping behavior based on a
boolean condition. The activity will loop as long as the
boolean condition is true.

Sub-processes may be
behaving like a loop.

The Multi-instance Loop iterates a predetermined
number of times. The iterations occur sequentially or
in parallel (simultaneously).

repeated sequentially,
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Events

An Event is something that happens during the course of the Process, affecting the Process flow and

normally has a trigger or result.

To make an event a throw or a catch event, right click on it and select Is Throw. This option will enable or

disable its behavior (applies for certain events described below) .

Start Events

ELEMENT

Start Event

Message Start
Event

Timer Start Event

Conditional Start
Event

Signal Start Event

Parallel Multiple
Start Event

Multiple Start Event

DESCRIPTION

Indicates where a particular Process starts. It does
not have any particular behavior.

Is used when a message arrives from a participant and
triggers the start of the Process.

Is used when the start of a Process occurs on a
specific date or cycle time (e.g., every Friday)

This type of Event triggers the start of a Process when
a condition becomes true.

The start of the Process is triggered by the arrival of a
signal that has been broadcast from another Process.

Note that the signal is not a message; messages
have specific targets, signals do not.

Indicates that there are multiple triggers required to
start the Process. ALL triggers must be triggered
before the Process is instantiated.

This means that there are multiple ways of triggering
the Process. Only one of them is required.

Intermediate events

ELEMENT

Intermediate Event

DESCRIPTION

Indicates where something happens somewhere
between the start and end of a Process. It will affect
the flow of the Process, but will not start or (directly)
terminate the Process.
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Indicates that a message can be sent or received.

If a Process is waiting for a message and it is caught
the Process will continue its flow. @

A catch Message Event waits for a message to arrive Message
and once the message has been received, the Thraw
Process will continue. The Event marker in this
instance will be filled.

Message Event

A throw Message Event sends a message to an
external participant. The unfilled Event marker is
allocated to the throw message.

Indicates a delay within the Process. This type of
Event can be used within the sequential flow

Timer Event o e
: indicating a waiting time between activities.

The Event indicates an escalation through the
Escalation Event Process.

Enables the handling of compensations. When used
within the sequential flow of a Process they indicate

Compensation Event S
that compensation is necessary.

This Event is triggered when a condition becomes
Conditional Event  true.

Conditional
This Event is used to connect two sections of the
Process.
Link Events can be used to create looping situations
or to awoid long Sequence Flow lines. @
If there are two link events on a process (one catch
Link Event and one throw) the Modeler will understand they are Link Throw
linked together. If there is one catch and two throw,
the Modeler will understand both throws are received @
by the catch. If there are several catch and throw Link Cafeh

events the name of the 'pairs' must match for the
Modeler to understand which throw belongs to which
catch.
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These Events are used to send or receive signals
within or across the Process. A signal is similar to a @
signal flare that is shot into the sky for anyone who

Signal
might be interested to notice and then react. Tﬁ;;
Signal Event =
If the Event is used to catch the signal, the signal {9‘
Event marker will be filled. Alternatively, the unfilled .
. Signal
Event marker is allocated to the throw message. Catch
This means that there are multiple triggers assigned
to the Event. @
. Multiple
_ When used to catch the trigger, only one of the Thraw
Multiple Event assigned triggers is required and the Event marker —
will be unfilled.
Multiple
Catch

This means that there are multiple triggers assigned

. to the Event. Unlike the normal Multiple Intermediate )
Parallel multipl oy
arale! multiple Event, ALL of the assigned triggers are required for s

®

Event the Event to be triggered. Parallel
Multiple
Intermediate Events Attached to an Activity Boundary
ELEMENT DESCRIPTION NOTATION
If a message Event is attached to the boundary of an
activity, it will change the normal flow into an —
exception flow when a message is received. {@ﬂ'
If the Event interrupts the activity to which it is Interrupting
Message Event  ,i1ached, the boundary of the Event is solid, if not it is
dashed. F“;";}."i

Fs
&
Iy
"\l

Man Interrupting

If a Timer Event is attached to the boundary of an
activity, it will change the normal flow into an

exception flow when a cycle time is completed or a —
specific time-date is reached.

Timer Event If the Event interrupts the Activity to which it is Interrupting
attached, the boundary of the Event is solid, if not it is Ak
dashed. BE S

1=

e

Man-Interrupting
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Escalation Event

Error Event

Cancel Event

Compensation Event

Conditional Event

If attached to the boundary of an Activity, the
Intermediate Event catches an Escalation.

If the Event interrupts the Activity to which it is
attached, the boundary of the Event is solid, if not it is
dashed.

A catch Intermediate Error Event can only be
attached to the boundary of an Activity.

It reacts to (catches) a named Error, or to any Error if
a name is not specified.

An Error Event always interrupts the Activity to which
it is attached, i.e., there is not a non-interrupting
version of this Event. Thus the boundary of the Event
is always solid.

This Event is used within a Transaction Sub-Process
and must be attached to the boundary of one.

It shall be triggered if a Cancel End Event is reached
within the Transaction Sub-Process. It also shall be
triggered if a Transaction Protocol Cancel Message
has been received while the transaction is being
performed.

A Cancel Event always interrupts the Activity to which
it is attached, i.e., there is not a non-interrupting
version of this Event. Thus the boundary of the Event
is always solid.

When attached to the boundary of an Activity, this
Event is used to catch the Compensation Event.
When it occurs, the compensation activity will be
performed.

Interrupting a non-interrupting aspect of other Events
does not apply in the case of a Compensation Event,
thus the boundary of the Event is always solid.

If a Conditional Event is attached to the boundary of
an Activity, it will change the normal flow into an
exception flow when a business condition is fulfilled.

If the Event interrupts the Activity to which it is
attached, the boundary of the Event is solid, if not it is
dashed.
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Signal Event

Multiple Event

Parallel multiple
Event

End Events

ELEMENT

End Event

Message End

If a Signal Event is attached to the boundary of an
Activity, it will change the normal flow into an
exception flow when a signal is received.

If the Event interrupts the Activity to which it is
attached, the boundary of the Event is solid, if not it is
dashed.

When attached to the boundary of an Activity, it will
change the normal flow into an exception flow when
one of the assigned triggers is caught.

If the Event interrupts the Activity to which it is
attached, the boundary of the Event is solid, if not it is
dashed.

Unlike the Multiple Event, when attached to the
boundary of an Activity, it will change the normal flow
into an exception flow when ALL of the assigned
triggers are caught.

If the Event interrupts the Activity to which it is

attached, the boundary of the Event is solid, if not it is
dashed.

DESCRIPTION

Indicates when the Process ends.

Indicates that a message is sent when the flow has
ended.
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Escalation End

Error End

Cancel End

Compensation End

Signal End

Multiple End

Terminate End

Indicates that an Escalation is necessary when the
flow ends.

Indicates that a named Error should be generated. All
currently active threads of the Process are
terminated. The Error will be caught by a Catch Error
Intermediate Event.

Is used within a Transaction Sub-Process. It indicates
that the Transaction should be canceled and an
alternative flow can be performed.

Handles compensations. If an activity is identified,
and it was successfully completed, the activity will be
compensated.

Indicates that a signal is sent when the flow has
ended.

This means that there are multiple consequences of
ending the flow. All of them will occur.

Ends the Process and all its activities immediately.

®

Ezcalation

®

Error

®

Cancel

©

Campensation

®

Signal

®

Multiple

®

Terminate

Gateways

Gateways are used to control the divergence and convergence of sequence flows. They determine
ramifications, bifurcations, combinations and merges in the Process. The term “Gateway” implies that
there is a gating mechanism that either allows or disallows passage through the Gateway.

ELEMENT

Exclusive Gateway

DESCRIPTION

As Divergence: It is used to create alternative paths
within the Process, but only one is chosen.

As Conwergence: It is used to merge alternative
paths.

NOTATION

%

Exclusive Exclusive
gateway gateway

Represents a branching point in the Process where
the alternative paths that follow the Gateway are
based on Events that occur.

Event Based
Gateway

Event Based

Gateway
When the first Event is triggered, the path that follows

that Event will be used. All the remaining paths will
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no longer be valid.

Is a variation of the Event based gateway and it is

only used to instantiate Processes. One of the
Exclusive Event Events of the Gateway configuration must be
Based Gateway triggered in order to create a Process instance. It :
. . e Exclusive Event
must have NO incoming transitions. Based Gateway
Unlike the the exclusive Event based Gateway, ALL
Parallel Event Based th_e Event§ of the Gateway conﬁgurathn must be
G triggered in order to create a Process instance. It
ateway . . "
must have NO incoming transitions. Parallzl Event
Based Gateway
As Divergence: is used to create alternative paths
without checking any conditions. C
Parallel Gateway As Conwergence: is used to merge alternative paths,
the gateways waits for all incoming flows before it Parallel
continues. Gateway

As Divergence: is used to control complex decision
points in the Process. It creates alternative paths

within the Process using expressions. ®
Complex Gateway

As Conwvergence: Allow continuing to the next point of

. L Camplex
the Process when a business condition becomes Gateway
true.

As Divergence: represents a branching point where
alternatives are based on conditional expressions.
The TRUE evaluation of one condition does not
exclude the evaluation of the other conditions. All
Inclusive Gateway evaluations of a TRUE condition will be traversed by a
token. '
Inclusive
Gat
As Conwergence: is used to merge a combination of —
alternative and parallel paths.
Data
ELEMENT DESCRIPTION NOTATION
Provides information about how documents, data and
Data Objects other objects are used and updated during the E,

Process.
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Provides a mechanism for activities to retrieve or
update stored information that will exist beyond the rgj

Data St
ata store scope of the Process. -

Artifacts

Please click for further information about Artifacts

ELEMENT DESCRIPTION NOTATION
Is an Artifact that provides a visual mechanism to .
Group group elements of a diagram informally. L
Is a mechanism for a modeler to provide additional
Annotation information for the reader of a BPMN Diagram. |:|
Enables an image stored on your computer to be |
I
mage inserted into the diagram.
Displays the diagram properties (author, version,
description), and it is updated automatically with the
Header information contained in those properties.

Formatted Text

Custom Artifacts

Swimlanes

ELEMENT

Pool

Lane

To edit its information, it is only needed to edit the
diagram's properties.

This Artifact enables rich text to be inserted into the
diagram to provide additional information.

Helps to define and use your own Artifacts. Artifacts
provide the capability of showing additional
information about the Process that is not directly
related to the flow.

DESCRIPTION

A Pool is a container of a single Process (contains
the sequence flows between activities).

A Process is fully contained within the Pool. There is
always at least one Pool.

Is a sub-partition within the Process. Lanes are used
to differentiate elements as internal roles, position,
department, etc. They represent functional areas that
may be responsible for tasks.

bIZDgI Copyright © 2002-2014 Bizagi. All rights reserved.

Mol o

3

&Y

NOTATION

[




Milestone

Connectors

ELEMENT

Sequence Flow

Association

Message Flow

Is a sub-partition within the Process. It can indicate
different stages during the Process.

DESCRIPTION

A Sequence Flow is used to show the order that
Activities will be performed in the Process.

Its used to associate information and Artifacts with
Flow Objects. It also shows the activities used to
compensate for an activity.

Is used to show the flow of messages between two
entities that are prepared to send and receive them.

NOTATION

jﬁuem:e Flow

Cr-en,

Message FLow

b

The following is a table that reflects all the possible connections using Message flow. The arrow pointing
upwards shows what CAN be connected. Anything else outside the table should not be connected using

a Message flow.
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Table 7.4 — Message Flow Connection Rules

Pool @ @

From\To

Name

b2 A J 2
i Pool
i b2 J J J
’ b2 a J a
[+ )
’ Z a b2 2

Element properties

Element Properties are used to document the process. Each element has its own properties and
depending on the type of element, tabs are displayed with additional information and functionality.

The four available tabs are:

e Basic: contains the basic information including the name, description and important BPMN
information.

e Extended: creates as many elements as required to provide all necessary information to provide for
comprehensive documentation. For further information, refer to Extended Attributes

e Advanced: applies specific BPMN attributes to each shape.

e Presentation Action: defines what will be displayed in Presentation Mode. For further information refer
to Presentation Actions
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View options

On the bottom right corner of Bizagi Modeler are view options that help you to navigate through your
process as is shown in the image below.
This menu can be also found on the View tab of the Ribbon.

= = — = ‘
e, . Purchase Request - Bizagi Process Modeler E_L ¥ o =R

JPublish Export /Import Tools Help Style ~ Mode ~ Language ~ @
'} = £ Performers @ SR 5 s /| Alignto Grid Show Grid HAfind ~+ ‘
o™ og 5 @ A i F
EL) O A validate ~ 7] Smart Align Black and White Lg select ~
Paste Diagrams Run Online Share Process = - = . Bizagi Suite
Workflow Courses (@Info BIUS A-& 2. | (@ Presentation Actions [ ] Warn element type changes || #C=ar =
Clipboard | Model ‘ Team Collaboration | Farmatting ‘ Show / Hide ‘ Editing ‘ Discover ‘
Paletie il =
1 -
D - = Request Quote
=
3 Create
b= Purchase Motify rejection
g— Request
s
Q-
E Changes are
Authorize Tequired
g Request > -
3 P
2 ]
i g Reqgpest
g Authgrized
a
Requires
another Yes
nE r 2 r
=T
1E: Notify approval
g 5] [ |
- 9 Quotations Purchase Order

. View options .
IR

Purchase Request | Quotations  Purchase Order
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Zoom 100%

Zooms the model to normal size (100%).

Begin

Applicants Prefilter

+

Parallgl
Gatawgy
Ppplicgnts Analysis

Verify

Back to
Analysis

Cojntinue

esult

Register Request Inform. ‘

Applicants
Information

Verify

Produc

g

=

E Application Previously rejected

w Approved in by employse

= ﬂ Analysis? policies

o E

= (=]

2

g

J: /’ Zoom 5
el 1 | 1009{ +
| Personal Loans Request | VerifyInformation and Documentation  Credit Factory. ) -

e O—————AE D B @BSE

Fit diagram
Zooms the page so the entire diagram fits in the window.

Ie i .@ e

= o = = T (=

= = "]
" Moo [ i I @
! T Y I P s B e I
i = E= a5 = = I =
! =10 &=
&
Fit
< m ] d 3
lagram
Personal Loans Request | VerifyInformationand Documentation  Credit Factory g -
P S — @ & BIEE

Zoom to selection

Zooms the page so the selected elements fit the window
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i oG- <-4 E 19 = La
i = L == L Al
! Lt | - Lot
: ' b
Select objects
Personal Loans Request | Verify ionand Doc Credit Factory
2% O—U——@ 5 [ @ @& [E

Yes

Yes

No

Verify Register
Applicants Products and
Information Collaterals

Previously rejected
by employee
policies

Zoom to
selection |

5 @ n=E

2% Oeetilr@

Ll
Verify and Doc Credit Factory

Personal Loans Reguest

Pan
Shows the pan window which can be used to navigate through the diagram.
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Applicants Prefilter

+

[al

ntinue

i Parallgl
Begin
Gatewdy

Ppplicants Analysis

Verify Result

Back to
Analysis

Application
Approved in
Analysis?

Register Reguest Information

Verify
Applicants
Information

Previol
by

4 [ i |

Personal Loans Request | Verify. tionand Do

Credit Factory

Presentation mode and Presentation actions

100% Cr——0

s

,,,,,,

e ) e

Bizagi allows you to demonstrate your models through the Presentation Mode where a full display view,
in read-only mode is used, similar to the Full screen view in Microsoft products.

In Presentation Mode you can access the main characteristics of your processes, all the documentation
you have included and also add Presentation Actions.
Presentation actions are on-click behaviors that can be defined for each diagram element. Behaviors are
additional information that you can add to each element in order to make the process presentation more
complete, for example you can open a URL, a file, an image or display text.
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Presentation Mode and Presentation Actions example

To illustrate the Presentation mode and actions, our example prresumes that we hawe finished our
Purchase Request Process and now have to present it to the Purchase Department Manager.

Apart from showing him the process flow and its content we also wish to show the following items in the
presentation:

e An associated image of a Purchase Request creation
e The Policies for requesting and evaluating quotations
e The text contained in the Rejection natification by clicking on the Notify Rejection element.

The following steps illustrate how we created of Presentation actions and the Presentation Actions
Mode.

Include Presentation Actions

1. We need to activate the presentation actions in order to have them displayed in the Presentation
Mode.
On the Home tab, in the Show/Hide group,we select the Presentation Actions checkbox.
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2. To include Presentation actions, we need to select the required diagram element.
We right-click on the Create Purchase Request activity and select Properties from the dislay menu.
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3. On the Presentation Action tab we select Open an image from On Click drop-down list.
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Open a file

Show Text

4. We click the icon located on the right hand side and upload the Create Purchase Request image.
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5. Thereafter we follow the same steps to add the Policies file on the Quotations diagram element. But
instead of selecting Open image, we select Open a file.

& @ 0P 3 B W & >
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6. Finally, we add a Show text action for the last item. For this action we type the text needed to be
displayed.
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Use Presentation Mode

1. We then click the Presentation Mode button located in the bottom right hand corner of the screen.

Paete 3 -
E o '
o] a2 O

O h‘":::e I |%mcmmﬂ
! Rt Regqueed
o H oo
non  |® Crangts equred
Paty E Autharize
i i
ik A~
. 2
o | .
A Presentation
& | | < _ mode -
[ m I- Purchade Reguest W LJ N - T e f_ '-
100 o——— ———@ & i 1 Ak

Presentation Mode opens a new window, where all processes are read-only. We can browse through all
the documentation including the presentation actions.

Quote
£ g
g Motify rejection
=
Y
o
[ ] Create Purchase Request
Description
The requested products are selected from a list, or can be requested as new products,
- Authorize There should be at least one product registered.
E § Request The requested delivery date, delivery information and products specifications can be entered.
.EE"
g Performers
m Applicant
Duration
1 hour
E On Enter
. Set todays date and Request By user
g
7 .
a On Exit
2 1- There has to be at least one product added 2- Sets the authority level 3- Sets the user that created
F the case 4- Calculates the estimated cost
=
g
& Form
Request Information _
4 m ] r

2. The presentation actions included are displayed as small icons on the side of the element.
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Click on an element to display the associated action.
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The Pie Menu

Bizagi Modeler has a drag-and-drop feature that allows you to easily diagram your processes.
The Pie Menu will display as soon as you click on a diagram element that is already in the Process.

Click on the element and drag it to the desired position.

You can drag a shape from the Pie Menu and drop it to another figure already included in the diagram, to
create a connection between the two. You can choose any figure from the Pie Menu and drag it, not
necessarily the one you are going to connect to; they are just an aid.

If the figure with which you want to connect is highlighted, then it means that you can connect both of
them. If it doesn't highlight it is because the BPMN standard does not allow the connection between the
two selected shapes (i.e. between two signals).

For further information refer to Creating a process

Quote
-
£ . -
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g Notify reject
=
o
=L
Changes are
required <>
g @ }:lutho rizte I > \
eques]
s | & N Mo
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E Authariz
Requires another
approval
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Modeling a Process

Modeling a Process is an iterative and straightforward task to represent business conditions in a flow
diagram, using symbols and shapes.

Creating a process

You can find the contents of this article in the video: Creating a Process

To explain how you can easily diagram your processes, we will use a Purchase Request Process.
The following are the steps to be carried out in the Process:

A Purchase Request is created

The employee's Immediate Supenisor (Boss) approves, rejects or changes the request
Quotations are obtained in order to select a Supplier

A Purchase Order is created

The Administrative Manager approves, rejects or modifies the Order

The Purchase Order is sent to the Supplier

The Purchase Order is created in the ERP

As soon as you open the Modeler a Pool will be ready for you to start diagramming.

1. Name your pool. It is usually the name of the process you are about to diagram.
To change the name of the Pool double-click on it, press F2, or right-click on it, and then select Edit text
from the display menu.
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2. Add a Lane to include participants in your process.

Drag and drop a lane, for each participant, from the Palette.

In our example, we will select three lanes: One for the Immediate Supenisor (Boss), one for the
Requester and one for the Purchase Department.
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3. Include a start point in your process.
Drag and drop a Start event from the Palette

bIZDgI Copyright © 2002-2014 Bizagi. All rights reserved.




= |
Home Format View Publish Export / Import Tools Help

l
& 2 performers .. Align to Grid
HH - - Segoe UI | |8 A A
By o Validate ~ smart Align

Paste Diagrams Run Online Share Process - . = . B
Workflow Courses (€9Info B I U S A- &~ =& | g pesentationactions
Clipboard Model ‘ Team Collaboration ‘ Formatting Sho
o

F

HDE
| »

4
ter

Requi

4

1

g‘g(?og

Purchase Request

T
i)
s

\Iil
JlE

NS P e

L]

Purchase
Denartment

4. Continue diagramming your process using the Pie Menu. Select the next element and drag and drop
where you wish to locate it.
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5. In order to connect two diagram elements in a sequence flow, select an object from the Pie Menu and
drag it to the second diagram element. They will automatically connected.
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6. Continue selecting the required shapes until your diagram is complete.

7. To resize the pool, select and drag the appropriate corner of the border.

The following image displays the basic diagram of the Purchase Request process.

This first exercise is meant to show you how to diagram with the drag-and-drop functionality. However, to

better describe the process and meet the required standard, some diagram elements need to be
changed. Please refer to the section Editing a process to continue with this exercise.
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Video example: Creating a process

This video shows how to create a process in Bizagi Modeler

Editing a process

Once you have diagrammed your process, you may need to change diagram elements, add additional
connections or add more elements to improve and complete it.

We will continue using the Purchase Request Process example, mentioned in the previous section, to
show you how to make these changes easily.

Moving elements

If you need to move a diagram element from one place to another click on it and drag it to the new
position.

Deleting elements

If you need to delete a diagram element click on it and press the Delete button.

Change/ Transform elements

The following image shows the initial Purchase Request process we designed. However, we need to
make some adjustments.

e Change the Notification Tasks to Script Tasks, since they are emails automatically sent based on a
decision by the Immediate Supenvisor (Boss).

e The Quotation Task is actually a Sub-process where several activities take place in order to be able to
select a supplier.
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e The Purchase order Task is also a Sub-process where the Purchase Order is sent to the Supplier and
created in the ERP system.

Create -
Purchase Notrﬂy cuTer;ges
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Changes Tequited

Requester

-
4
E
a Authorize e
1"}
kS a request o Motify rejection
2
ﬁ Reqest
T authofized?
a
t Yes
[
£
=
£
= Motify
2 Appraval Quotations Purchase order
-]
=
[
=
[l

Bizagi Modeler allows you to change elements within the same category. You do not need to introduce
another element to the Process, but merely change the existing element.

1. To change the Notification Task to a Script Task, right-click on the diagram element and select Task
Type from the display menu.

Choose the appropriate Task type from the drop-down list, note that once you change the task type you
will lose any information, entered into extended attributes, that has not been shared. You will
only receive a warning message if you select the Warn element type changes checkbox (located in the
Show/ Hide group under the View tab).
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2. Follow the same procedure for the other two Notifications Tasks. The following image shows your
progress up to this point.
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2 e %tim changes
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t fes
[T}
=
H
g E Maoti
iy Quotations Purchase order
¢ Approval
T
=
g
3
o

3. To transform the Quotations Task to a Sub-process, right-click on the Task and select Transform to
sub process from the display menu. Do the same for the Purchase Order Task.
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When you change an element type, any extended attributes information entered will be lost if it hasn't
been shared.

To awid this, select the Warn element type changes to be alerted before changing an element to a
different type, as shown in the image below.

Please click for further information about sharing extended attributes
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Adding elements

If you need to include a new element, keep in mind you may at anytime use: either the pie menu, or the
Palette elements found at the left hand.
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In case you want to include a new element in between of 2 existing ones (which are already connected),
Bizagi will provide an option for modeling agility so that just include the new element and awid the need
to add further connectors or to delete existing ones.

1. To include a new element between 2 existing ones, drag it from the Palette and into the connector

itself.
Note that the connector will highlight to indicate where the new element can be dropped for Bizagi to

attach it automatically.
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2. Finally, name your element.
Notice that it will be automatically connected, and it will also create the additional connector to the other

element.
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Adding Milestones

Milestones are Sub-partitions of a Process used as reference points. They help the readers understand
the different stages that make up the Process.

We will include three Milestones to determine the state of each activity within the Process.

1. To include a Milestone drag it from the Palette and place it in the Process. Drag and drop two more
Milestones.
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2. Drag and drop the diagram elements that belong to the Milestone.
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3. Finally rename each Milestone by clicking on it, pressing the F2 key, and entering a name.
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Sub-processes

A sub-process is a compound activity that is included within a process. Compound means that it can be
broken down into lower levels, that is each lewvel includes shapes and elements within it.

In the previous section we defined a task called “Quotations”, if you have not already created it as a sub-
process (as we now realize that this task contains many activities) we need to transform the diagram
element and define the sub-process flow.

1. To transform the Task, (in this case Quotations), to a sub-process element, right-click on it and
select Transform to sub-process from the display menu.
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2. Once the Task has been converted to a sub-process it is necessary to define its related diagram.

Right-click on the sub process element and select the Edit subprocess from the display menu.
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3. This will automatically open a new diagram page to include the sub process information.

On this page you can diagram the associated sub-process, just the way we diagrammed the first

process. Just drag and drop the elements as needed and place them where appropriate.
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Change the sub-process type

BPMN defines seweral types of sub-process that respond to particular business needs. By default sub-
processes are created as embedded but you can change the sub-process type anytime.

Once you have created a sub-process element in the diagram right-click on the element and select one
of the following options:

* [s transaction

* |s ad-hoc

Is Event sub-process

e Sub process type -> Reusable sub process

[Changes are required
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]
n
£ |8 Request L No
B |8 b
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Vs @ Copy
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se Request |Quntdliﬂns Purchase Order

nt properties ] Diagram Validation I
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Reusable Subprocess

Additionally you can define the Loop Type of your process from these three options:
e None
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e Multi-instance, the multi-instance attribute of sub processes allows the creation of a desired number of
activity instances.

e Standard, this feature defines a looping behavior based on a boolean condition. The sub-process will
loop as long as the boolean condition is true.
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For each loop type there are specific advanced options to configure the process's behavior.
Advanced properties are located in the Advanced tab from the shapes Properties.

Standard Loop Multi instance Loop

e — e —
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Loop Condition &) n MICondition &) n
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Converting to reusable sub-process

You can convert a default sub-process to a Reusable Sub-process, or Call Activity (in BPMN).

1. Right-click on the Sub-process to convert, choose the Sub-process type option and then click on
Reusable process.

g Authorize ‘)\ J Q
= @ >
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[~}
E Regpest
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Yes | Cut
B3| Copy
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Maotify approval pase Order
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4 ] £} | Loop type 3
‘ Purchase Request | Quotatiors  Purchase Order ()| Attach event 3
I Element properties l Diagram Vah'da‘liun} Subprocess type * |[@ Reusable Subprocess
&' Properties Reusable Subprocess [ [ ¢

The diagram element's border will change to indicate it is now a reusable Sub-process.

Embedded Sub-process Reusable Sub-process

Quotations Quotations

If you have already diagrammed the Sub-process you will receive a message alerting to this fact. Click
the Yes button to convert it and keep all the lower level diagram elements.

-

SubProcess type

Ifyouturn this Embedded SubProcess to Reusable, the elements can be moved to a new Diagram. Do you
9 wantto createthe new Diagram?

fyouchoose Mo, the SubProcess elements will be deleted.

Mo Cancs

Note: It is important to clarify that a reusable Sub-process calls a separately modeled process.

There are two different ways of creating a call to a reusable sub-process. The Edit Sub-process option
opens an empty diagram workspace and relates it to the shape. Alternatively, you can manually relate
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the shape to a predefined diagram.

Let us assume that the Quotations Sub-process is reusable and has not yet been diagrammed .
To create a call for the Sub-process not yet model (i.e., create the detail in a new diagram), use the Edit
Sub-process option by right-clicking the shape:
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2. To reference an existing diagram (assuming Quotations detail was created in the previous step), relate
the diagram in the Sub-process properties.
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To do this, right-click on the Request Quotations reusable Sub-process element and select Properties
from the display menu.
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3. The Element Properties add-on window will display. On the Basic tab, in the Process drop-down list,
select the predefined created Diagram.
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ELEMENT

Sub-process

Reusable Sub-
process

Event Sub-
process

Transaction

Ad-Hoc sub-
process

Standard loop

Multi-Instance
loop

Sub-process types

DESCRIPTION

Is an activity whose internal details hawe been
modeled using activities, gateways, ewvents and
sequence flows. The element has a thin border.

Identifies a point in the process where a pre-defined
process is used. A reusable sub process is called a
Call Activity in BPMN. The element has a thick
border.

A Sub-process is defined as an Event Sub-process
when it is triggered by an event. An Event Sub-
Process is not part of the normal flow of its parent
Process—there are no incoming or outgoing
Sequence Flows.

Is a Sub-process whose behavior is controlled
through a transaction protocol. It includes the three
basic outcomes of a transaction: Successful
Completion, Failed Completion and Cancel
Intermediate Event.

Is a group of activities that has no REQUIRED
sequence relationships. A set of activities can be
defined, but the sequence and number of
performances for the activities is determined by the
resources of the activities.

Sub-processes may be repeated sequentially,
behaving like a loop. This feature defines a looping
behavior based on a boolean condition. The activity
will loop as long as the boolean condition is true.

Sub-processes may be repeated sequentially,
behaving like a loop. The Multi-instance Loop
iterates a predetermined number of times. The
iterations occur sequentially or in parallel
(simultaneously).
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Improving look and feel

This article presents tips and tricks that will aid in improving the look and feel of your diagrams.

Diagramming and naming recommendations

It is important that Processes are uniformly described, for the sake of being more easily understood by
users.
Therefore, special care must be taken in the naming and layout of all diagram elements.

The following are best practice recommendations that will make processes more readable and organized.

e All words should be capitalized to aid readability.

e Always name Tasks using an infinitive verb, to denote an action being executed e.g.: Create request,
Authorize request, Deliver package.

e Name Processes and Sub-processes indicating their main purpose.

e Always attempt to lay out the Process model in a left to right direction, as it is an intuitive design
choice for left-to-right readers.

e Name Sequence Flows that follow after a decision Gateway. For example, if a gateway is called
"Request authorized?" then the sequence flows are named "Yes" and "No" respectively.

e Name non-decision Gateways as well. For example, a Process that contains three parallel Gateways
can be named "Parallel1", "Parallel2", "Parallel3" respectively. This will allow you to easily distinguish
one from another in generated documents.

Move and resize text

You can move and resize text in the following elements: Sequence Flows, Events, Sub-processes and
Gateways.

To mowve any of the mentioned text, select and drag-and-drop it where you desire.
To resize the text, select the text and drag the border of the frame.
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Reset text position

When the text of an element has been repositioned, you can rewert it back to its original position by
selecting the Reset text position option on either the element, or the text itself.

In the following image the Changes required caption was moved too far away from the Sequence Flow it
references.
To revert to its original position, right-click the Sequence Flow and select Reset text position.
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Note that this option is available at the text (caption) as well:
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Fit to text

In the course of modeling your diagrams, you may come across a situation where the element is much
bigger than the text within it and you need to make it fit the text. A similar situation may arise where the
horizontal space of the element is smaller than the text within it, causing the text outside the object
boundary to be cut off. You can manually drag one of the element's corners to size or make use of
Bizagi's Fit to text design shortcut.

To automatically resize the object to fit the text, use the Fit to text option.

O O ; ] I O O o]
Changes required Fit to text > Changes
Q required Q
2 f% FResettestposition
g Resizes theshape so the textfits into | o o o
O O
o o Lo i I o o o
o Chang © Fit to text h" 5 Changes &
required
o o o 5% Resettextposition
Resizes theshape so the textfits into | o o o

Reset to original size

When the size of an element has been changed (either enlarged or shrunk), it can be reverted to its
original size by selecting the Reset size option on the element.

In the following image, the Notify Rejection element was enlarged.
To revert to its original size, right-click the element and select Reset size.
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Using the grid

We recommend always showing the grid to facilitate the alignment of elements.

If you select the Align to Grid option, the Modeler will auto-align elements to the grid. Essentially, once
the element is dropped, it snaps to the nearest intersection of lines in the grid.

To utilize this option, in the Show/Hide group of the Home or View tab, check both the Show Grid and
Align to Grid boxes.
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Aligning elements

Align all elements both vertically and horizontally, to present a structured layout of your Process.
Bizagi offers a functionality called Smart Align whereby the sequence flows will be automatically aligned
to each other. To utilize this functionality select Smart Align in the Show/Hide group on the View tab.

The following image shows the process without Smart Align selected.
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The following image shows the process with Smart Align selected.
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Rather than align all Sequence Flows of a diagram, you can also align selected diagram elements to
each other.

Click each elements for alignment while holding down the Shift key. In the Layout group of the Format
tab, click Align Horizontal or Align Vertical according to your design requirement.
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Connecting sequence flows

To connect a Sequence Flow, drag the red circle (which coincidentally is the arrow head) onto the
diagram element you want to connect to.
Hover the pointer over the element until the green circle appears indicating that it will connect correctly.

—Q 9

Colors, sizes and shading

Bizagi allows you to customize the appearance of your diagrams.

You can modify the text formatting of elements such as size, color and type of fonts. In addition shading
can be added to elements including Pools.

You may choose to predefine default settings for the font style, font size and shape colors, or directly
customize these visual options in each diagram.

»

The maximum space to model processes with Bizagi Modeler is calculated as follows:
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e Width by Height must not be over 36.000 pixels.
e The maximum width size is 10.000 pixels.

Set default settings

To define the font and color options you want to use by default (for new elements), go to the Main
Options found in the File Tab.

L] Mew Model - Bizagi Process Modeler
Home Format View Publish Export / Import Tools Help

H Save
_ Open Model
5] save As
Bizagi Modeler Options EZ
[ General l =
Recent Imp Documentation @ General opticns for working with Bizagi process modeler
MNew E User Interface Options
Print Style |B|ue - |
%Pl
Save & Send ropr |E)¢emm = |
L|EI Optiors n
—— Language |Eng|ish - |
B Exit

EPMN element options

Font Arial

v| |9 v| Restore
Configure default sizes
« Warn element type changes
Ok Cancel

Set default Font and Font size
In the File Tab, select Options.

In the BPMN element options section of the new window, select the default font face and size from the
drop-down lists.
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" Bizagi Modeler Options 52
General ] =
Documentation & General options for working with Bizagi process modeler
User Interface Options
Style |Blue -
Mode |Extended -
Language  |Englisn -
EPMM element options
Font Arial |E|| |E - | Restare
larial Arial -
Configure deflarial Black Arial Black —
larial Marrow Arial Narrow
< Warnelemsariz| Rounded MT Bald Arial Rounded MT Bold
Werial Unicode MS Arial Unicode MS
Jsrnpriar ARNFRIOR
Baskerville Old Face Bazkerville Ol Fae
Batang Batang -
Ok Cancel

Click Ok to sawe the settings and return to the diagram.
Element captions created from this point onwards will use the default font and size.
m
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Note that you may also restore this setting to Bizagi's default text style and size (Segoe Ul, size 8) by
clicking on the Restore option.

Set default size for elements
In the File Tab, select Options.
In the new window, click Configure default sizes.

s | Mew Model - Bizagi Process Modeler
@HD me Format View Publish Export / Import Tools Help
H Save
. Open Model
& save as
0 r S — -
COpen
[ General l =
Recent Import % i i ith Bizagi
P Documentation General options for working with Bizagi process modeler
New User Interface Options
Print
Style |B|ue = |
Save & Send
Mode | Extended -
Language  [English -]

BEPMM element options

Font |5egerI v| |B v| Restore

Configure default sizes

/1 Warn element type changes

Ok Cancel

To alter the size of an element, you can either do so with the mouse (drag one of the element's corners
to size), or directly enter the pixels dimensions in the Width and Height fields at the bottom left of the
screen.
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5 Default elements size

You can change the default size of the following elements, Select the one you want to change and adjust it with the mouse. You can also enter the size on the bottom of the screen.

Process 1

Fusce magna lacus, elementum vel
consequat nec, faucibus id risus.

Fusce magna lacus, elementum vel
conseguat nec, faucibusid risus.

«| I E
@-mh:m| 3: Heigm:m|s3 3: )

Restore all to default values

Ok Cancel

Click Ok to return to the diagram.

Elements, from this point onwards, will be created with the default size
The default setting will apply to both the Palette and Pie Menu components.
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Restore to defaults
To restore the altered font size (revert to Bizagi Modeler's default, namely Segoe Ul, size 8), use the

Restore option in the Options window.
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" Bizagi Modeler Options 52

General ] =
Documentation & General options for working with Bizagi process modeler
User Interface Options
Style |B|L,e - |
Mode |Extended |
Language  [englisn -

EPMM element options

Font Arial |E|| |E - | Restare
|&rial Arial -
Configure deflarial Black Arial Black —
larial Marrow Arial Narrow
/| Warnelemsaria| Rounded MT Bold Arial Rounded MT Bolkd
Werial Unicode MS Arial Unicode MS
A rnprior AERNFPRIOR
Baskerville Old Face Bazkerville Old Face
Batang B&tﬂ]lg -
Ok Cancel

Similarly, to restore the element's size to Bizagi Modeler's default, use Restore all to default values
option.
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5 Default elements size

You tan change the default size of the following elements, Select the one you want to change and adjust it with the mouse, You can also enter the size on the bottom of the screen.
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|
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o

5

\

Ok Cancel

Customize existing diagrams

To customize a diagram, select the desired format in the Formatting group of the Home or Format tab.

& ) S T Furchases - 6zt ProCes Mol = [ | =)

@ Format  View  Publish  Export/Import  Toals  Help Style ~ Mode - Language - (@
& Performers . -\ [ slignto Grid | Show Grid BAFind -
Iﬁ % Segoe UL ~| |8 - A A

+ Validate ~

4 smart Align Black and White g select -
s Dlagmms WBR,::.,W cc;’,‘,l,‘:; @i et B I U S A- &- =~ 2 5 erecentstion actions [ Wam element type changes | X leer = Seeaiuris
Clipboard | Model ‘ Team Collaboration Furmatt\ﬁ Show / Hide | Editing ‘ Discover |
File Home .@ View  Publish  Export/Import  Tools  Help
| =] Atign Horizontal - 5
M1 Segoe UI - |8 | A A
—  [[H] atign vertical
Align~ B I U S§ A~ h =~ 2
Layout | Formatting ‘
Text formatting

Select the diagram element, then choose the desired format from the Formatting group. The examples
below show how to change the font style, italicize text and make the text bold.

To change the font face, click the arrow next to the Font combobox, then select the style from the drop-
down list. Click the ltalic or Underline icon to italicize and bold text respectively.
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To change the font color, expand the Font Color drop-down list and select the color of your choice. For
alignment, expand the Align drop-down list and select from Left, Center or Right align.
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Shading of elements
It is possible to change the background color of your diagram, as well as for all elements (this includes
shapes, connectors, Pools, Lanes, or Milestones).

To do this, select the element you wish to customize.
Click the arrow next to Shading to select the Change option. Expand the Change drop-down and select
the appropriate color from the background color palette.
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Bizagi uses gradient fill by default for these background colors, however you may alter this setting.
For more information about disabling the gradient fill, refer to the sections below.

Restore to default settings
To clear all formatting and revert to the default style, select the diagram you want to restore and click on
the Clear Formatting icon.
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!
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: g
Layout ‘ Formatti
i 1< |CI-aarFom\al‘Ijng
Palette Remove custom formatting.
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Click on the arrow next to Shading and select the Restore option to revert to the original color.
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Disabling Gradientfill

To disable gradient fill in element colors, go to the View tab and locate the Show group.
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In this group, you may disable or enable the Gradient option so that the color of the elements (i.e,
Gateways, Tasks, Events and Sub-processes) are not shown/published/printed with a gradient fill.

L Petitions, Claims and Complaints Description - Bizagi Process Modeler o A2
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Disabling Shadows

To disable shadows-styled elements, go to the View tab and locate the Show group.

Under this group, you may disable or enable the Shadows option so that elements such as Gateways,
Tasks, Events and Sub-processes do not show/publish/print the drop shadows.
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Printing large diagrams

You can print large diagrams by customizing the print settings of the diagram. You can set the paper
size, scales, margins, number of pages, among other things.

To illustrate how to print large diagrams we will use the Personal_Loans Request process that you can
find in our free Process Central. This is a complex process where the length makes it a perfect example
for using customized print settings.

:
xr;{
i
i Jyriore
f
aadl

It is necessary to change the Printing default settings by following the steps described below.

1. On the File tab, in the Print option, select Print Preview.
Alternatively you can use the Ctrl+p shortcut.

sncHa- TE
Home Format View Publish Export /Import Tools Help

HSE\"E

ct Print
El saveas
Print
[ ]
Elpen Select a printer, number of copies and other
printing cptions before printing
Recerb
—& Quick Print
- G Send the active diagram directly to the default

[54]

; printer without making changes
Print _

Print Preview
Save & Send Preview and make changes to pages before

@ o printing
iors

B Exit

The diagram is displayed over several pages. Thus the default settings are not suitable for immediate
printing.
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2. In the Page Setup group, click the arrow below Size and select the desired size option. Choose the
paper size, which you will use to print the diagram on, from the list of available sizes.
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3. In the Page Setup group, click the arrow below Orientation and select either Portrait (vertical) or
Landscape (horizontal).
In this case, since the diagram is long but not too wide we opt for the landscape orientation.

eI S, W W
P9 [
Print  Quick ||Header/Footer Scale Margins .'"“--

Print = -
Print Page Setup

First Previous Next Last Many Pages
Page %

4. On the Page Setup tab, click the arrow below Margins and select the desired Margin from the drop-
down list. We select Narrow margins, in this case, to give the process as much space in each sheet as
possible. You may choose your own customized margins.
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5. On the Page Setup tab, click the arrow below Scale and change the diagram scale. The top option
sets a percentage of the normal size of the diagram. Choose the percentage that best fits your diagram.
At the bottom, select the number of pages to fit your diagram on.
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As you change the print settings, the diagram will be adjusted and the print preview displayed.
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Documenting a process

Bizagi Modeler allows you to document in addition to modeling your processes. You can include
information at process level as well as detailed information at an element (element) lewvel in your diagram.
We recommend the inclusion of all relevant information to make the document readable and easily
understood.

Once your process diagram and documentation is complete, you can publish the documentation in your
preferred format.
For further information please refer to Publish or Export process documentation.

Documenting each element

Document at process level

The information included at process level describes the owerall process.

By default you can include the following information: Name of the process, description, the version and
the author.

Right-click outside of the boundaries of the pool and select Diagram Properties.
This will enable the Diagram properties add-on window at the bottom of the screen, where you can
include the relevant information.

“ Format iew i Export / Import Tools C tyr" 2 age v
P_ B maf T ,@Rmun:es T 5 e IR ﬁFinﬂ ) AB
B e =S Segoe U -8 -] A a -
B 4 Validate ~ . 5 | [ Select ~
Paste Diagrams Run Simulation Share Process B I U § A =~ 2 Spelling Bizagi Suite  Onling
u 3 = Delets 9
Workfow  View (@i o= X = - Courses
Clipboard | Model | Team Collaboration | Formatting | Editing Review Discover |
|Palette )
1 -
D = Request Quote Order
E =
= Create
C) = g Purchase
= = E Request
Q = Changes are
required
Flow
5 g Authorize 2
E/ o w Motify rejection
= w Request
= = ]
B -
L a
| Data
L 4 M o -
« | Purchase Request |Q|nialions Purchase Order
Basic b

Name@|Purcnase Request

The purchase applicant selects products or services that are needed. The case goes to the person’s boss who will request changes, reject or approve.
If the case is approved, a policy will evaluate if the boss has the level of authority to approve the amount. If the boss does not, the case will go to his/her boss, and so on.
Descr\ptiun@ The Quotations and Purchase Orders subprocesses are created to continue with the request.

A ey

We recommend to include extended information such as the scope, goal, process owner, important
definitions and any annex. To learn how to include additional information please refer to Extending_your
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documentation.

Such information may be included with rich-text formatting.
To learn more about this option, refer to Using rich-text formatting.

Document activities and elements

The information included in each element gives you the possibility to enter detailed information about
each step of your flow.

By default you can include the Name of the element and a complete description. In Activities you can
also include Resources.

1. Right-click on the element you wish to document and select Properties from the display menu.

Request Quote Order
g o 1% o
8 Create .
z Purchase Es;tliy cha S
5 = required
ab] | Edit text F2
Lo
| Cut
= [ Copy d
H '-|j. Reset size E[) I
Autho . - gk
g E requer %y Attachments Cirl+T  otify rejection
w
.::E|| Transform to subprocess _J
& )| Loop type 3
= [ Task type 3
E '(:." Attach event »
t
[ - |
% &' Properti l}
% Approval |
E Define or setthe properties of shape. I?I +
o
E Quotations Purchase arder
o

2. This will enable the Element properties add-on window at the bottom of the screen, where you can
include the relevant information.
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Quote

E]

Matify rejection

Applicant

Changes are

=i @)

4 i |

Purchase Request |Quotations Purchase Order

Element properties
Basic | Extended | Advanced ' Presentation Action

Create Purchase Request

The requested products are selected from a list, or can be requested as new products.
There should be at least one product registered.
Description@ The requested delivery date, delivery information and produds specifications can be entered.

Performers@|Appliq:art

-

Insert all relevant information focusing on being as clear, thorough and informative as possible. This is
essential to ensure the document is readable and the process easily understood for successful
execution.

We also advise to include the supplementary information for Activities and Intermediate Events, such as
duration, business rules that resources must comply with and any documentation or forms that are
used.

If you are automating your process we recommend to include the forms that will be displayed to
performers.

¢ To learn how to include additional information please refer to Extending your documentation.

¢ To learn more about process automation please refer to Process Execution.

Using Rich Text Format

While documenting your processes, you may use rich format for the entered text in both descriptions
and extended documentation.

This is, the possibility of having your texts use different font colors, color shading, and styles such as:
bold, italic, underlined, as well as other formatting possibilities such as: indentation and bullets, use of
tables, links and images, amongst others.

This applies for the information contained in descriptions and extended attributes such as Textareas and
Textboxes.

Rich format in descriptions

To define rich text formatting for your elements descriptions, use the Expand icon located at the right
hand.
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Recruitment and Selection - Bizagi Process Modeler
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. . @Ffnd - AB
Segoe UL -| |8 - A A [}Selectv
255 B I U § A - e = 2 xclear . | Spelling | Bizagi Suite
ration Formatting ‘ Editing ‘ Review ‘ Discover ‘
A
ed A A P
Name-@|0nboarding ,_,L
Description (&) |The entry of new employees into a company '% )
is usually time-consuming entailing a lot of /]
manual work and it is necessary to
coordinate many people in the different Expamﬂ
stages of the process, For this reason,
Yes

Selection Process candidates r‘:[' O

Required?

. off

% SelectionProcess

delays often occur in the starting date or in j
D O ST

Perlormers@|

This option will open an edition-mode window, in which you may make full use of the rich formatting

options:
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" Edit Property Value = 2

Home: Insert Tables
I A s G
ol Seqgoe LI |T| |1IJ |* ‘A A Aa ~ 2 IS = E = 33 Find
J Copey e
Paste If.l BI UUSSIX X, A-E- B [El= == 4=-8 - | £replace
LI%I Paste Special EE — = b =
Cliphoard , Fort | Paragraph m|  Eding |

The entry of new employees into a company is usually time-consuming entailing a lot of manual work and it is necessary to
coordinate many people in the different stages of the process.
For this reason, delays often occur in the starting date or in the allocation of a workstation.
I
The Onbeoarding sub process assists companies in this process. Onboarding focuses an how to:
1. integrote new employees into the organization
2. Prepare them to execute their functions properly
3. Quickly become productive members of the organization.

For more information visit our Process Central.

‘ ok Cancel

Rich format in extended documentation

To define rich text formatting for your detail in extended attributes (Textareas, Textboxes), use the
Expand icon.
This icon appears right above the information, when hovering over the extended attribute name.
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. . #fnd - g
oot 51 ] W

B I U § ‘ - e = 2 xCI.Ba! . Spelling  Bizagi Suite

n Formatting Editing Review Discover

Add MNew Extended Attribute

When clicking on this option, Bizagi will show an edition-mode window, in which you may make full use
of the rich formatting options:
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5] &3
| Home | Insert Tables
G TI B o
o cut |Segoe 0§ |'| |8 |' A A Aa - =iz i E = 33 Find
[ Copy
Paste u u X X, A-lp. b =S === {=-8 - | 7%Rep
Lé Paste Special | 1 4is s Hor= @ LE’ = = - A B Replace -
Clipbaard | Font I Paragraph I Editing
The set-up workstation must meet with the current specification found at the WHR-002 document,
Far any new employee, the wworkstation should be configured to include the fallowing:
SOFTWARE YERSIOM
Microsoft Office 2013
Bizagi Process Modeler 2.6 ar higher
Skype latest anline version
MOTE: Active license required for Microsoft Office,
Ok Cancel

Rich formatting

You may include rich text format to your documentation using the following options:

TAB / GROUP
Home / Clipboard

Home / Font

Home / Paragraph

Home / Editing
Insert / lllustrations
Insert / Links
Insert / Symbol
Tables / Table

DESCRIPTION

Handle content by using standard clipboard possibilities: Copy, Cut, Paste
and Paste special

Modify: fonts, font size, emphasis (bold, italic,underlined, strikethrough, etc)
and other formatting options such as upper or lower case, and shading color.

Define: alignment, indentation, bullets and numbering, spacing and color fill
options.

Use: Find and replace options to quickly locate your texts.

Include pictures.

Include hyperlinks to Web pages, or to other places in the content.
Include symbols from the standard set of characters.

Allows: creating a table with the desired number of rows and columns, giving
quick format, borders and shading to the table, and its rows and columns.
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Tables / Rows and Handle table modifications by inserting or deleting rows and columns.
columns

Tables / Merge Quickly use powerful options to merge or split cells, or split a table into two of
them.

Tables / Cell size Define the cell size and property for specific cells.

Tables / Alignment Define alignment and margins involved in cells.

Information with rich text format is published in the generated PDF or Word document:

@l Q -3 |: Onboarding Process.doc [Compatibility Mode] - Microsoft Word = [E] EZ
Home Insert Page Layout References Mailings Review View Add-Ins & o
=] A e

3 Verdana -10 A A7 | Aa- R %
B N 20 1. A AABE AaBDC
Paste I U -~ abe x, X° w-A- =s=s=5 = + @+ | TbizHeadi.. TbizHeadi. bizSubtitle _| Change Editing
e 4 (Bl U 3 A Eli= & =] Sharge | BT
Clipboard ra | Font M| Paragraph | Styles T | |
£
e
Additional information
The set-up workstationmust meet with the current specification found atthe WHR-002 document,
For any new employee, the workstationshould be configured to include the following:
SOFTWARE VERSION |§|
Microsoft Office 2013
Bizagi Process Modeler 2.6 or higher
Skype latest online version
NOTE: Active license required for Microsoft Office.
-
) N L
1.1.1.6 — Wait for Contract Signing Date *
o
Description 3
4 il | »
Pagei14 0f 25 | Wordsi 2,242 | <8 English (U.S) =N ||§ﬁ BE=s 1wm(— U (3 4

Information with rich text format published in Web:
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S Onboarding Process

&y

1
Onboarding Process = X (<)
Set up Workstation £l
Onboarding P Description Before the arrival of the new employee, it is necessary to prepare the workstation with all the items requested by the boss.
Additional information —
The set-up workstation must meet with the current specification found at the WHR-002 document.
For any new employee, the workstation should be configured to indude the following:
SOFTWARE VERSION
Microsoft Office 2013
Bizagi Process Modeler 26 or higher
Skype latest anline version
NOTE: Active license reguired for Microsoft Office.
| O
|
@ (@]
Information with rich text format shown in Presentation mode:
Before Mew Employee Arrives N
’

|
|
|
|
g |
|
=<
ﬁ Forms |
E] & Sighing :
o 1. Mame: frm_Set_up_worksation Contract |
§ Description: Principal Activity Form |
Prototype: 3et up Workstation.png |
5 ol |
£ Re |
H and ite |
= Forms behaviors :
| Description |
|AH the items requested must be ready befare the employes arrives, :
|
|
Duration !
|
] |
|
EO: Y |
w . . . |
r Additional information
i o
o
=] = The set-up workstation must meet with the current specification found at the WHR-002 document, 4 :
o E |
E‘ "% For ary new employee, the workstation should be configured to include the following: |
= |
-:!; = SOFTWARE YERSTON = :
2 Microsoft Office 2013 |
= Bizagi Process Modeler 2.6 or higher |
o Skype latest online wersion T
|
MNOTE: Active license required for Microsoft Office. :
g |
3 GSthnt IT Access FEnd Welcome :
R Rights. Flan ? |
£ |
E |
|
2 ‘

For more information about the generated Web, PDF or Word, and Web documentation, refer to
Generating Documentation.
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Spelling review

Bizagi offers a proofing option to check for spelling mistakes while documenting the processes.

To use this feature, ensure that the checkbox Spelling mistakes at the View tab is enabled, then locate
the Spelling option in the ribbon, at the Home tab.

You may choose a predefined language to be used as the default spelling dictionary directly from its
drop-down options:

s | New Model - Bizagi Process Modeler S B

Home Format  View  Publish  Export/Impart  Tools  Help Style -+ Mode ~ language ~ # @)

Iﬁ &% @ % (6 Performers @ .. BAFnd - Ay ‘
By | i - Segoe UI B A 4 - . .
Paste Diagrams chr:;‘m Cc‘:’a\::; @ Share Pracess B I U § A« he =- 4 | XCer - Seling Bizagi sute
Clipboard ‘ Model | Team Collaboration | Formatting ‘ Editing ‘ DGJB(hEDth|a|m;.
‘D BH&G « -+ [=] Engiish (united Kingdom)
Palete 7 English (United States) =
f \:I - Espafol (Espana, alfabetizacion internacional)
Frangais (France)
M Italiano [talia)
Q o Nederlands (Nederland)
O- Portug“ués[Brasi-\}
= - Pycckuii (Poccus)
- - H

Available language dictionaries are:
e German (Germany)

e English (UK)

e English (USA)

e Spanish (Spain)

e French (France)

e [talian (ltaly)

e Dutch (Nederlands).

e Portuguese (Brazil)

e Russian (Russia)

To launch the spelling review, click directly on the Spelling option
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Recruitment and Selection - Bizagi Process Modeler o A2

ormat  View  Publish  Export/Import Tools  Help Style ~ Mode ~ Language ~ & (&)

£ Performers. 3 _ . A - [ AB “ %
@ - Segos UL S R . S N j =

o Validate -

Paste Diagrams  Run  Online Share Process B I U 8§ e = g Clear = | SPeling ||| Bizagi Suite  Online
Workfiow Courses (@0 = 4 E-2 X . Courses
Clipboard | Model | Team Collaboration | Formatting | Editing | N Review Discover
- —
O H&e -[a -
= =
B Recruitment Selection
g
g
Recruitment
E Requisition
- e
2 Create lob
" 5 Description
g Job o
H E Description
= |5 Exist? [
: (]
¥ No
X 2 + New 11 ]
s | E candidates
2|2 = Job Vacangy dvertisement Selection Process Required? Onbatrding
s e
]
@
H o
H ek prhag = O
'! v Yes|| Mot inDictionary:
e cvs B Igrore
Edit_candidate_form
Edit_InterviewResults iR
@ Requikition
g Hepds Reset Dictionary
H Apprbyalies
=
Suggestiors
Approve %rurmmmut Changs
Request No Rejection
Change Al
Reguisition
Approved?
Language: |English (United Kingdom) - Cancel

J | o

Recruitment and Select Job y tisement  Selecti

Proofing options are described in the table below.

SPELLING REVIEW OPTION DESCRIPTION
Ignore Ignores the current word and continues proofing the rest of the
information.
Add to Dictionary Adds the current word as a valid word to the given Dictionary. In

this way, the spelling review will not prompt again to correct
these entries.

Reset Dictionary Resets the Dictionary (deletes added entries).
Change Changes the current word for the chosen suggestion.
Change All Changes all occurrences of the current word for the chosen
suggestion.

Defining Gateway conditions

Gateways represent a branching point in the Process, from which more than one path will be possible
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(divergence).

When alternative paths are available from a Gateways (especially for Exclusive or Inclusive types),
documentation is included as conditional expressions for each decision branch representing a path.

In Bizagi, you may define the condition for the path either in the Gateway itself, or in each of its decision
branches (or sequence flow).

Defining conditions in the gateway

To define the conditions to be met for the given path, open the Gateway properties and locate the
Advanced tab.

For each of the outbound paths at the Gateway (i.e, .each decision branch), you will find a corresponding
row in the Gates table, identified by the branch name (caption).

You may either define a conditional expression for the selected path, or designate it as the Default path.
L] ‘ Recruitment and Selection - Bizagi Process Modeler = B2

Home Format View Publsh  Export/Import Tools  Help Style = Mode + language » % (&)

O HGe - - |
| 2 Eemertpropentss A

Palette a
: — = P—
- Basic | Extende | Advanced
Selection
Data Based Gateway %
=]
Gates
O © Flow ConditionType Expression
(“\\ Yes Expression If new candidates are required, the process refurns to the Job Va
J » Default B
O- Expression
<> | Default |
Flow
Féﬂ Yes [
Data
1
T [¥]
-
tisement Selection Process  cangiciates Onbagrding
Required?
O
=

Note the visual representation of a default path is a small oblique line crossing the decision branch.

Defining conditions for each sequence flow
To define the conditions which must be met for each path in a Gateway, right-click on the sequence flow
representing the path.
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] | Recruitment and Selection - Bizagi Process Modeler

Home Format View Publish Export / Import Tools Help
N2 H& e
Paletts a

41

Selaction ::>

O E [
4 4

e,

et

4

LA
L

00

Flow

) [

T
[l
(T

Copy

| Data
—— —
L
i |:| Mew |4
T | candidates
f— action Process Required? Onboarding
A ab] Edit text F2
‘ J| ¢ | Cut o

Artifacts

# FResettext position

L] %, Attachments  Ctrl+T
] ) Reverse direction
‘} 2, Is Default

| |

: & Editcondition

Swimlanes -

&' Properties

L —-—|Editthe&xpressinn condition of this sequence flow

==

In the options displayed you may easily set that this sequence flow is to be taken as the default path by
clicking on Is Default (marking this property)

The Edit condition option provides quick access to the expression editor to create a condition for this
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path.
Defining Resources

A Resource is a Business Entity (e.g. a company, company division, a customer) or a Business Role

(e.g. a buyer, a seller, a credit analyst), which controls or is responsible for a business process or a
business activity.

Resources are part of the basic Element properties provided by default. In each shape they are identified
as Performers, since they are the ones taht actually perform the task. They can be defined for the whole
Pool and for each Activity (Task or Sub-process).

Quote

Motify rejection

Applicant

Changes are
required

—— 1 Q

< . |

Purchase Request | Quotations  Purchase Crder

Basic ! Extended hd }.f; e

Name-@| Create Purchase Request

The requested products are selected from a list, or can be requested as new products.
There should be at least one product registered.
Description-@ The requested delivery date, delivery information and products specifications can be entered,

P‘erformers@ Applicant

To define, edit or remove Process Performers click on the Performers icon located on the Home tab.
This will display the Performers pop-up window.
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| H

Format View

" Purchases - B:zaal-ﬁ

/ Import Taools Help

B b B RE—

Paste Diagrams

un Online
Workﬂow Courses '@I"m

Madel

4

&

Share Process

™
BIUSA-G-=-

SEgoe U1 - fB

| Team &gllaboration ‘ Formatting

Applicant

Automatic

Purchases
Boss

Purchasing Department
Quotations Regquest

Quotation Receive
Select Supplier
Purchase order

Autharize
Request

Manager
Purchase Assistant

Control/Shift + Click toseled

I <

LLL} . another resource

Purchase Request ‘Q.Dtatio-ns Purchase Order

Description @

Mame @| Create Purchase Request

The requested products are selected from a list, or can be requested as new products,
There should be at least one product registerad.
The requested delivery date, delivery infarmation and products specifications can be entered.

Click the Add button to create a new Resource.
Click the Edit button to edit.
Click the Delete button to delete.
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pertormers [N S
Boss '
Automatic
Purchasing Department
Quotations Regquest

Quotation Receive
Select Supplier
Purchase order

Manager

Purchase Assistant

&

Mamne |App|icant

Person who requests the purchase

Type ©) Role

Aresource is a Business Entity (e.g. a company,
company division, or a customer) or a Business
Rale (e.g. a buyer, a seller, a credit amalyst), which
controls oris responsiblefor a business process or
a busimess activity.

Once a Resource has been created, you will be able to select it on any activity.
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Quote

8

Motify rejection

| | Automatic
§| Purchasing Department
Quotations Request

Applicant

Quotation Receive
Select Supplier
Purchase order

Manager
l Purchase Assistant .
]

Control/5hift + Click toseled e '
Purchase Request | Quotations  Purchase O another resource )

< | e

&nc{gmwr resentatic il
MName @ Create Purchase Request
| Ny
The requested products are selected from a list, or can be requested as new products. s

There should be at least one product registered.
De-scription-@ The requested delivery date, delivery information and products specifications can be entered.

Perﬁarmers@|ﬁpplic,art

Extending your documentation

With Bizagi Modeler you can extend your documentation to include any type of information that you find
relevant for your processes, through extended attributes.

Extended attributes are used to customize your documentation by adding to the basic attributes which is
the default option.

You can include extended attributes in each element of the process.
Once you have created an extended attribute, it will be available for all elements of the same type.

Include Extended Attributes

In order to better explain how you can easily include extended attributes, we will add a Duration attribute
to all Tasks in our Purchase Request process.
As Duration is an integer numeric data type, we will use a Number attribute.

1. Select and right-click on the Task where you want to create the extended attribute, then select
Properties from the display menu.
Select the Extended Attributes tab on the Element properties in the newly displayed add-on window.
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Request
3 o) Y o) 1
¥
Create E&: -
> Purchase trlﬁ"' cu:':a;ges
5 request =q
O ab] Edit text F2
40 | Cut
¥ B Copy =
E’ Auth j-|j. Reset size %
- Maotify rejection —
7] 1
v 2 req) % Attachments Crl+T
o
'E Transform to subprocess
4 L
| {) | Loop type k
Purchase Request | Quotatiors D Task type -
Element properties () Attach event 3
ia . : :
i Properties N D
Add Mew Bxtended Attribute u

| Define or setthe properties of shape.

2. Click the Add New Extended Attribute link. Provide a name and description, then select Number as
the attribute's Type.

(@ Edit Property =)

Mame |Task duration |

Diescription | This is the maximum expected duration of the task.
It is given in minutes.|

Type | Mumber -

From 0,00 | To | 500,00

Ok Cancel

3. Some types have special information that you can add. For Number-type extended attributes you can
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add a valid range. In this case we define a duration range of 0 to 500 minutes.

Notice this is the creation of the Extended Attribute only. We have defined a name, its description and a
range. Now, we are able to enter the Duration for each Task.

Use Extended Attributes

Once you have created one Extended Attribute it will be available for all the elements of the same type in
the Model.

On the Extended tab of the Element properties add-on window, enter the information for each element of
the same type as shown in the image below.

At it
[ Create [ Create
ﬂ Purchase ﬂ Purchase
& Request E Request
=L =L

§

B Autharize E Authorize

= Request = @ Request

S U =]

= = -]

=1 o

/ /

il B ™ /) 1

Quotatiors  Purchase Order " Quotatiors  Purchase Order

Purchase Req

Extended Attributes type

Bizagi offers a wide variety of Extended Attribute types. Select and create as many attributes as required
from the following list:

e Text Area: stores approximately 32,000 characters, and is used to display long texts with line
breaks.

e Text Box: stores approximately 32,000 characters, and is used to display short texts, without line
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breaks.

Number: stores numbers.
You must define a minimum and maximum range.

Date: stores dates.
Image: stores images with the following extensions: JPG, bmp, PNG and GIF

Single Selection Options (Combo): allows you to define several options to choose from, but only
allows selection of one entry from the drop-down list.
You must define the desired options for selection.

Single Selection Options (Radio): allows you to define several options to choose from, but you can
only check one radio button at any one time.
You must define the desired options for selection.

Multiple Selection Options: allows you to define several options to choose from, and allows
selection of one or more of the check boxes displayed.
You must define the desired options for selection.

Embedded File: allows the modeler to attach a file to be available within the Model. The file is copied
to the model's folder.
When published this file type and the Linked file will be displayed in the same way.

Linked File: allows you to include a link or path to a file. The model stores a link to the file, not the
file itself.

When including this extended attribute the user must select check/uncheck for the option Relative
path.

Relative path option allows you to include your link either as a relative or absolute path.

Relative paths change depending upon what page the links are located on.

For example, if the file is stored in your computer you would share: C:\MyDesktop\PurchaseRequest
\FileUplodadedInThisExample

If you check on Relative path, then the wurl wil be stored as: PurchaseRequest
\FileUplodadedInThisExample.

This way you can share your folder and the file can be opened anywhere.

An absolute path refers to a fixed location including the domain name. You typically use absolute
paths to linked to elements that have a fixed reference location no matter by which means you access
them.

We recommend absolute paths (Relative Path not checked) when the files are on your network.

For example: \\Mynetwork\SharedModels\PurchaseRequest\FileUplodadedInThisExample

URL: stores a URL to link an internet resource.

Table: allows you to build a table, including any of the attributes mentioned abowe.
Click here for an example of a Table Extended Attribute

Example: Add a Table Extended Attribute

We are going to include an Extended Attribute where we can document the Performers of each task,
subject to certain conditions.

bIZDgI Copyright © 2002-2014 Bizagi. All rights reserved.

Mol o

Ry



The performers of the Purchase Request Process are allocated according to purchase amount. This
means that given a certain amount, the purchase will have to be approved and managed differently.

For example the process is different when buying 50 computers to that of purchasing some office
supplies like paper, pens and pencils.

To document this we will use a Table extended attribute where we can define the description of the
performer (name) and a column that will define the amount.

1. Right-click on any Task, select Properties from the display menu and select the Extended Attributes
tab.

Click on the Add New Extended Attribute link.

2. Enter a name and description and select Table as the type

.'Addpmpert_f. ! Il A S

MName |F‘erfc|rmers |

Description | This attribute contains the conditions to evaluate
who will be allocated the activity, basen on a name
and a purchase amount

Type |

Columrs

Export as a List

3. Include the columns of the table for the extended attribute.
For this example we will need two columns: the position of the performer and a description.

To add a column use the E button.

On the right side of the window enter the name of the column, give a description and select the type.
Since the first column of the table is the name of the performer, we have to define the type of the attribute
as a text box.
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Modaior

= -
' Edit columns » » u
b MName |Name of the performer |
Item O : : :
Cescription | This column define who will be allocated the
activity
| Select the
column type
| Add a new / typ

' p column  BESS
o)

| ok || cancer |

4. The second column is the condition to be evaluated, which is the amount of the purchase.
We are going to consider only three options:

e Under 1,000 dollars

e Between 1,001 and 5,000 dollars
e Abowe 5,001 dollars

Thus this attribute can be defined as a Single Selection Option (combo), this way the Modeler will allow
you to choose from one of the above options.

Create the new attribute by clicking on the Add Q button and select the Single Option (Combo) type.

i B’
Soown =

Columre

Mame |Cnndi‘t'mr1 |

Mame of the performer - 2
Description | This columns displays the amount of the purchase
Item O for the modeler to choose who is allocated.

ection Options (Combo)

EE E [6 Optiors [_

Type | | Single Sel

L s~ __ e

5. Add the multiple conditions for the modeler to choose from, then click the OK button.
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p_,‘ Options L | 4 |
1000
; Mame |Condition |
1001-5000
:»EUUEJ| Cescription | This columns displays the amount of the purchase

for the modeler to choose who is allocated

Type | Single Selection Options [Comba) b

Optiore —

ok ||

Once you have created this attribute it will be available for all the elements of the same type in
the Model.

Click the Add button located on the bottom of the Element properties window to add records to the task.

2 E Changes required E
j M E]
g | g _
ﬂ v o o Motify rejection
@ @
o
> =
) 5
F]
) . o
1= Yes -
) - | A I | 3
> . I Purchase Request | Diagram 1 =

low

Add Mew Extended Attribute
% Performers =
lata =
__ MName of the performer Condition
b Boss <1000 :
- Ehies ?n'aﬁa'g'e.r ........................................ e SRR
= N cto <5001
o
B Click to Add Records
=] to the table
A =
4 OO -
|- -
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Managing Extended Attributes

You can edit, remove or change the position of your Extended Attributes.
To manage Extended Attributes, select it in the Performers list. A menu will be displayed on the right.

‘Changes regquired I:I

Motify rejection

Purchase reque:s'l
Boss

nt

'ar 1 J

Purchase Request | Diagram 1 -

Add New Extended Attribute

Performers

Mame of the performer Condition

' Purchase manager

e The Edit button allows you to change the type, name and description of your attribute.
¢ The Remowe button deletes the attribute. Note, once deleted you can not undo the action.

e The Up and Down buttons change the position of the attribute. This defines the order in which they are
generated in your documentation.

The Share button allows you to share the attributes with elements that have different shapes.

Sharing Extended Attributes between elements

Once you have created an Extended Attribute it will be available for all the elements of the same type in
the Model.

It is very common to need an Extended Attribute on several elements of different types.

You can share Attributes following the instructions below.
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1. Select the diagram element, where the Extended Attribute was previously created, to open its
properties, and select the Extended tab.

Click on the name of the Attribute that you want to share, and click on the share button -"EJ.

| I s
- ‘Changes required
% (
3
T | w
= a Motify rejection
w [==]
T
¥
E ...........
]
o
£ |‘fes X
< | 1N | b
Purchase Request | Diagram 1 -

Condition

<1000

- Purchase manager

2. Select the structures, among which, you wish to share the Extended Attribute with. In this case we
will share the Performers attribute with the Lane, Manual Task and User Task. After selection, click the
OK button.
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L5

P4 Share Attributes

ED Diagrams
-] Pools
+ Lane
~[] L} Milestane
B[] Tasks

-~ [Z]2] Mone Task
Script Task
- [T send Task
Receive Task
- O] Service Task
- [W&] Manual Task
User Task
----- Business Rule Task
[T Subprocess

|3

m

Ok

Cancel

Exporting and Importing Attributes between Models

It is possible to share the Extended Attributes that you created in one model and use then in other
models. This allows you to maintain a uniform standard in your documented processes by always
utilizing the information in the same manner.

To do this you will need to export a file from Bizagi Modeler to a chosen folder, where the extended
attributes will be saved. Then import the file to the model where you want those attributes to be used.

Export Extended Attributes

In the Model where you have defined and created the Extended Attributes you want to reuse, on the
Export/Import tab, in the Export group, select Export Attributes.

=

Image Visio

Format View Publish FExpnrt,fImpnrt zuuls Help

HPDL HPDL|
XPDL XPDL
Export |

BPMMN - Attributes

Impaort |

Specify the folder where the file will be saved. This folder must have have read and write permissions.
Give your file a valid name and click the Save button.
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@O'| L e — 11 vmee v |4y | Search Procesos 2 |
E— ——— o 4 . '

Organize = New folder == w @
L=l Name Date medified Type =
= Libraries - -
. Transaccional 2171172011 09:30 a...  File folder|
@ Documents . ;
J' e . Sugerencias 06/02/201210:51 a...  File folder
usic
: . Sixsigma 21/11/2011 08:25 a...  File folder
[ Pictures ) ) E
i Vir . Recruitment 05/03/201211:20 a...  File folder
ideos ;
4 Purchases 17/11/2010 10:48 a...  File folder
. Purchase 16/11/2010 08:19 a...  File folder
/| 1™ Computer . .
i |\ Onboarding 14/03/201212:00 .. File folder| [
&, Local Disk (C3) : ;
. OffBoarding 2771272011 09:06 a... File folder
s Datos (D) :
. 1509000 01/08/2011 10:21 a... File folder
o : . BPM 15/12/201012:07 ...  Filefolder
T hwor 1 1| v
File nam( -
Save astype: [XMLfile (aml) -
'+ Hide Folders

Import Extended Attributes

Once you have saved the Extended Attributes in a file, you can import it to any Model.

On the Export/Import tab, in the Import group, select Export Attributes.

Home Format View Publish
l,_rn| xpou| [3on | =]
= [a=

Image Visio XPDL BPMMN Attributes Visio XPDL EBEPMMY.

XPDL

Export ‘ Import

Select the newly created Extended Attributes file. A message will display that you need to read
carefully.

If you have some Extended Attributes in the Model into where you are importing, and YOU DON'T WANT
TO OVERWRITE THEM, then click the YES button. Doing so will append the imported Extended
Attributes to the existing Extended Attributes. If you click the NO button, ALL YOUR PREVIOUS
EXTENDED ATTRIBUTES WILL BE REPLACED.
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9 Do youwantto append the imparted attributes 7 (If you click Ma, attributes will be replaced)
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Video example: Documenting your process

This video shows how to document your processes with Bizagi Modeler

Using Artifacts

Artifacts provide modelers with the capability of showing additional information about the process that is
not directly related to the flow.

Artifacts are found in the Palette. There are five types provided by default, and a user-defined Custom
Artifact.
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ELEMENT

Group

Annotation

Image

Header

Formatted Text

DESCRIPTION

An artifact that provides a visual mechanism to group elements of a
diagram informally. The Group can be used for documentation or
analysis purposes, without impacting process flow.

Is a mechanism for a modeler to provide additional information for the
reader of a BPMN Diagram.

To include line breaks in the text use CTRL+ENTER

Enables images stored on your computer to be inserted in the
diagram.

Shows the diagram’s properties.

This artifact enables you to insert a rich text area into the diagram to
provide additional information.
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A user defined artifact. Artifacts provide the capability of showing

Custom Artifact
the flow.

additional information about the process that is not directly related to

& -

To include an Artifact select it from the Palette and drag and drop it onto the diagram.

To connect an artifact with an element use the Association Connector.

Palette n
‘ e T
Flow

Requester

Recruitment

| e :
Requisition wkinw
-
= % M Association
ﬁ g Desoiis Connector
g |6
: |
=
& | E
- =
E T Yes Advertifement
£
- i Ma
Association
X L

(L}

Connectors : [ Element properties l Diagram Validation l

| Recruitment and Selection Process | Job Vacancy Advertisement  Selection Process

Some artifacts can be placed on the diagrams using the Pie Menu as shown in the image below.

Click on the element, select the Artifact and then drag and drop it appropriately.
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Recruitment
Requisition

Requester

Custom Artifacts

You can create your own Artifacts using the Custom Artifact D button found in the Palette.

You can attached any stored image onto a Custom Artifact. Browse and select the desired image and
name it. Click the OK button .

( £4 Custom Artifact Type Definition gw
Image ||
Mame
Preview
o || cancel
= y.

Your newly created Custom Artifact will now display in the Custom Artifact group on the Palette.
To include your new Artifact in the diagram, drag and drop the Custom Artifact from the Palette.
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Manage Custom Artifacts

To add, edit or delete Custom Artifacts select Custom Artifacts, located in the Tools group on the Tools
tab.

hl Home i Format View Publish Export / Import (m elp
!

Attachments Element Coul

Custom Artifactsy User Profile

Tools |

A new window containing all Custom Artifacts will display for the current Model.
The command buttons located at the bottom of the screen will allow you to manage your Artifacts. The
command buttons are New, Edit, Delete, Export and Import.
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£4 Custom Artifact Types Manager =L

NewArtifact

Add

Exporting and Importing Artifacts between Models

You can share the Custom Artifacts you have created to use them in other models. First you need to
export a file (.bca file extension) to a folder of your choice. Thereafter import the file to the model where
you wish to use the artifacts.

Export Custom Artifacts
In the Model where you have created the Custom Artifact, select Custom Artifacts, located in the Tools
group on the Tools tab.

T
“| Home | Format View Publish Export /Import m 1elp

Attachments Element Coul

Tools |

Select the Artifact that you wish to share and click the Export button .

Choose the a folder where the file is to reside, name your file and click the Save button. Ensure the
export folder has read and write permissions.
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artlfaCt | € Network - | M " >
File name: Custom Artifacts =
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e ' Hide Folders I Save I [ Cancel ]

Import Custom Artifacts

Once you have saved the artifact in a file, you can import it to any Model.

Open the Model where you wish to import the Artifact and select Custom Artifacts, located in the Tools
group on the Tools tab.

— _
“| Home | Format View Publish Export / Import ﬁm 1elp

Attachments Element Counfy Custom Artifactsf User Profile

Tools |

Click the Import button.
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MewArtifact

Import

EEEEET

Select the exported file name and click the Open button.

"8 Custom Artifact Types Manager [ # 1mport Custom Artifact T =% B s
L ype g % Impo ypes .
v| .« Datos (D:) » Procesos » - | +y | | Search Procesos 2 |
Organize » New folder = - 0 @
.. 5 Recently (= Mame ) Date modified Type =
.. £ Searches - - -
; || Custom Artifacts-Private.bca )lUfCl-’UZUlZ 12:24 .. BCAFile
1. Public - - ot -
] c R 21/11/2011 09:30 a...  File folder
1| Carpetalv : ;
| Sugerencias 06/02/201210:51 a...  File folder
Mpchw Sicsi 21/11/2011 0825 a... Filefolder  |=
MewArtifact E| Documen . Sixsigma /11/ :25a.. Filefolder |
) | Recruitment 05/03/201211:20 a...  File folder
4 Download .
- 1) Purchases 17/11/201010:48 a...  File folder
37 Dropbox ) (]
=5 . Purchase 16/11/201008:19 a...  File folder
"5l Recent Plz ’ X
. Onbearding 14/03/201212:00 ...  Filefolder —|
mrirsigere . OffBoarding 27/12/2011 09:06 a...  File folder
- Libraries .
= . IS0 9000 01,/08/2011 10:21 a... Filefolder
Documen :
. L. BPM 15/12/201012:07 ...  File folder o
@ Music . ] i | 3
File name: Custom Artifacts-Private.bea - [Eizagi Custom Artifact Types e v]
I Open ] ’ Cancel ]
s BRSO = d

Now your attribute is available to use in the diagram.
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Company logo

Based on feedback from the Bizagi user community there is now an option to remove the Bizagi logo
from the documentation and use your own company logo.

Bizagi Modeler, with its full functionality, is and will stay freeware. If you must remove our Bizagi logo
and thus, remove our marketing mechanism, you will be asked for a small contribution that will be used
to further improwve this freeware and benefit the whole community.

To remowe the Bizagi logo from your documentation please follow these simple steps:

1. Download the latest Bizagi Modeler  version (http://www.bizagi.com/index.php?
option=com_content&view=article&id=95&ltemid=107)

2. On the File Tab, select Options and then choose the Documentation option.
3. Click the Configure logo used for documentation link.

4. Click the Buy Now link to purchase the activation KEY. This will take you to the secure Bizagi Online
Shop.
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Home Format View Fublish Export / Import

Tools Help

H Save 3 - — o —— &
Bizagi Modeler Options (s
Il save as . e — S— .

Open bl 5 L
b b Customize how decumentation is created

Recent
Company Logo

onfigure logo used for documentation

Extended Attributes ¢ Activate Bizagi Process Modeler m

'\’ .
oo

Export the extended attribute

Import extended attributes fre

and use your own panyloge. To logo please enter bel

Based on feedbadk from the Bizagi user community now you have the optionto remowe the Bizagi logo from the
you received in an email and click on the Activate button

Custom Artifacts

Create or edit custom artifacts| ~
1dont have a @

Word Templates Bizagi Process Modeler is and will remain a freeware. Only if you decide to remove the Bizagi “marketing” logo will
weask youto make a small contribution. It will be used to further improve this freeware and benefit the whole
community

Select Document Template

I:Bizagi'lemplat Youwill payona secure platform and receive your Activation Key per email. Flease dickonthe “Buy now” buttan.

Close

5. You will receive a confirmation email with the activation KEY, once your purchase is finalized.

6. Enter the key in the same link window and click the Activate button.

7. A message will display informing of successful validation. Click the OK button.

' ™
4 Activate bizagi Pracess Modeler = |

Based on feedbadk from the Bizagi user community now you have the optionto remove the bizagi logo from the
documentation and use your own company logo. To customize your logo please enter below the Activation Key
you received in an email and click on the Activate button.

=n el R oo e b o et R T S T I U T R R I

Activate |

Idon't have a key Buy Now

Successful Activation

Bizagi Process rketing” logo will
S s Bizagi Process Modeler has been activated successily. tthe whole
Commumnity

"Buy now” button,

Youwill payo

Close

Il|

8. In the last window you will be able to determine the logo you wish to use:
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¢ No logo
e Keep the Bizagi Modeler logo
¢ Use a customized logo

For the customized logo, select Custom Logo and open the folder image to browse and select your user-
defined logo.

[ 4 Company Logo u ]

Choose the logo that yvouwant to use to export documentation and diagram images.

I No Logo

Bizagi Process Modeler Logo

1
L

@sto m Logo 1

—a

b ]
O

Recommended resolution (190 x 60 pixels) Lample

Close

9. Click the Close button to finish your configuration.

Important information

You need to buy an Activation Key for each installation (computer) of Bizagi Modeler.

For example, if you have Bizagi Modeler installed in 5 PCs, and you need to activate the logo
configuration option in all PCs, then you need to buy 5 Activation Keys.

Just modify the quantity in the shopping cart. You will receive a single Activation Key, which is
valid for the 5 PCs.

The contribution is a one-off payment. The Activation Key will not expire and the logo configuration
option will remain enabled, even if you make updates or upgrades to a new version of Bizagi

Modeler.

You will pay on a secure online platform and will receive your Activation Key via email.

bIZGgI Copyright © 2002-2014 Bizagi. All rights reserved.

Mol o




¢ bizagl

Modeler

PartV

Generating Documentation



Generating Documentation

You can publish your complete documentation in any of the following formats and share with your
organization.

e Microsoft Word

PDF

Mediawiki

Web file (opened through a browser)

Microsoft Sharepoint

You can export your process diagrams to other Modeling tools or export your customized attributes and

reuse them in other Bizagi Process Models.

e Microsoft Visio: export your diagrams to Visio 2003, 2007 and 2010

e Image files: export your diagrams to png, bpm, svg or jpg format

e XPDL: export your diagram to XPDL 2.1

e BPMN: export your diagram to BPMN 2.0 xml format

e Attributes: export your customized Extended Attributes and use them in other Bizagi Process Models,
to maintain a standard in your documented processes.

Publish or Export
Publish your complete documentation

You can publish your complete documentation in any of the following formats and share with your
organization.

e Microsoft Word

PDF

Mediawiki

Web file (opened through a browser)

Microsoft Sharepoint

R =

e

OB B =

Word P Web SharePoint  Wiki

= =
Process documentation

Publish All Model and Quick publish

For Word and PDF publishing you can publish all your documentation with just one click.

e Publish All Model publishes all the elements in your Model (including all diagrams) with all the
documentation you have defined for each one.

e Quick Publish remembers the last time you published and will generate your documentation without
going through the publish wizard. If you have not published before, you will need to go through all the
steps of the publish wizard.

bIZDgI Copyright © 2002-2014 Bizagi. All rights reserved.

Modaior




) LY

Web SharePoint  Wiki

tion

Bl Publishall model
[ cuick publish
Ll

e

Use this option to export your process diagrams to other Modeling tools or to export your customized

Export your diagrams
attributes and reuse them in other Bizagi Process Models.
Microsoft Visio: export your diagrams to Visio 2003, 2007 and 2010

Image files: export your diagrams to png, bpm, svg or jpg format
Attributes: export your customized Extended Attributes and use them in other Bizagi Process Models,

XPDL: export your diagram to XPDL 2.1

to maintain a standard in your documented processes.
Click here for more information about Exporting Extended Attributes

i e Wi
) 23
[0 S rT—
BPMM Attributes | Visio XPDL BPMMN Attributes

Impaort

XPDL

Image Visio

f-'_.h'

Publishing in Word
You can publish your completed documentation and share it with your organization in Word format.
Customize the output information for inclusion in your document by selecting the diagrams and the

elements to be included.
Bizagi provides an intuitive wizard to help you through the steps to generate your documentation.

1. On the Publish tab, in the Publish group, click Word.
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Tools Help

PDF  Web SharePoint  Wiki

Process documentation ‘

Recruitment
Requisition

Recruitment

Rexjuester

-
- —_— -
ﬁ K] lok Create Job
Flow ) k= Description Desctiption
o Exist?
[ 5 | & o
- =
E 2 Job vacancy Sdvertisement
= 3 | &
=
B ]
Data E g
z |2

2. Select the diagrams that you wish to publish.

n
Select individually by using the
e
Select all by using the button.

When all the diagrams you wish to publish are selected, click the Next button.

button or by double clicking them.
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Select Diagram

Available Diagrams Selected Diagrams

‘EI Recruitrnent and Selection Process
1] Job Wacancy Advertisement
@ Selection Process

et l [ Cancel

3. Choose the order in which you wish to publish your diagrams by using the buttons on the right hand
side. Once finished, click the Next button.
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Select Diagram

Available Diagrams Selected Diagrams

B Recruitment and Selection Process
@ Job Wacancy Sdvertiserment
@ Selection Process

4. For each diagram select the elements that you wish to publish in the documentation.

You can select all elements across all diagrams using the button.
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Select Elements

Diagrams

Recruitment and Selection Process

Processes.

Il Recruitmentand Selection Pr
Onboarding

Available Elements Selected Elemens

B FRecruitment Requisition
<> lob Description Exist?
|| Create Job Description

S ’ Requisition Meeds Approval?
Requester

[ | Approve Request
Human Resources Analyst B ’ Requisition Approved?
Manager B lob Yacancy Adwertisement
[} Recruitment Selection Pracess
[} seletion B <> Mew candidates Required?
[Z] Inform About Rejection
Onboarding

]

You can individually select elements from each diagram using the
them.

button or by double clicking
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Select Elements

Diagrams

| Recruitment and Selection Process

Processes

'II Recruitment and Selection Process
Onboarding

Available Elements Selected Elemenis

] Recruitment Requisition
Job Description Exist?
D Create Job Description

Requisition Meeds Approwal?

[] spprove Request
Requisition Approved?

[Z] Infarm About Rejection

Job Wacanoy Advertizement
selection Process
" Mew candidates Required?

| [ Cancel

5. For each diagram select the order in which you wish the elements to be exported.
By default elements are organized according to the sequence of the process flow .

)

To mowve an element from its default position, select the element and click the @| button until you find
the desired position.
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Select Elements

Diagrams

Recruitment and Selection Process |v|

Processes
Il Recruitmentand Selection Process
Onboarding

Available Elements Selected Elemens

(All Elements ' Tssks

O

[ ] Recruitment Requisition
lob Description Exist?
M Create Job Description

=Y

Requisition Meeds Appraoval?
D Approve Request
Requisition Approved?

[Z] Inform sboutRejection

O

Job Wacancy Advertisement
Selection Process

Mewy candidates Required?

BEER

s

Cancel

Click the @ button to order the elements automatically.
When you are satisfied with the order of the elements for each diagram, click the Next button.

6. Select the template you wish to use for your export documentation.
By default the Modeler offers two templates: Bizagi Template with Bizagi's format (fonts, water marks)
and the Modeler Template with a standard format.

You can create your own user-defined template as well. Please refer to Document Template to learn how
to customize and use your user-defined template. After selecting the template click the Next button.
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Select Document Template

Awailable Templates:

BizagiTemplate dot
2 ModelerTernplate.dot

1T ]

7. Specify the appropriate folder in which to publish your process. This folder should have Read and
Write permissions.

By default, the Diagram's model will be published in a Landscape orientation (only this page).

You may change this setting in this step as well.

Click the Finish button to generate your documentation.
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Select file name to publish documentation

Diagrams Orientation:

_|Landscape ® Portrait

File name: | C:\My models\Recruitment and Selection.docx

Attachments will be placed in "Recruitment and Selection_Files"

| Finish || Cancel |

8. The Word document will be opened as soon as the documentation is generated with the default
program installed locally to handle .doc files (MS Word, Apache Open Office Writer, etc).

42 Recruitment and Selection.doc - OpenDifice Wri
N RPN =R=-NE
@ IbizHaading4 4| IVerdana = imiresss | A-W-B - B

[ 2 1 X 1, 2,3 4 5 6, 7 .8 L CERI CRRR PR T (T E A o BT
« 74N lﬁﬁ
- ~.“Internal or External?

- Description '3‘
;:, The gateway validates if the advertisement is internal or external, this decision is made VER
- by the human resources area depending on the needs y/o policies of the company. =
— Gates @
: Internal

o . 4

- Condition :

;, If the advertisement is internal, the process continues to the Internal i

- Advertisements Description task,

; External

s condition

- If the advertisement is external, the process continues to the External

- Advertisements Description task,

e -

: 7 H

I . Exclusive Gateway E

-
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Document Template

Bizagi Modeler has two predefined templates for the user to choose from to generate Word
documentation.

e BizagiTemplate: this template contains Bizagi's logo, water marks and styles.
e ModelerTemplate: this template has no water marks and uses standard fonts.

You can design and define your own template in Microsoft Office Word to be used when you generate
your Word documentation.
To customize your own template, take the following steps:

1. Use one of the default Templates and amend it as you wish to establish your own documentation

template.
-nﬁu Wl Peptlieel B Madeqi  Bedew  Yew =@
= S e TTIEY e By TSR N Lo
bttt B D o ¥ A W R D | e [t mesegl mesngl M Swess D %

Passd u

2. Modify your own template.

You may include water marks, new images or modify the styles.

Make sure keep the following styles (you may re-define them):

e bizTitle: Used for the document's title.

e bizSubtitle: Used for the document's subtitle.

e Normal / ModelerNormal. Used for general text (i.e, in descriptions). It is used as the default/normal
style.

bizHeading1: Used by the documentation's title (taken from the file name). Seen in items numbered as
"n".

bizHeading2: Used by the Processes or Sub-Processes chapters. Seen in items numbered as "n.m".
bizHeading3: Used by the Process Elements section. Seen in items numbered as "n.m.o".
bizHeading4: Used by each of the elements. Seen in items numbered as "n.m.o.p".

To modify default styles of the table of contents, modify the TOC1, TOC2, and TOC3 styles.
3. Save the Microsoft Word Document as a Word Template (.dot) in the path where the Modeler was

installed. By default this path is:
C:\Program Files\Bizagi\Bizagi Modeler\Templates
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4. When you generate your documentation in Microsoft Office Word, the wizard will allow you to choose
your template from the list.
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Publishing in PDF
You can publish your completed documentation and share it with your organization in PDF format.

Customize the output information for inclusion in your document by selecting the diagrams and the
elements to be included.

Bizagi provides an intuitive wizard to help you through the steps to generate your documentation.

1. On the Publish tab, in the Publish group, click PDF.
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Help

Web SharePoint  Wiki
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2. Select the Diagrams that you wish to publish.
-
Select individually by using the button or by double clicking them.
L
Select all by using the button.

When all the diagrams you wish to publish are selected, click the Next button.
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Select Diagram

Available Diagrams Selected Diagrams

‘EI Recruitrnent and Selection Process
1] Job Wacancy Advertisement
@ Selection Process

et l [ Cancel

3. Choose the order in which you wish to publish your diagrams using the buttons on the right hand side.
Once finished, click the Next button.
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Select Diagram

Available Diagrams Selected Diagrams

B Recruitment and Selection Process
@ Job Wacancy Sdvertiserment
@ Selection Process

4. For each diagram select the elements that you wish to publish in the documentation.

You can select all elements across all diagrams using the button.
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Select Elements

Diagrams

Recruitment and Selection Process

Processes.

Il Recruitmentand Selection Pr
Onboarding

Available Elements Selected Elemens

B FRecruitment Requisition
<> lob Description Exist?
|| Create Job Description

S ’ Requisition Meeds Approval?
Requester

[ | Approve Request
Human Resources Analyst B ’ Requisition Approved?
Manager B lob Yacancy Adwertisement
[} Recruitment Selection Pracess
[} seletion B <> Mew candidates Required?
[Z] Inform About Rejection
Onboarding

a
You can also individually select elements from each diagram using the button or by double
clicking them.
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Select Elements

Diagrams

| Recruitment and Selection Process

Processes

'II Recruitment and Selection Process
Onboarding

Available Elements Selected Elemenis

] Recruitment Requisition
Job Description Exist?
D Create Job Description

Requisition Meeds Approwal?

[] spprove Request
Requisition Approved?

[Z] Infarm About Rejection

Job Wacanoy Advertizement
selection Process
" Mew candidates Required?

| [ Cancel

5. For each diagram select the order in which the elements should be exported.
By default elements are organized according to the sequence of the process flow .

)

To mowve an element from its default position, select the element and click the @| button until you find
the desired position.
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Select Elements

Diagrams

Recruitment and Selection Process |v|

Processes
Il Recruitmentand Selection Process
Onboarding

Available Elements Selected Elemens

(All Elements ' Tssks

O

[ ] Recruitment Requisition
lob Description Exist?
M Create Job Description

=Y

Requisition Meeds Appraoval?
D Approve Request
Requisition Approved?
[Z] Inform sboutRejection
O
Job Wacancy Advertisement
Selection Process

Mewy candidates Required?

BEER

s

Cancel

Click the @ button to order the elements automatically..
When you are satisfied with the order of the elements for each diagram, click the Next button.

6. Specify the appropriate folder in which to publish your process. This folder should have Read and
Write permissions.

By default, the Diagram's model will be published in a Landscape orientation (only this page).

You may change this setting in this step as well.

Click the Finish button to generate your documentation.
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Select file name to publish documentation

I
Diagrams Orientation:

(_landscape (@) Portrait

File name: | C:bdy modelziRecruitment and Selection docx

Attachments will be placed in "Recruitment and Selection_Files"

’ Finish ” Cancel

7. The PDF document will be opened as soon as the documentation is generated.

You may customize your PDF output's styles (i.e, font color and sizes, include watermarks, etc).

To do so, edit the ModelerTemplate.dot file located at the ./Templates/ folder of your Modeler
installation.

For more information about editing styles in this template, refer to Document template.

Publishing to Web

You can publish your completed documentation and share it with your organization in Web format.
Customize the output information for inclusion in your document by selecting the diagrams and the
elements to be included.

Bizagi provides an intuitive wizard to help you through the steps to generate your documentation.
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1. On the Publish tab, in the Publish group, click Web.

Process documentation

Recruitment
Recruitment
Requizition

2. Select the Diagrams that you wish to publish.

>
Select individually by using the
=
Select all by using the button.

When all the diagrams you wish to publish are selected, click the Next button.

Reqjuester

button or by double clicking them.

Select Diagram

Available Diagrams Selected Diagrams
‘EI Recruitment and Selec

1] Job Vacancy Advertisernent

@ Selection Process

Cancel |
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3. Choose the order in which you wish to publish your diagrams by using the buttons on the right hand
side. Once finished, click the Next button.

Select Diagram

Available Diagrams Selected Diagrams

B Recruitment and Selection Process
@ Job Wacancy Sdvertiserment
@ Selection Process

4. For each diagram select the elements that you wish to publish in the documentation.

You can select all elements across all diagrams by using the . button.
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Select Elements

Diagrams

Recruitment and Selection Process

Processes.

Il Recruitmentand Selection Pr
Onboarding

Available Elements Selected Elemens

B FRecruitment Requisition
<> lob Description Exist?
|| Create Job Description

S ’ Requisition Meeds Approval?
Requester

[ | Approve Request
Human Resources Analyst B ’ Requisition Approved?
Manager B lob Yacancy Adwertisement
[} Recruitment Selection Pracess
[} seletion B <> Mew candidates Required?
[Z] Inform About Rejection
Onboarding

a
You can also individually select elements from each diagram using the button or by double
clicking them.

bIZGgI Copyright © 2002-2014 Bizagi. All rights reserved.
Mocia o




Select Elements

Diagrams

| Recruitment and Selection Process

Processes

'II Recruitment and Selection Process
Onboarding

Available Elements Selected Elemenis

] Recruitment Requisition
Job Description Exist?
D Create Job Description

Requisition Meeds Approwal?

[] spprove Request
Requisition Approved?

[Z] Infarm About Rejection

Job Wacanoy Advertizement
selection Process
" Mew candidates Required?

| [ Cancel

5. For each diagram select the order in which you wish the elements to be exported.
By default elements are organized according to the sequence of the process flow .

)

To mowve an element from its default position, select the element and click the @| button until you find
the desired position.
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Select Elements

Diagrams

Recruitment and Selection Process |v|

Processes
Il Recruitmentand Selection Process
Onboarding

Available Elements Selected Elemens

(All Elements ' Tssks

O

[ ] Recruitment Requisition
lob Description Exist?

=Y

Requisition Meeds Appraoval?
D Approve Request
Requisition Approved?

[Z] Inform sboutRejection

O

Job Wacancy Advertisement
Selection Process

Mewy candidates Required?

s

BEER

Cancel

Click the @ button to order the elements automatically.
When you are satisfied with the order of the elements for each diagram, click the Next button.

6. Specify the appropriate folder in which to publish your process. This folder should have Read and
Write permissions.
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Select Path to Publish Files

Fathi | Copty models

[ Finizh H Cancel l

Once the process has been published on the Web, you will be able to view your diagram documentation.

Web Output

Generated documentation will show your selected processes in an initial Home page.
The description is displayed when the mouse is hovered over each process.
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[ file:/p i Recruitmentfindex.html #list

bizagl

Modeler

Search all Q-

Recruitment and Selection ...
Job Vacancy Advertisement

Selection Process

Recruitment and Selection

Home

—{=}e

t bizagi.com

1t Selection Process

Job Vacancy Adverti
0 Sub-Process

Recruitment and Selection P...
0 Sub-Process

0 Sub-Process

At any time, you may go into the Full screen mode (specially useful to present or view wide diagrams) by
clicking on the Full screen icon located at the top right corner:

@ Lizoo
1Y =
"
|

p=a3

Recruitment and Selection Process
0 Sub-Process

Recruitment and Selection

Home

Job Vacancy Advertisement
0 Sub-Process

{2 vist bizagi.com

Search all Q-

Selection Process
Contains 0 Sub-Process

Exit full screen mode by pressing the Escape key (ESC) or clicking on the Full screen icon again.

Further documentation included will be displayed when clicking over each element.

Click on your process to see the detailed information.
You will be able to see the documentation of any diagram element by clicking on it.
To exit from the details popup, close it or click anywhere else in the diagram.
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[ file:/f i JRecruitment/index.html#dialog/element/736e277f-d366-490f-0b9f-53c8 ﬂ?m

r > Recruitment and Selection ol
E E ley) Visit bizagi.com
P Recruitment and Selection Process
Recruitment and Selection Process 2 X LSO
W
Recruitment Requisition '
Performer Requester
Recruitmen
Descriptiun The process begins when a person in a department needs to fill a vacancy. It is necessary to include the skills, abilities, experience and knowledge :
needed in the candidate, Also a brief job description is required, |
Job Vacang i
I
I
I
Selection B i
- I
]
Activities s
I
Description ftem i
I
Set Case Crealor and date as today On Enter :
|
Check whether the job description exists. On Exit :
]
I
I
I
]
- I
Allocations i
I
Condition Description :
I
Case Creator The case must be opened by a person how needs to fill 3 vacancy. :
I
I
Note

If you want to access a specific Diagram form an external location using a Hyperlink to open a
process directly, instead of opening the Home page, open the desired process and copy the entire
URL. This URL can be used as hyperlink and the process will be opened directly.
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. B

Purchase Request

PurChase RequeSt Search in this process Q-
Request " Quote Uk
- [ A
[ |
g Create | % I atify % i
= Purchase : Required Notify rejection
&- Request i Changes
(r— |
|
|
T
Y '
: Changes are
Authorize | - equired
Request | Ll Mo
g g I N
ﬁ .g | Reqliest
= ! Authgrized
a !
Rdquires
ar:mther WVes
agproval
|
|
|
- ’ 8 r
25 :
a E | Motify approwal
s |
5 I EI
S a i
ol =1
: Quotations Purchase Order
|

To perform quick searches on the Process Elements, you may use the search field.
Notice that while searching on the Home page, you will be by default searching over all of your
processes:

bIZGgI Copyright © 2002-2014 Bizagi. All rights reserved.

Kiodaior




m [ file:/f+ v /Recruitment/index.html#list ﬁm
- R t t and Select —
" b|£09| ;lfg'}’;’ﬂ]eé e (.:_:D Visit bizagi.com

[ Select Initial
Candidates to

Evaluate
Job Vacancy ==

Advertisement

Selection P
IWi=etechonliocess Recruitment and Selection P... Job Vacancy Advertisement Selection Process

Salaction Process
) 0 Sub-Process 0 Sub-Process 0 Sub-Process
[] select Candidates

Salaction Process
Candidate Selected?
Selection Process

[] select Process Details =]

To search only in a given process, you may quickly first click on that process:

m [ file: / /M S My /Recruitment}index.html#diagram/OfBGlng—1306—4e36—b9ad—3a8618904ﬁm

bI/O Recruitment and Selection o e
k- v Visit bizagi.com
Modeler Job Vacancy Advertisement & s
select ar 0 - {%}
[] select Initial Candidates —
ES Internal

to Evaluate
Job Vacancy Advertisement

Advertisement
Publication

Internal

Job Vacancy Advertisement " ]

§ E % External

2 g Job Wacanoy

g Advertisement Advertisement

i 4 'ﬁ External Publication

Selection Process & =

2 E Intemal or

3 =5 External?

T

e

In addition to this, at any time as well, you may use the pan option for quick navigation in the diagram, or
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use zoom options which appear at the bottom part of the diagram when hovering the mouse in that zone:
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MD file:ff " Wi e [Recruitment/index.html# diagram/3881c831-2fc3-4154-8421-e9a463e84 77

b I/Q Recruitmem.and Selection . o e
Maciler Recruitment and Selection Process ( &
Select Initial Candidates to EC- Recruitment o X

“:‘ o Ty
Recruitment r =
Requisition | =lEd-e
Yes
Creste Job
lle:n'.tiDlit:m

Recruitment and Selection

Job Vacancy Advertisement

& Job
g Description

Requisition

Approved?

|

H

]

]

| |

Exist? J !

g E !

T H Mew

Selection Process £ Job VARG Aevertiement | Selecion Fracess condidates
k] | Required?

= |

1|E |

g2 |

E o !

£ T

]

E Yes |

i

]

]

o |

g‘ Requisitl |

equisition . 1

2 Meeds Approve E&mmm:t |

Approval? Request " Rejection !

]

]

]

1

]

30

To go into detail of a Sub-process diagram o to display any of the presentation actions, you may click on
the small icons which appear at the top right corner of shapes, whenever the mouse is hovered on them:

m [ file://biz-daisukeob/temp/RecruitmentBorrar2/index.html# diagram/3881c831-2fc3-4154-8421-e9a463e8451a i‘im

Recruitment and Selection Ry .
" Mwaf Qi Recruitment and Selection Process S

>

&

Search in this process a-

Recruitment Y 1|

l | |
Recruitment : | TEi e
Requisition
lab Create Job
Description  Description
Exist? m o
J

Hew
vaa(an(yxdvemsement Selection Process candidates anb

Job Vacancy Advertisement

Reqjuester

Selection Process

Recruitment and Selection Process

action Process
sources Analyst

Required?
. . 7 %
Presentation Actions

Advertisements are placed in Craiglist

Requisition
Needs
Approval?

ESvfnrm Sbout
Rejection

Manager

Requisition
Approved?

Presentation actions configured for an element are those same which are set for the presentation mode:
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File

O B =

Word PDF Web SharePoint Wiki

Publish

Tools Help

Process documentation ‘

alette 2

O
e
— lob Create Job L]
Description ODescriptinn <
Exist?

O gooanr e BEannonnnd
lobtacang, . a

Human Resources Analyst

sruitment and Selection Process

‘ | Yes

| |

‘ Recruitment and Selection Process | Job Vacancy Advertisement  Selection Process

@DFOO@QED

Po—

=] H ‘\‘.r E+t el A‘\‘.r o A‘\‘l’ ) -y
IPlesentabun Achun\

5
&

On Click |ShowTe>¢ "

Mew @ | Advertisements are pllaced in sites such as Craiglist

Description of Element

The Hurnan Resources area must arrange and place the advertisernents in an approp
flexibility to choose between it.

B

Note

If you want to have the process documentation available to be downloaded and printed form the Web
outup, we recommend publishing to Word or PDF and saving the documents in a file server. Then,
include the URL path as an Extended attribute in the Web output.

Customize styles in Web

You can customize your Web output styles to adjust to your corporate standard.
Bizagi provides two ways to customize the web output colors: a basic_customization where the main
colors can be changed, and the advanced css customization.

Basic customization

Once the Model has been published access the folder where the output is located and find the
key.json.js file.
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Ope the file with a text editor.

Home Share Wiew

© = 4 L » ThisPC » Windows (C) »

X A
I Favorites Name

B Desktop
& Downloads
i—-ﬂ Recent places

. files
L libs

€ indechtml

MyMaodels v &

-~

Date modified Type

File falder
File folder

/1972014 9:35 AM
6/19/2014 %35 AM
5/6/2014 5:47 PM

Chrome HTML Do...

Search MyModels

Size

[ keyjsonjs

6/20/201412:15PM  JSFile

ditems  1item selected 1.45KB

Change the useTheme value to true, to enable the customization.
On the bottom of the file you will find the list of styles that can be changed.

1 AR AR AR R R A KKK AR AR AR KA KA R AR A RK AR
2 T @Publish Web Attributes

3 T T T
4

5 [FPublishWebAttributes = {

& useTheme: true,

7 preserveHTML: true,

8 showPublishDate: false,

g subNavigation: false,

10 showPerformersList: false,

11 maxLenghtTableViewDescription: 125,
12 maxLenghtDescription: 800,

13 [H ied:{

14 draggable: false,

15 diagramsSupported: 38

16 }

17 =

18

13

20 B T T T
21 T @Theme Definition Colors

22 L
23

24 [FThemeColors = {

25 "E@header”: "rgb(222, 219, 215)",

26 "gheader-border™: "rgb(186, 182, 17
a7 "@header-1ink™: "rgb (250, 250, 250)
28 "@navigation™: "rgb(211, 197, 212)"
29 "E@navigation-border™: "rgb(148, 113
30 "g@navigation-link™: "rgb(250, 250,
31 "@content™: "rgb(253, 251, 247)",
32 "@content-border™: "rgb (148, 113, 1
33 "@content-text™: "rgb(74, 19, 102)"
3¢ 3

EEE R KRR KRR KR KRR AR R

REERRRRRRRARRAARR

/# Personalize vour export styles use theme builder for bizagi and copy the cas f
// Preserve your properties / description and attributes html format

// Show your publish date

// Show a subnavigation bar for properties

/f Show a performers link

// Number of characters in description

// Number of characters in description dialog

B R R R R KRR R R R KRR

REERERRERRARRAARA

Ty

,, Available for basic
25;?‘” customization
SO

Change the style color of the header, the navigation bar and the content panel. Save the file to view the

changes in your site

The first option of each section is the background color. The second option is the border of the section.
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The third option (link) refers to the font color.

@ Visit bizagi.com

GQuotations

Purchase Request Quotations Purchase Order

2. Navigation

"@header": "rgb(222, 219, 215)",

1, Header "@header-border”: "rgb({li86, 182, 177)",

"@header-link™: "rgb(250, 250, 250)",

"@navigation": "rgb (211, 187, 212)",

2. Navigation "@navigation-border®™: "rgb(148, 113, 150)",
"@navigation-1link™: "rgb (250, 250, 250)",

: "@content™: "rgb (253, 251, 247)",

3. Content "@content-border”: "rgb(l48, 113, 150)",

"@contenct-text": "rgb (74, 19, 102)"

Advanced css customization

For advanced css users, a .css file is available to customize the styles as you desire.
Once the Model has been published access the folder where the output is located and find the

key.json.js file.
Ope the file with a text editor.
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Home Share Wiew

© = -1

5 Favorites

B Desktop
& Downloads
?—ﬂ Recent places

) Mame

. files

1 libs
€ indechtml

v This PC » Windows (C) » MyModels

v & Search MyModels

-~

Date modified Type Size

/1972014 9:35 AM
6/19/2014 %35 AM
5/6/2014 5:47 PM

File falder
File folder
Chrome HTML Do...

|7 keyjson.js

6/20/201412:15PM  JSFile

ditems  1item selected 1.45KB

Change the useTheme value to true, to enable the customization.

@Theme Definition Colors

/# Personalize vour export styles use theme builder for bizagi and copy the cas f
// Preserve your properties / description and attributes html
// Show your publish date

format

// Show a subnavigation bar for properties

/f Show a performers link

// Number of characters in description

// Number of characters in description dialog

1 T T,
2 T @Publish Web Attributes

3 R R R A AR A AR AR AR AR A AR A AR ARAAAAAAAAAARAARA AT
4

5 [FPublishWebAttributes = {

& useTheme: true,

7 preserveHTML: true,

8 showPublishDate: false,

g subNavigation: false,

10 showPerformersList: false,

11 maxLenghtTableViewDescription: 125,

12 maxLenghtDescription: 800,

13 [H ied:{

14 draggable: false,

15 diagramsSupported: 38

16 }

17 =

18

13

20 T;uu*u*M*Hu*u*u*M**MHu*u*H*H**MHH*H*H*

22 B e T e
23

24 [EThemeColors = {

25 "E@header”: "rgb(222, 219, 215)",

26 "@header-border™: "rgb(186, 182, 177)",

a7 "@header-1ink™: "rgb (250, 250, 250)",

28 "@navigation™: "rgb(211, 197, 212)",

29 "@navigation-border™: "rgb(148, 113, 150)",
30 "@navigation-link™: "rgb(250, 250, 250)",
31 "@content™: "rgb (253, 251, 247)",

32 "@content-border™: "rgb (148, 113, 150)",
e "@content-text": "rgb(74, 19, 102)"

34 “y:

Open the .css file located in libs/css/theme.css and perform the desired changes.

bizagi
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Home Share Wiew

© = 4 L » ThisPC » Windows (C:) » MyModels » libs » v ¢ | Searchcss

-~

L' Compartida (biz-andread) Name Date modified Type

4% Dropbox . .
Suit . jquery 6/19/2014 %35 AM  File folder
| Suite .
& | app.css 5/6/2014 5:47 PM CS5File

| | theme.css 5/6/2014 5:47 PM CS5 File

|/ Pre-Release

@ OneDrive

18 This PC
jm Desktop
| Documents
& Downloads
o Music
=] Pictures
B Videos
L Windows (C)
—a Andru (D)

Jitems  1item selected 9 bytes

Publishing to Wiki

Generate your complete process documentation to Wiki format and share it throughout your
organization.

Customize the output information that you want to include in your document by selecting the diagrams
and the elements that will be contained in it.

Make sure you have MediaWiki installed in your server and a user with publishing rights, when you
generate this documentation.
Please review the versions support

Bizagi provides an intuitive wizard to helps you through the steps to generate your documentation.

1. Go to the Publish tab and select Wiki.
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T ] et '\Fﬁw ,a Publish 5iﬁ( purt.‘-’l.mpur't '.Foo!s Help
| | @
HE e [ (=

Word PDF  Web SharePoi Wiki

Process documentation |

Register Travel
Request

i

[t

-
Employee

) Changes
D Required

Approve Travel

Request

1

1=
=
ar
&
Travel Request

mx

2. Select the Diagrams that you wish to publish.

-
Select individually by using the button or by double clicking them.

x
Select all by using the button.
When all the diagrams you wish to publish are selected, click the Next button.
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Select Diagram

Available Diagrams Selected Diagrams
B Travel Request
@ Expenses Report

Bad [ et H Cancel |

3. Choose the order in which you wish to publish your Diagrams by using the buttons on the right hand
side. When you are finished, click on Next.

bi1zagl copyright © 2002- izagi. Al ri
bradesc Clg opyrig 2014 Bizagi. All rights reserved.




Select Diagram

Available Diagrams Selected Diagrams
B Travel Request
@ Expenses Report

Bad [ et H Cancel

4. For each Diagram select the elements that you wish to publish in the documentation.

You can select all elements of all diagrams using the button.
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Select Elements

Ciagrams

Expenses Report

Processes.

1M Expenses Report

Available Elements

Al Elements  Tasks

Employes

Selected Elements

Register Expenses Report
Boss Approve Expenses Report

Administrative Department Approved?

[} Expenses Report Rewiew Policies

Palicies Ok?

Record Expenses

EEEE

| [ Cancel

>
You can also choose specific elements from each diagram by using the

button or double clicking
them.
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Select Elements

}igmms
| Expenses Repart
N

Processes

M Expenses Report

Available Elements Selected Elements

Employee [:l Register Expenses Report

Boss |:| Approve Expenses Report
Approved?

D Reviews Policies

Policies Ok?

[_] Record Expenses

Administrative Department
[} Expenses Repart

| [ Cancel

5. For each diagram select the order in which you wish the elements to be exported.
By default elements are organized according to the sequence of the process flow .

)

To mowve an element from its default position, select the element and click on the @| button until you
find the position you want.
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Select Elements

Diagrams

|Tra\re| Request

Processes.

Available Elements

All Elements

Employee

Eoss

Administrative Department
[ Request
D Book And Buy
D Expenses Report

| [ Cancel |

Click on the @ button and they will be ordered automatically.
When you are satisfied with the order of the elements for each diagram, click on Next.

6. The following Information about the Wiki Server will be requested:

Server: URL of your Wiki Server

User and Password: User credentials to access your server. The user must have writing permissions.
* NameSpace: To help you differentiate thees process articles from others that are already published in
your wiki, Bizagi allows you to enter a word that will be set before all the created pages.

Category: To help you organize your documentation we recommend that you include a category to
group the pages created in your wiki.

Click on Finish to publish the documentation on the selected senver.
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Set Wiki Server Information

e

Server | hHpi//biz82/en

User: | Adman

Possword (™|

Mamespace: | Travel

Categony: | Administrative|

Finish H Cancel

Wiki Output
Once the process has been published on your Wiki, you will be able to see the description of your
diagrams.

| O3 Travet Travel Reguoest - Business Process Manage. | % B -1 @ - Pager Sule
|

blzogl & Login f coeate socount

Page Discusscn View S Histoey

C® Travel Request - Bizagi Process Modeler

_ Process Diagrams

Wiki Hemne L]
Recart Changss L

Wiks g Expasfil .

Previous Version L I =
Biragi L
Bizagi Support L
Experes Fepen Travel Reguest
Ltoslbex
‘Whart beks heve L]
Eelated changes E
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Click on your process to see the detailed information and elements.
| TovekTavel Request - Business Process Manage-. |

bizagi

Page  Discussion Viewscurce  History

Travel Request - Bizagi Process Modeler

_ Process Diagrams

Wili Home »

Recent Changes »
Wiki en Espaiol » sy
Previous Version ] 1

Bizagi »

-;-_Cg'* o 2 e - e e A -
i Pt | g B et S w ) el Ut Gy
0 e Tomoebaponst oot g st Gpr @ v 0 e P ey Teoke e

blzugl & Loy cast simeen =

i Dacusicn Vemiorcs | Hste

— T

_navgaion = o =

Wl Mg "

} ¢

Ry b l

S| | I

[T I

gl prpn * -

You will be able to see the documentation of any shape by clicking on it.
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) Travet Travel Request-Travel Request - Business P...| | B~ B -0 & - Pager Seisyr Tockr @ *
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Travel Request
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This process start when an employes request a flight ticket for a travel. The empleyee will select if an advanse and hetel reservation i needed and the boss
will app & request. The Deparirnent will handle bockings and Advance. A& the end a subprccess will be avasdable for the employee o
register the experres made in the trip.

Global Form

Applicant
Identification Number

Departure hnkemalion
Deparing Flight

Departure From
Depacture Date

To perform quick searches on the elements of your process, use the contents table. This will allow you
to quickly see the information of the shapes including basic and extended attributes.

.H‘I:MTMMMIH-H*M [

bizaql

Contents

1 Espeenaats Report - Bizagi Process Madelsr
1.1 Experies Report
1.1.1 Proceds Elemends
1.1.1.1 Regiater Expenass Report
1.1.1.2 Approed?
1.1.1.3 Elgmeni
1.1.1.4 Bevivewr Pobstiey
1.1.1.5% &pprove Expenses Repsat
1.1.15 Revoed Experites
Preveous Vernon * L1147 Elemint
1.1.1.5 Policies Ok
Bicagi ¥ 1.1.1.5 Employee
1.1.0.80 Bass
Bizagi Support ¥ 1.3.1.51 Adminigirative Department

‘ 1.1.1.03 Expeniied Repeet ./i

0.1 T s
Expenses Report - Bizagi Process Modeler

Wikt brikes hidd L

Wiki Heme 3

Recent Changes '

Wik en Espafiol ¥

Viersione 1.0
Redsted changes .

Wiki version support
We support the following MediaWiki combinations with PHP
e Wiki 1.14.x with PHP 5.2.17
e Wiki 1.15.x with PHP 5.2.17 and 5.3.10
e Wiki 1.16.x with PHP 5.2.17 and 5.3.10
e Wiki 1.17.0 with PHP 5.2.17 and 5.3.10
Versions 1.17.1, 1.17.2 y 1.17.3 are not supported
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Wiki 1.18 with PHP 5.2.17 and 5.3.10
Wiki 1.19 with PHP 5.3
Wiki 1.20 with PHP 5.3
Wiki 1.21 with PHP 5.3
Wiki 1.22 with PHP 5.3

Settings

To publish both content and images into your Wiki server, make sure:

1. That the physical upload directory has permissions set to allow creation and edition of pages and files.
Similarly, the images directory set by default as "C:\Web\[your_mediaWiki_folder]\images\" should be
granted with full rights.

2. That the LocalSettings.php configuration file, contains the following settings:

$wgGroupPermissions['user['upload’] = true;

$wgFileExtensions = array('png','gif,'jpg',ipeg’,'doc', xIs','mpp’,'pdf,'ppt', tiff, 'omp','docx’, xlsx',
'pptx’,'ps’,'odt','ods’,'odp’,'odg");

$wgEnableUploads = True;

Note

For MediaWiki version 1.20, use:

$wgGroupPermissions[*"['upload’] = true;

$wgFileExtensions = array('png','gif,'jpg',jped’,'doc','xIs','mpp','pdf,'ppt', tiff,'bmp’,'docx’, xIsx',
'pptx’,'ps','odt','ods’,'odp’,'odg");

$wgEnableUploads = True;

Publishing to Sharepoint
You can publish your completed documentation and share it with your organization in the SharePoint
format.

Customize the output information for inclusion in your document by selecting the diagrams and the
elements to be included.

Make sure you have SharePoint installed when you generate this documentation. Bizagi supports
SharePoint Senvices 3.0.

Bizagi provides an intuitive wizard to help you through the steps to generate your documentation.

1. On the Publish tab, in the Publish group, click Sharepoint.
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Flow
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= K} Request
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| Data
e | Changes
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||
=
=
=
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L =] Approve Travel
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L1 [S &
[
lis
v |

2. Select the Diagrams that you wish to publish.

-
Select individually by using the button or by double clicking them.

]
Select all by using the button.

When all the diagrams you wish to publish are selected, click the Next button.
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Select Diagram

Available Diagrams Selected Diagrams
B Travel Request
@ Expenses Report

Bad [ et H Cancel |

3. Choose the order in which you wish to publish your diagrams by using the buttons on the right hand
side. Once finished, click the Next button.
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Select Diagram

Available Diagrams Selected Diagrams
B Travel Request
@ Expenses Report

et | [ Cancel

4. For each diagram select the elements that you wish to publish in the documentation.

Select all elements across all diagrams by using the button.
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Select Elements

Ciagrams

Expenses Report

Processes.

1M Expenses Report

Available Elements

Al Elements  Tasks

Employes

Selected Elements

Register Expenses Report
Boss Approve Expenses Report

Administrative Department Approved?

[} Expenses Report Rewiew Policies

Palicies Ok?

Record Expenses

EEEE

| [ Cancel

>
You can also individually select elements from each diagram using the

button or by double
clicking them.

bIZGgI Copyright © 2002-2014 Bizagi. All rights reserved.
Mocia o




Select Elements

}igmms
| Expenses Repart
N

Available Elements Selected Elements

Employee [:l Register Expenses Report

Boss |:| Approve Expenses Report
Approved?

D Reviews Policies

Policies Ok?

[_] Record Expenses

Administrative Department
[} Expenses Repart

| [ Cancel

5. For each diagram select the order in which you wish the elements to be exported.
By default elements are organized according to the sequence of the process flow .

°

To mowve an element from its default position, select the element and click the @| button until you find
the desired position.
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Select Elements

Diagrams

Trawvel Request

Processes.

Available Elements Selected Elements

All Elements

Employee

Eoss

Administrative Department
[ Request
D Book And Buy
D Expenses Report

| [ Cancel |

Click on the @ button to order the elements automatically.
When you are satisfied with the order of the elements for each diagram, click the Next button.

6. The SharePoint Server Information will be required.

The SharePoint site must already be created. You need to provide the location and user credentials to
access it. Then click the Next button.
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Set SharePoint Server Information

SharePaint zite URL | http: £ /biz-sharepoint02: 100/

User | DSmith

Passwed |1 |

| [ Cancel |

7. Specify the appropriate folder in which to publish your process. This folder must have Read and Write
permissions. Click the Finish button.
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Select Document Library and Folder to Publish Files

& W dia 3 agencia de viajes

[ Finish H Cancel |

Once the process has been published on SharePoint, you will be able to view your diagram
documentation.

SharePoint Output

> C D biz-sharepoint02:100//Shared%20Documents/ Travel%20Request/index.ntml#list 52?" =
b Travel Request
I‘Q Visit bizagi.com
Modaler Home @
Search all B Travel Request [ o=

This process handles travel |
requests (flight, hotel, cash |
advance) and approvals for | ]
employees. At the conclusion of |
the...

Travel Request

Expenses Report
Expenses Report

The legend displayed when the mouse is hovered over each process is defined in the Diagram properties.
All other documentation included will be displayed when clicking over each element.
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Process documentation
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Changes £ Diagram properties
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£ Request
O- . e o
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o T
]
=
v 3 " Regizts E] Natify 8 Notify
r
D = = L 2 o= [ Bookings Reservations BurllicEes Employee
a a 2
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Travel Request (]
Data
D Name (@ [Travel Request =
@ This pracess handles travel requests (flight, hotel, cash advance) and approvals for employees. At the conclusion of the travel the process also handles the expense report.
lﬁ‘ Des(r\ptm@ 1
= Vareins@iilt 0 ] I=
-1« v

Click on your process to see the detailed information.

You will be able to see the documentation of any diagram element by clicking on it.

r
b Travel Request
1zQgl Visi bizagi.com
. \icdeler 9 Travel Request ®
[Teer B = 1
Search in this process Q- Request S E_’; : = @;
F ’ (4 gj-q‘m SESE
] Register Travel | | i
ES Request !
Travel Request 2 {
o |
£ I
[ I
Chang
Expenses Report R
M Travel Request pe
Register Travel Request
n Approve Travel
.? Request Performer  Appiicant
- Ry
g_ ~ D Enter the ion required for the travel request.
T Published Sub-Processes
=
F =3 a
§
£ 8.4 Form
i M
g _
[=} ol ]
2
“é Request Date: 11/8/2012
2 Applicant: Marketing Manager
£
3 Applicant identification Number: 1
Departure Information
Departure From: |tonden Departure Date: [ 11972012
Arrival
Arrival At [Bogots | Awival Date: [1asmz
Country: Colombia =] .

To perform quick searches on the Process Elements, use the search field.
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To go back to the general view, click the Bizagi Modeler Logo.

Travel Request

bI/Q Travel Reguest

(_/.l Visit bizagi.com

Modeler
S = N
. o5 S X
‘ G | Request i R K—ﬂju;
) i
a Register Travel
S Request
Travel Request Tg.
£
i
Changes|
Expenses Report Require;
H Approve Trawel
-] Request
-3
-
8
g
o
o Register Motify
= = Bookings Reservations
o
_E_ nd Rejection
Message
2
o
=1
2 )
5 B
g Manage Travel Motify
R Advance Employee
=
3
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Exporting to XPDL

The XML Process Definition Language (XPDL) is a format standardized by the Workflow management
Coalition (WfMC) to interchange business process definitions between different workflow products. The
XPDL format can store all aspects of a BPMN diagram, such as attributes, resources, etc. Also some
graphical information is held, for example the coordinates of the elements positions.

Bizagi offers the possibility to share your diagrams with others modeling tools that use BPMN notation.
You can export your diagrams to XPDL using the BPMN 2.0 notation shapes.

For more information about the currently supported XPDL version, refer to Supported standards.

To export your diagrams, follow the steps below:

1. On the Export/Import tab, in the Export group, click XPDL.

— B I — 5
== | Home Format View Publishq Export.-flmpcurtx, Tools  Help
' 5 E 5
XPDL & XPDL 7
o (-~ B i ES

Image \Wisio | XPDL |BPMM Attributes | Visio XPDL BPMM  Attributes

Export | Import |
Palette i
‘ e I
Flow | Recruitment
= 5
-
| Data g ;
== Recruitment
{ ,: i E Requisition
Lzl
=]
==
= =
I_ﬁ_! % Create lob
|E| ﬁ & Description
L £ §
Artifacts E ﬁn
i A2,
. B |5
] |3
I - = lob ncy
= = T Yes Advertibement

2. Specify the appropriate folder to save your XPDL file, this folder need Read and Write permissions.
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Browse For Folder u

Export Model

B Desktop
I 4 Libraries

| »

B Computer

[ i"! Metwork

> [ Control Panel
2 Recycle Bin B

& Modeler

m

MakeNewFolder | | ok || cancel

3. After export to XPDL format, you will be able use it in any program that supports this format.
4. You can also import a diagram in XPDL format into Bizagi Modeler.

Click to learn more about importing a diagram from XPDL

Exporting diagrams as Image

Bizagi Modeler allows you to export your diagrams as images, to be opened with any graphic editor, in
the following formats: PNG, bpm, SVG or JPG.

To export your diagrams as images follow these steps.

1. On the Export/Import tab, in the Export group, click Image.
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‘Tools  Help

58 B-E o

XPDL BPMMN Attributes | Wisio XPDL BPMMN Attributes

Visio

Export ‘ Import ‘

Recruitment

Recruitment
Requisition

Requester

=]
- A 4
E" Create Job
| - 5 Description
g Igb
T | £ E Descfiptio
| = =] n Efist?
Artifacts E ,ﬁ

2. Select one of the image formats; namely, PNG, bpm, SVG or JPG. Specify the appropriate folder to
save your image. This folder need Read and Write permissions.
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“ | Mame B Date modified Type
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I [ Pictures
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| &, Local Disk () |
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B - A r 1
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Save as tyR T i
Png image (*.p
~ Ipeg image (“jpg)
@y Hide Folders Brmp image (“bmp)
Svg image (*.svg)

3. Click the Sawe button. Once the diagram has been exported, you will be able to see it in any graphical
editor.

File ~ Print =  E-mail Burn ¥ Open ~
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Requisition
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Job Wacanoy dvertisement Selection Process
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New
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Required?

Human Resources Analyst

Recruitment and Selection Process
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Meeds Approve ri About
Approval? Reguest 1 Rejection

Requisition
Approved?

Bamered by

bizagl
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Exporting to Visio
Bizagi Modeler allows you to export your diagrams to Microsoft Visio using the BPMN 2.0 notation

shapes.
Bizagi supports Visio 2003, 2007 and 2010.

Make sure you have Microsoft Visio installed when you export your diagrams.

To export your diagrams, follow the steps below:

1. On the Export/Import tab, in the Export group, click Visio.

, T View Publish Export / Import Tools Help
("
e B
¥PDOL ~ HPDL 2
E\ s 4= S =

Imag@KPDL BPMM  Attributes | Wisio XPDL BPMMN  Attributes

Export | Import |

Paiete 7|

‘ e

Recruitment

Requester

Recruitment
P Requisition
—
|
=

Create Job
Description

Human Resources Analyst

m
and Selection Process

2. Specify the appropriate folder to save your Visio file, this folder need Read and Write permissions.
Click the Sawe button.
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Organize Mew folder == = (7]
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| Documentacién Modeler 29/03/2012 0516 ...  File folde
[ @ Documents )
: W FAQ 29/03/201212:06 ...  File folde
[> J! Music
I [&=] Pictures
> B Videos

PR Computer
i & Local Disk (C:)
[» g Datos (D:)

(# Hide Folders Save ] ’ Cancel ]

Once the process has been exported to Visio, you will be able to edit and manage the diagram using
the Visio BPMN stencil.
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Exporting to BPMN

Bizagi offers the possibility to share your diagrams with others modeling tools that use BPMN notation.
You can export your diagrams to the BPMN 2.0 xml format.

To export your diagrams, follow the steps below:

1. On the Export/Import tab, in the Export group, click BPMN.
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2. Specify the appropriate folder to save your BPMN file, this folder need Read and Write permissions.
Click the OK button.
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3. A message will confirm the export and a folder containing the diagrams will be created in the specified
location.

Model succesfully exported to the folder.
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I Camtacia i s

Jiterns . =

4. After exporting to BPMN 2.0 xml, you will be able use the file in any program that supports this
format.

You can also import a diagram in BPMN format into Bizagi Modeler. Click_to learn more about_importing
a diagram from BPMN
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Documentation Portal

A Documentation portal is a shared repository where people within an organization can access the
company's processes and related documentation.

The following articles will illustrate how to organize your company's processes using Bizagi Modeler.
With a simple click users can navigate between various lewels of detail, from a global view to the most
detailed information of the organization’s processes.

The Documentation Portal can be created in your intranet (a file server as a shared folder) or any Web
portal. Just click the Publish to Web feature.
It can also be published in SharePoint or Wiki.

Your portal must have an structure and hierarchy that aids its navigation. The images bellow show an
example of this structure:

The highest level displays the functional areas and useful links.

blzo I Aglhty: Ezorp process documentation . .
“ fradhss 9 Ag|||ty COI’D process documentatlon Search in this process Q @ Visit bizagi.com
Resources . — . — . — . — . — . — . — . —

» '

Agility Corp

Functional A
unctional Areas __ . __ . __ . ..

S PSP I [

| Human Resources Finandial ‘Customer service

S @& |

| Quality Marketing

Powered by

\:’I!;\_l\dl

The next level shows the processes related to an specific area.
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" blngl Search in this process Q- €2 visit bizagi.com

s 1. Human Resources processes
. r'_ ''''''''''''''''''' N
£41)
) | 1= H, ’,_.) |
o L = < &ais |
Agility Corp | — ‘
FAQ Manuals Contact us Help
e _ J— R — —
1. Human Resources - = o
processes | |
Author: Claram . -
Version: 1.0 ‘ Vacation Leave Reguest Recruitment |
Description:  The forward thinking human resource @ .
department is devoted to providing effective

policies, procedures, and people-friendy |

qguidelines and sup port within companies... ‘
. ewlRemet .
DI2agl

The lowest level shows the process diagrams and their documentation.
blzo I Agility Corp pru:.ess documentation . . ’Z_Z
'. NALARS 2. Vacation Leave Request documentation e 8 @ vetvesgicom

@ ==
1y Avallable Vacation Leave
Vacation Days.

Request

Approve
Vacation Leave
Request

Em Rejection
Message
Yes
%m Approval %’%ﬂate Payroll
Message System
=
@

Vacation Leave Request

Update Payroll
System

JicJdgl

Click here to see an example of a Documentation Portal

How to create a documentation portal

1. Define the structure of processes
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A defined structure establishes the hierarchy of organizational areas and clarifies how different processes
of the business are classified and interrelated. In addition to the global structure, it is necessary to define
the information to be published and the way in which it will be presented.

Classification and hierarchy of processes
Processes are classified into a hierarchy of categories. Each category represents a company, area, sub-
area, process or any other grouping you define.

For example, in a completely flat organizational structure, if you classify your processes according to
areas it will result in 2 levels. The first will represent areas and the second the processes.

The first level will have as many categories as areas in the organization (each area represents a category

in level 1). The second lewvel will have as many categories as processes in the organization (each
process represents a category in level 2).

LEVEL1 | | |
AREAS Humay [ FINANCIAL ] [ PURCHASES ] [ T ]

LEVELO

RECRUMTMENTAND  TRAVELREQUEST  WACATION LEAVE EMPENSES REPOAT ACCOUNTS PAYAELE PURCHASE REQUEST HELF DESE. ACCES
SELECTION REQUEST MANAGEMENT

The structure and number of levels depends on the layout of each organization and its particular
preferences. As shown, some organizations classify their processes according to areas and sub-areas
(Human resources, Sales, Marketing etc). Process-oriented organizations tend to follow mapping
structure of the ISO 9000 standards and so classify their processes according to pérational function
within the business (strategic processes, operative processes and support processes).

Defining the most suitable structure is essential to provide users an intuitive and logical navigation
through the processes of your organization.

Information of each element
The information to be presented must be planned in advance. For each level define what information
should be displayed and how it will be accessed by final users.

The correct implementation of this step will facilitate understanding of processes within your organization
and ensure proper communication between them.

2. Create the Portal

Once the general structure of processes has been defined, you can proceed to organize it in Bizagi
Modeler. The key is to translate the structure previously defined into an interface that allows users to
easily navigate through the processes information.
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In the Documentation Portal each category is represented by a page (or tab). On each page you can
define the information for display and the user interface.

Create the Main page
The main page is an ovenview of the processes areas within the organization. From here viewers can

access company-related information and any of the pages in level 1.

blzo I Agi\ity: C.urp process documentation i ~ "
‘ Mocler 9 Agility Corp process documentation e [ © vabiasgcom
Resources . —  — . . . . . — . -

Agility Corp

Functional Areas = _ . .

| ™
. | [+] | [ [3] | :
| Human Resources Finandial Customer service Purchases |
| I Quality Marketing |
— — — J— — — — J— J— J— — — — J— — — — —
Pousred by

LIcQQl

Icons to access lewvel 1 pages are included as reusable sub-processes. This way it is possible to link
each icon to the corresponding page.

Additional information can be added by using Artifacts. Aside from improving the look and feel of the
page these elements allow you including links to other sites, pictures and documents.

Create category pages
Recall that a level is composed of categories, where each category is displayed by means of a page;

consequently a level comprises as many as there are categories.

Each category page is created in the same way as the main page, apart from the user interface and
information it displays. Use the reusable sub-process to represent the categories and incorporate
artifacts to include additional information and improve the look and feel.
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Information of elements
Once the pages have been designed, it is necessary to configure the information that each Artifact will

display upon selection.

To customize the information, make use of Extended_attributes. These attributes can include links to
another sites, images and documents, to name a few.

- Agilty Carp process documentation
“ gjfag' Agility Corp process documentation Search in this process a- (€D wvisi bizagi.com
Resources — — — — — — — -

Agility Corp

Functional Areas

7| Agility Corp process docimentation

Manuals
‘ Description Manuals to use the documentation portal
Manuals
‘ | Name Description Document

‘ T Qualit User Manual End-users information User manual.doc
Administration Information for manager of the documentation porial Adminisiration manual.doc

Documentation If you are to document using this portal, read the instructions in this manual Documentation manual.doc

Link the menus
Once all the levels have been built, link the categories with their associated level. Associate the diagram

(page) from the properties of the corresponding sub-process that represents the category..
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Au Claraht
jacation Leave Request Recuitment |
it

\ - Agity Corp process documentaton
— = == ‘R!fogl 2. Vacation Leave Request documentation e & @ versesgcom
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3. Publish the portal to Web format
Once the portal has been built in Bizagi Modeler, the final step is to publish_it. Use the Web Publish
option to define the diagrams and information to be published.

Click here to see an example of a Documentation Portal

Creating a Documentation Portal (step by step)

In the following example we will build a documentation portal step by step.
Let us suppose that the Agility Corp has diagrammed and documented the following processes:

Recruitment and selection
Expenses report

Help desk

Travel request

Access management
Vacation leave request
Accounts payable
Purchase request

In order for processes to communicate and share all their related documentation, the Agility Corp has
opted to build a documentation portal. All business processes are diagrammed in Bizagi Modeler and
stored in a single .bpm file.

Click here to see the Web output of this Portal
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Download here the complete Documentation portal in .bpm format

1. Defining the structure of processes

Classification and hierarchy of processes

Agility Corp concluded that the easiest and most convenient way to classify its processes would be
according to the area in which they are performed. Based on this, the following classification was
established:

Area Process

Human Resources e Recruitment and selection
e Travel Request
e Vacation Leave Request

Financial e Expenses report
e Accounts payable

Purchases e Purchase request

IT e Help Desk
* Access Management

Note this gives a two-level classification; the first denotes the functional areas and the second the
business processes.

The first level comprise of has four categories (each area represents a category of level 1). The second
level contains eight categories (each process represents a category of level 2).

Level 0 is used to represent the highest level of hierarchy, in this case, the global view of the company.

LEVELO

LEVEL1 | | |
AREAS ALhd ) [ FINANCIAL ] [ PURCHASES ] [ L ]

RECAUMTMENTAND  TRAVELREQUEST  WACATION LEAVE EXPENSES REFORT ACCOUNTS PAYAELE PURCHASE REQUEST HELF DESE. ACCESS
SELECTION AEQUEST MANAGEMENT

Information of each element
In this step we have to define what information has to be displayed at which level. The Agility Corp wants
different levels of information sharing:

Level 0: Company Level

e FAQ: Frequently asked questions about the company
e Manuals: Documentation on how to use the portal
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¢ Contact information: Details of the company contact person if required.
e Help: Links to company resources.

Level 1: Areas Level

* Area description: A brief oveniew of the area and its functions.

e FAQ: Frequently asked questions about the area

e Manuals: Documentation setting out the structure and responsibilities of the area.
e Contact information: Details of the contact person for the area, if needed.

¢ Help: Links to area resources.

Level 2: Processes Level
This level will only contain the information of processes.

2. Creating the Portal in Bizagi Modeler
Now that the Agility Corp has structured its processes, we can proceed to build the Portal in Bizagi
Modeler.

Creating the main page

The first step is to create the page associated with the Level 0 global view (Main page). On this page, the
Agility Corp wants to show the different functional areas and some general information on the
organization:

e Company logo
FAQ

Manuals

Contact information
Help

The main page should look like this:
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Follow the next steps to create the page:

1. Create a new diagram.

Process 1

‘EC@D‘%‘"O

I
P
L__J

%/ ] (00 03 -0

iIilyCDrp prccessdocumentaﬁon
b i

2. Remove the Pool shape and include the categories of Level 1, in this case, four sub-processes. Give
each the name of the area it represents.
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3. Use image artifacts to insert the company logo and add icons to represent the FAQs, Manuals,
Contact us and Help.

File Home .
=] @ G Resources @ . #AFma - Ay . %
HE’  Validate - [segoe u -] A& A sea -
Paste Diagrams Run Simulation Share Process = . Spelling Bizagi Suite  Online
Worklow  view  (@)Info B I U S A- G- S- & | Xbeete . Courses
Clipboard Model Team Collaboration Formatting Editing Review Discover
~
o | I
’
@ ~ ﬂe
li n . Q
'0) Agility Corp ' =
O Manuals Contact us Help
Flaw
Data
= o ol [+ |
|E| Human Resources Financial Purchases T
B 9
< e —
= I Agility Corp process documentation

4. Customize the appearance of the page using the different options and elements that Bizagi offers such
as modifying shapes colors, using making use of grouping, changing font types etc.
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Creating category pages
The next step is to create the lewvel’s pages. In our example, we have two lewvels. As the lowest level is

composed of the processes already diagramed, we only have to create the pages associated with level
1.

As level 1 is comprises four categories, we create four pages, one for each category: Human Resources,
Financial, Purchases and IT. On each page the Agility Corp wants to display the processes associated
with the category (area) and the following general information about the area:

Area description
Company logo
FAQ

Manuals

Contact information
Help
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Flow 1. Human Resources ( ‘
0 processes | \
% Author: ClaraM . .
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\:l policies, procedures, and people-friendly ‘
T guidelines and support within com panies... |
IE‘ Travel Request _/
B 9
< >
[l v 1.Human Resources processes

In the section bellow we illustrate how to create the page related to the Human resources category. The
remaining three pages are built in the same way.

1. Create a new diagram and name it as the category. Human Resources.
It may help to include numbers or codes to more easily identify to which level the diagram belongs.

Process 1

FWDFO

T
i
L__J

(% [~ 00 13

v uman Resources processes
e i

2. Right-click the diagram and open its properties. Enter a description of the area.
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3. Remove the Pool shape and include three sub-processes to reflect categories of Level 2. Give each
the name of the process it represents.
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4. Use image artifacts to insert the company logo and include icons to represent the FAQs, Manuals,
Contact us and Help.
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5. Add a Header artifact to include information related to the area. Note the header information is the
included in the diagram properties.
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O FAQ Manuals Contact us Help
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D processes
% Author: ClaraM
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i Description: The forward thinking human resource
1 department is devoted to providing effective
l:l policies, procedures, and people-friendly
T //‘ guidelines and support within com panies...
Travel Request
#
(=)
- v
. 2
! v | AgilityCorp process documentation | 1, Human Resources processes | 2. Vacation Leave Request ic 2 i 2.Travel Request documentation 43

ws O——0——@® Z B E @& E .

6. Customize the appearance of the menu using the different options and elements that Bizagi offers
such as modifying shapes colors, using making use of grouping, changing font types etc.
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Information of elements
Once the structure of the pages has been configured we can continue to define each page element will
displayed upon selection.

Since we used artifacts (Fags, Manuals, Contact and Help) we can customize the properties of these
objects to show the information required.

For instance, when viewers select the Manuals element in the main page, three different manuals must
display. To do that we create a table type extended attribute.

Do the following to customize the information displayed in this artifact:

1. Right-click the artifact and select properties.
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3. Assign the attribute name and description and select Table as the type.
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) Name Manuals

Description | To use this portal you should read these manual

Agllity Corp

COO0OO0R O

Flow
D Functional Areas
.
= | Type Table
Data . Columrs
| E [] Export as a List

Human Resources Finandial Purchases IT |

< >

Bl (o] O 03 A1 (]

‘Agil\ty\:orp process documentation | 1.Human I ion Leave Request, it 2 i it 2.Travel Request documentation |

<

4. Define the columns to be displayed in the table. Click the (...) icon in the columns field and set the
necessary ones.

Resources . S S

Mame |Manuals |

Description | To use this portal you should read these manual ’

[®] first |
Help _)

Type |Tab|e

Columns

[7] Export as a List

MName |Document

Deescription

Financial

Type | File Embedded

5. Next add the information to be displayed, in this case, the instruction manuals.
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0 User Manual End-users infarmation User manualdoc
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6. Repeat this procedure for all elements on all pages.

Linking the pages

Once all pages have been created, the next step is to link them taking into account their interrelations
and hierarchy. As we saw, categories are represented by sub-processes. In order to connect them,
these sub-processes have to be converted into reusable sub-processes. This way we can easily select
the related diagram (page) from the sub-process properties.

Bellow we will connect the Main page with the functional areas pages.
1. Right-click a category (in this example an area) and convert the shape into a reusable sub-process as

shown below.
The shape borders will widen.
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2. Right-click the category again and open its properties. From the Process field select the diagram to
be linked.
In this way, when users click the shape in the Work Portal the associated diagram will open.

Palette 1 A

~ Resources e — s — — s — — =

’ q—\rn =1 - —.
LR Human Resources] |

Descr\ptiun@ The forward thinking human resource department is devoted to providing effective + le
policies, procedures, and people-friendly guidelines and support within companies. ‘ |

Agltlity Corp

Additionally, the human resource function serves to make sure that the company
mission, vision, values or guiding principles, the company metrics, and the factors

Functional Areas that keep the company guided toward success are optimized.
— : N
/ Periurmers@| ||£| .

Processig) None |ﬁ ‘

[ None I

ﬁiE@Dé‘"OO@JOED
|

1. Human Resources processes - Human Resources

2. Selection documentation - Selection Process
2. Help Desk documentation - INTERMNAL HELP DESK

2. Vacation Leave Reguest documentation - Vacation Leave Request

|
2. Travel Reguest documentation - Travel Request
J— R J— R P - _— | 2. Expenses Reportdocumentation - Expenses Report J
2. Sales opportunity documentation - Opportunity Management -
v
« I >
w |Agi|\tyCcrp process documentation | 1.HumanResources processes 2. Vacationleave Request documentation 2. Recruitment documentation 2. Travel Request documentation 14

Repeat this procedure to link all the diagrams to pages in the Portal.

3. Publish the portal to web format
Once built, the Documentation Portal can be exported to the Web as a HTML file to share with other
users within the organization.

To publish your Portal, do the following:
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1. On the Publish tab, in the Publish group, click Web.

Publish

L]

Resources

» N el

button or by double clicking them.

2. Select the diagrams you wish to publish.

]
Select individually by using the .

»
Select all by using the . button.
When all the diagrams you wish to publish are selected, click the Next button.

bIZGQI Copyright © 2002-2014 Bizagi. All rights reserved.
Mocia o




Select Diagram

Available Diagrams Selected Diagrams

B 2. Vacation Leave Request documentation (=] Agility Corp process documentation

[Z] 1. Human Resources processes

[Z] 2. Recruitment decumentation

(5] 2. Travel Request documentation

(5] 2. Job Vacancy documentaticn

(5] 2. Selection documentation

B 2. Accounts payable documentation

@ 2. Expenses Report documentation

2. Claims and complaints documentation

] @ 2. Purchase Request documentation

: @ 2. Purchase Crder decumentation
@ 2. Help Desk documentation

@ 2. Noncenformity decumentation
@ 2. Sales epportunity documentation

3. Choose the order in which you wish to publish your diagrams by using the ordering buttons on the
right-hand side. Once finished, click the Next button.
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Available Diagrams Selected Diagrams

@ Agility Corp process documentation
@ 1. Human Rescurces processes
@ 2. Recruitment documentation
@ 2. Travel Request documentation
@ 2. Job Vacancy documentation
@ 2. Selection documentation
. Accounts payakle documentation
. Vacation Leave Request documentation
. Expenses Repert documentation
. Claims and complaints documentation

Purchase Request documentaticn

W
v

Purchase Crder decumentation
Help Desk documentaticn

Moncenfermity decumentation

~
LS

(2]
(]
]
[+

Sales cpportunity documentaticn

Pet ” Cancel |

4. For each diagram select the elements that you wish to publish in the documentation and click Next.
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Select Elements

Diagrams

2, Recruitment

Il Recruitment and Selection Process

Available Elemenis Selected Elemenis

(A Boments (fass..

’ Requisition Meeds Approval?
[ ] Approve Request
Selection Process

B <> Mew candidates Required?
(&) Onboarding
[

[E] Inform About Rejection

Cancel

5. Specify the appropriate folder in which to publish your process. This folder should have Read and
Write permissions.
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Select Path to Publish Files

Gath: | Wshared, Documentation Portal|

[ Finizh H Cancel |

Once the process has been published on the Web, you will be able to view your Documentation Portal.

- Agility Corp process documentation
‘ EJngI Agility Corp process documentation ey
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R [ -
Agility Corp process documentation ) ) m: ‘
| »
Agility Corp F = |
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FAQ Manuals Contact us Help
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1. Customer Service processes ‘ @ | | | [j |
1. Purch:
urehases procasses ‘ Human Resources Financial Customer service Purchases |
1. IT processes ‘ | | | G |
1 Quality processes ‘ |
T Quality Marketing
— — — — — — — — — — — — — — —
1. Marketing processes
2. Recruitment documentation b e
12agl

Click here to see the Web output of this Portal
Download here the complete Documentation portal in .bpm format
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Importing diagrams

Bizagi Modeler allows you to import diagrams from:

¢ Microsoft Office Visio or
e XPDL format files.

Importing existing models will enhance agility and continuous process improvement efforts.

You can also import the Extended Attributes that you created in a previous model and use then in your
current model.

We highly recommend using the same Extended Attributes within all your models. This allows you to

maintain a uniform standard for all your documented processes.

Click here for more information about Extended Attributes

Click here for more information about Importing Extended Attributes

Why do you need to import?

Process diagramming requires a lot of dedication. Organizations often dewote a significant amount of
time and resources to it, and may use sewveral diagramming tools.

If this is the case and you have existing diagrammed Processes, all that valuable work will not be
wasted. You can import your diagrams to the Bizagi Process Model and seamlessly continue to diagram
and document.

Import diagram from Visio

Microsoft Office Visio is a very common tool for diagramming processes. Bizagi Modeler allows you to
import such processes to enable editing and manipulation.

To import diagrams from Visio, follow the steps below:

1. On the Export/Import tab, in the Import group, click Visio.
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2. Select the stencil used in Visio to diagram the process.
If you click on the Mapping option, you will see the similarity between each of the elements used in the
Visio Stencil and those of Bizagi Modeler.
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Visio BPMM Diagram

To Bizagi Process Modeler

Mone — [| Mone Task
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Reference — [| Mone Task

Standard Loop Task —= [ Mane Task
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—= [] Maone Task
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Approved?
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3. Click the OK button and upload the Visio file to be imported.
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4. You will be able to modify the process in Bizagi Modeler after import.

Supported Stencils

The stencils that are currently supported are those shown below:

rIl'I'lpﬂ!'t Visia file o

Choose Stencil | Yisio Basic Flowchart = Mappings..

Wisio BPMM Diagram

:‘u“isiu:u BasicFlowchart =S

ITP Process Modeler | | Cancel
iserver BPMN |
Frapu BPhM

Tormislaw BPMM

For each stencil, you may review which elements are supported and how are they mapped in Bizagi:
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Visio BPMN Dvagram
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Visio BPMM Diagram
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Script
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— ]
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— []
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— []
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Bizagi Process Modeler
Mone Task
Mone Task
Script Task
Send Task
Receive Task
Service Task
Manual Task
User Task
Mone Task
Mone Task
Mone Task
Mone Task
SubProcess

SubProcess

Ok Cancel

K Cancel

You will need to ensure that your Visio model uses one of this stencils instead of “EPC Diagram

shapes”.
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Import diagram from XPDL

The XML Process Definition Language (XPDL) is a format standardized by the Workflow management
Coalition (WfMC) to interchange business process definitions between different workflow products. The
XPDL format can store all aspects of a BPMN diagram, such as attributes, resources, etc. Also, some
graphical information is held, for example position coordinates of the elements.

Using XPDL in Bizagi offers the possibility to share your diagrams with other modeling tools that use
BPMN notation. You can import your diagrams to XPDL using the BPMN 2.0 notation shapes.

For more information about the currently supported XPDL version, refer to Supported standards.

To import your diagrams follow the steps below.

1. On the Export/Import tab, in the Import group, click XPDL.
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2. Browse and select the XPDL file and click the Open button.
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3. The XPDL file load and you can edit it in Bizagi Modeler. It will appear as if the diagram was created

directly in Bizagi Modeler.
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Import diagram from BPMN

Bizagi Modeler allows importing diagrams created with other modeling tools that BPMN xml 2.0 format to
Bizagi Modeler.

For more information about the currently supported BPMN version, refer to Supported standards.

To import your diagrams follow the steps below.

1. On the Export/Import tab, in the Import group, click BPMN.
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2. Browse and select the .bpmn file and click the Open button.
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3. The BPMN file load and you will be able to edit the diagram in Bizagi Modeler. It will appear as if the
diagram was created directly in Bizagi Modeler.
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Simulation

Simulation is a tool to evaluate the performance of a model, under different configurations and over long
periods of real time, to reduce the chances of failure to meet specifications, to eliminate unforeseen
bottlenecks, to prevent under or over-utilization of resources (including people and money), and to
optimize system performance. '

Simulation requires a clear objective to get maximum value for effort. This objective strongly influences
the level of detail in the required data.

Bizagi Simulation follows BPSim_(Business Process Simulation) standard that allows enhancement of
business process models captured in BPMN to support rigorous methods of analysis.

1. Introduction to modeling and simulation. State University of New York at Binghamton.

What is simulation
Experiment definition

Randomness is simulated by the use of probabilities for sequence flows and token routing and also by
using statistical distributions to reflect variability in process times of activities etc. To make sure results
are valid, the simulation needs be run for long enough to yield random behavior without chance (consider
the scenario of tossing a coin or rolling a dice multiple times). Provision should be made to compare
results from the same scenario, but different run lengths or replications.The required run length to yield
usable outcomes depends on the process model structure, amount of variability and the objective;
consequently, a single recommended run length cannot be provided. A replication shares the same
scenario configuration and runs for the same length of time, but uses an alternative random stream.

Comparison

Simulation is well known for providing what-if analysis capabilities; a single simulation run can provide
valuable insight on the performance of a particular scenario. The simulation of multiple scenarios and the
possibility to compare key outcomes, adds further value and support to decision makers.

Simulation in Bizagi

Overview

Bizagi Modeler allows simulation your business processes under the BPSim (Business Process
Simulation) to support decision making and boost theit continuous improvement.

To start using simulation in Bizagi all you need is a complete Process model. otherwise, it will not be
able to be simulated.
For a complete simulation analysis we recomment using four levels:

e Lewvel 1 -Process Validation
e Lewel 2- Time Analysis

e Lewel 3 - Resources Analysis
e Level 4 - Calendars Analysis
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Each subsequent level incorporates additional information that adds more complexity, providing a
coherent analysis of your processes. Lewels are not interdependent, you may start at any lewel if you
hold the required process data .

By default the Simulation mode will start at Lewvel one, the first time a Simulation is run for the process
model. It is best practice to start simulation at level one, and progress one level at a time. Howevwer. it is
possible to move between lewvels at any time.

Certain options will be available in the context menu of the ribbon according to the level selected. For
more information about these options, please refer to examples for each level.

For each simulation level follow these steps:

e Collect process data for the simulation.

¢ Add the data to the relevant shapes in the diagram.
¢ Interpret and present the outcomes.

How to create and run simulation models?

1. To simulate your process model, click the Simulation View button on the ribbon. If your diagram does
not have any errors your process will display in read-only simulation mode.
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2. The shapes that require information will be highlighted according to the simulation level in scope.
Note Bizagi will retain the level you are currently running once you save the model returning to the
Process Model view.
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3. Select each highlighted shape in turn and enter the information.
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4. Once all the data has been added, click Run to launch the Process Simulation window.
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5. Click Start to run the simulation. When you run a simulation, it will show an animated view of the
process in execution and the the flow of tokens between the activities.
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You may click the Stop button at any time to end the simulation.
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6. Once the simulation has run, the outcomes will display.
Click Results to view the outcomes.

[\ Process Simulation

> _enari - Display | Off - I.Complehzd".Averagetime".Awragetimewaitir‘g| m

% Position - B otaitime [ Total time waiting
Start  Stop \Results Close
L Analysis @ window
Simulation | Real Time Display | Close |

Applicant

7. Click the Export to Excel button, located at the bottom left, to transfer the Results chart to Excel.

- — —
£3 Simulation Results @E‘g

Purchase Process 100 100 839m 169,25 m 777 m 717717 m

Request

MoneStart Start event 100

Create

Purchase Task 153 153 422m 15,59 m 9,78 m 149607 m

Request

CATHHER Task 153 153 072m 553 m 298 m 4561 m

Request

Request

Authorized? Gateway 153 153

NoneEnd End event 45

MoneEnd End event 55

Boxchase Process 55 55 103,57 m 169,25 m 114,93 m 1925 m

Order

Quatations Process 55 55 68,57 m 134,25 m 7993 m 3300 m
B8 Export to Excel

8. Process to the next level of simulation and repeat step 2-8.
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9. To return to the Process Model view, click Close Simulation View.
Save your model for Bizagi to retain the current simulation level, returning to the Process Model view.

.. H | @ & - _-I_ PurchaseRequestProcess - Bizagi Process Modeler.

i Simulation View I“

[__ |
5 B = .
— =
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- imulation View
Simulation | Scenario ‘
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Request
Changes

Applicant

For information about how to manage scenarios, please refer to Scenarios

Considerations

Before creating a simulation model take into account the following considerations:

e The following BPMN elements are not supported by the simulation engine:
o Multiple events: Start, Intermediate and End.
o Complex gateways.
o Event based gateways followed by none intermediate events or tasks.
o Multiple instance tasks.
o Multiple instance Sub-processes.

¢ The following diagrams are not supported by the simulation engine:
o BPMN Choreography diagrams.
o BPMN Conversation diagrams.
o Transactional process.
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o Ad Hoc process.

e Elements contained in Reusable Sub-processes are not simulated. If you include a Resuable Sub-
process in your model you will have to set a owerall processing time for the shape. If you want to
simulate the logic included within a Sub-process, use Embedded Sub-processes.

e Tokens hawe not data associated, this affects the mapping of message, signal and link events:

o Message events require message flows to map tokens. Download an example.

o Links and Signal events are mapped based on their names. Make sure that throw and catch events
share the same name.

Simulation levels

Bizagi Simulation comprises of four levels. Each subsequent level incorporates additional information
exhibiting more complexity than the preceding one, thereby providing a detailed analysis of your
processes. Lewels are not interdependent, , you may start at any level if you hold the required process
data .

Level 1 - Process Validation: me first and most basic simulation level to evaluate

the structure of the process diagram.

Data: It requires estimated percentage splits of sequence flows to provide a basis for routing. It also
needs the value of the trigger counter contained in the Start Event shape.

Results: The outcomes show all paths activated during the execution and whether all tokens actually

finished. Additionally, it evaluates how many tokens passed through each Sequence Flow, Activity and
End Event.

> (1) Process Validation m@ Resource Analysis >@ Calendar Analysis

Level 2 - Time Ana|y3is: Second level of simulation to measure the end-to-end process

time.

Data: Apart from the data entered in Process Validation, estimated timings (senice times) of each
activity and the interval time between token generation is required. This data can either be constant or
samples from statistical distributions’.

Results: The results show process throughput times for tokens, presented as minimum, maximum,
mean and sum (total of all processing times). Similar results can be presented for individual key

activities.
D iy ST+ Caienaa: Anabis

Level 3 — Resource AnaIYSiS: Predicts how the process will perform with different

levels of resources. This level of detail provides a reliable estimate of how the process will perform in
operation.

1 Process Validation
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Data: In addition to the data entered in Time Analysis, this level includes the definition of resources
(and/or roles): how many are available and where they are used. Due to the inclusion of resources, the
activity times should be adjusted to represent the actual work time; delay due to unavailability of staff will
be explicitly indicated.

Results: The structure of the results is similar to Time Analysis. Also, the time spent, the time spent
busy or idle for each type of resource is presented.
This level assume an unlimited number of resources.

1 Process Validation 2 Time Analysis (3) Resource Analysis 4 Calendar Analysis

Level 4 — Calendar Analysis: Includes calendar information that reflects the process

performance over dynamic periods of time, such as shifts, days schedules or weeks.

By default Bizagi includes a chosen calendar that works 24/7. If no calendars are defined, Bizagi will
assume that the defined Resources will always be available.

Data: Apart from the data entered in Resource Analysis, it includes the definition of resource calendars.

Results: The structure of the results is similar to Resource Analysis.

1 Process Validation 2 Time Analysis 3 Resource Analysis 'E' Calendar Analysis >

EXAMPLE

To better illustrate each of the simulation levels let us consider an Emergency attendance process. In
this process a call center receives a report of an emergency. Upon receiving the call, a call center agent
enters details on the person affected, the symptoms and the physical address where the emergency
occurred.

On receipt of the report, a qualified nurse classifies the emergency according to its sewerity.

e Green: Low sewerity. The patient can be easily stabilized.

e Yellow: Medium severity. The patient requires special attention but can be stabilized at the place of
emergency.

e Red: High severity. The patient must be collected and taken to the nearest hospital.

According to the priority assigned, the Emergency attendance department presents a different level of
response.

e Green: This triage is assisted by a quick response vehicle (i.e. a motorcycle) carrying two people: a
paramedic and a doctor.

e Yellow: This triage is assisted by a basic ambulance having a doctor, nurse and a paramedic on
board.

e Red: This triage is assisted by a fully equipped ambulance holding two doctors, a nurse and a
paramedic.

If the emergency is green or yellow, the process finishes once the response team arrives at the at the
place of emergency.

If the emergency is red, the fully equipped ambulance transfers the patient to the nearest hospital. During
the transfer a nurse carries out the necessary paperwork to ensure quick admittance.
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When the patient arrives at the hospital with the necessary paperwork, the receptionist will be able to
admit the patient quickly and provide medical assistance immediately.

Call Center

2g

Manage
patient entry

Red Authorize Entry .

Arrive at
=l @
Yellow Qav

Fully equiped
ambulance

Patient Assistance

Graen Arrive at
patient place 4)0
BA

Basic Ambulance | Quick attention Vehicle | Hospital receptionist

This process must be carefully analyzed in order to reduce the time between receiving the request and
providing medical assistance (at the place of emergency or the hospital). Here, time is life. Bizagi
Simulation will help us to make clear decisions to best design the business process and reduce the
emergency wait time.

1. Refer to BPSim specification to review statistical distributions supported and their explanation.

Level 1 - Process Validation

Overview

The first level of the simulation validates the Process Model, making sure the process passes through all
the sequence flows, and behaves as expected.

Resources, processing times and costs are not included in this level. Such parameters will be included
later in subsequent levels.

When validating a Process Model the simulation results will show if:
e Gateways are synchronized.

e Messages are synchronized.

e Decisions probabilities are correctly assigned.

e Routing behaves as expected.

All tokens have ended.

Bizagi offers real-time animation of simulations to easily identify problems. The Results report will show
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the behavior during execution

Defining the input data required for this level

In the Process Validation level you will note that only Start Events and Gateways are enabled for editing.
For this level you need to define:

Max.arrival count: Define the number of token instances the process will generate (or trigger). We
recommend defining a large enough number (at least 1000) to allow the execution to stabilize and
present reliable outcomes.

Select the Start Event of the process and click the Gear icon on the pie menu. Enter the Max.arrival
countin the pop-up window.

".- | =

Simulation View | L

s 2 = @ 0 O

Run  What-If Analysis | Properties Resources Calendars Close
‘ SimulationView ‘

Simulation ‘ Scenario

Close
Level °> @ Process Validation m@ Resource Analysis >@ Calendar Analysis | I Scenario 1
1 Request

- o 4@ Control

I O%™

E' a

3 o o Max. arrival count @

-
-

=
El oK Caneel
T
g 1 1
= -
] -] e
: g AV Mo -
E Request
o Authorized?

H Yes

2

g

Note:

The simulation will finish when one of these options happens first: sceario's duration is reached, max
arrival count is reached.

When you define a scenario duration, (in the scenario’s_configuration) the simulation will finish once
this duration is reached, disregarding the Max arrival count.

The same applies the other way around: once the max arrival count is reached the simulation will
finish disregarding the scenario's duration.

Gateways routing: Inclusive and exclusive Gateways have activation probabilities. Probabilities are
values between 0 and 100%.
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Select the Gateway and click the scroll arrow icons (5_35) to set the probabilities.

‘.H | & ' -_ PurchaseRequestProcess - Bizagi Process Modeler ”

J Simulation View | &

= 5 @ W 5 B

Run  What-If Analysis | Properties Resources Calendars Close
= SimulationView
Simulation Scenario Close
Level © (1) Process Validation 2 Time Analysis @ Analysis ,@-Calmmm-‘ [ Scenario 1 ]

Request
2 Changes

] Create

H O P Purchase

% Request

=
- i |
< o @ Probability @
g )
= LI ==y No Request Changes Yes
2 E Request
£ - Ouip0 )
H Request )
= Authorized? A

B
33% ":‘ 33% 34%

E Yes

=

&

g

a

=

=

=

H Quotations Purchase Order

If you do not define probabilities for the paths, they will be equally distributed.

Running the simulation

Once the required data for this level have been defined, click the Run button to execute the simulation.
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J mulation View | &
(=) = =
= [= & 7 0

hat-If Analysis | Properties Resources Calendars Close
Simulation View

Simulation Scenario Close
Level P validati 3R = \fi\ Calendar Analysi | Scenario 1 ]
©) o o ERCTIRDG > |
Request
Changes
] Create
E O 3 Purchase
% Request
=
- h 4
2
E Autharize N _O
% § Request : Mo :
= @
E Request
= Authorized?

Yes

Purchasing Depart ment
—
L

w
- )
O

Quotations Purchase Order

In the new window, click Start to run the simulation.

. Process Simulation _' _--_ D M -n-_— ﬁ ‘
D |S(enan - | Display |Oﬁ' A ‘ I completed a
& position v

Stop Results s
|_-Analys|s < window
Simulation Real Time Display ‘ Close ‘
z Create
= Purchase
& Request
=
®
5 ]
g "
K . ARuthcnzte > / \ =O
: | > N e
k] -]
E Reqpest
& Authofized?
£ Yes
g
£
=
a
]
:
2
]
z
l o) I l o) I O
g CQuotations Purchase Order

When running a simulation, the following analysis data will display:
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e Number of completed tokens.
e Number of token instances created.
e Number of instances that activate each shape.
e Number of finished instances.
8 Process Simulation _v —'_ . ﬁ
’ D Scenari  ~ | Display Off < [.Comp\eied B
Start  Stop Resulfs % Position i -
Eﬁm\ysis = window
Simulation ‘ Real Time Display | Close |
CECI|
E
z
3
g W 145
g Authorize h/[lit] W 37
F f Request N v NS
E Reqpest
& Authofized?
H Yes
E
z W 53 W 53
5: I ] 1 ] SEE
H
3 | [3]
E Quatations Purchase Order
When the simulation is finished, view the results by selecting the Results option.
u Process Simulation -_‘- - —
> . Scenari ~ | Display |Off - [.Completzd m
4+ Position -
Start  Stop\ Resuls Close
EAnalysis & window
Simulation | Real Time Display | Close |
CECC

Request
hanges

Applicant

I “mw )

= W 136

g Autharize L /mus ] /4
Ll

g § Request Mo U

= @a

A Reqglest

e Authofized?

For this first level, the results of the simulated outcome will contain the following information:

e Name: Identifies the specific BPM shape for which the results are displayed.
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¢ Type: Identifies the element type of the BPM shape.
¢ Tokens completed: Indicates how many tokens were processed (instances) during the execution of
the simulation.

You can transfer the results report to Excel by clicking the Export to E xcel button.

F —— — Al
3 Simulation Results E@g

Purchase Request Process 100
Monestart start event 100
Create Purchase Task 146
Request

Authorize Request  Task 146
i:?:;rsiied? Gateway 146
MNoneEnd End event 47
NoneEnd End event 53
Purchase Order Process 53
Quotations Process 53

£8 export to Excel

Example: Validating the Emergency attendance process

We wish to validate the process flow of the Emergency attendance process:

Receive
Emergency
Report

Call Center

Classify Trisge Manage
patient entry

0 Pick up patient

Red Autherize Entry .

Arrive at
=) @
Yelow Qav

Triagq type

Fully equiped
ambulance

Patiant Assistance

Quick attention Yehicle | Hospital receptionist

Grezn Arrive =t
patient place —O
BA

Basic Am bulance
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Define the required input data for this lewvel, namely the max.arrival count and the probabilities for all
decision Gateways

1. In this example we will generate 1000 token instances. Click the Start Event and then the Gear icon.
Set the control's value to a 1000.

’ H - - Patient Assistance - Bizagi Pri

Simulation View | #

o S s B D

Run  What-If Analysis | Properties Resources Calendars Clase
Simulation View

Simulation Scenario Close

@ Process Validation 2 Time Analysis Analysi )’7‘ Calendar Analysi | [ Scenario2 ]

] @)
£ Q 3 Control
- E |
=
5 et o
Max. arrival count @
=
‘ 1000 o |
@
2 N Manage
= patient entry
) X
22
25 u<.|> 31 Pick up patient |-
=% '
s 3=
g &
=
=
F ]
= T
£ =
E] 2
= g Red Au
=
a
3
b

4 1]

| Nianram 1

2. Define the probabilities for all outgoing paths of the Gateway. Suppose the emergency department has
estimated, based on historical data, that the probabilities for the different sequence flows are:

* Green: 20%

* Yellow: 30%

* Red: 50%

Define each probability for the Gateway named Triage type.
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q H| - . ' t Patient Assistance - Bizagi Process Modeler
| simulation View | &
B = (Y]
5 0 e B B

Run  WhatIfAnalysis | Properties Resources Calendars Close
- Simulation View

Simulation Scenario Close
(1) Process Validation 2 Time Analysis Analy (3 Calendar Analsi ] [ Scenario 1 ]
— . :
22 N
3=
z

fed Authorize Entry O
a ol  Probability®
1,0 Red Yellow Green

]
Triage type

Quick attention Vehicle | Hospital receptionis

50% 30% 20%

. -

Basic Ambulance

3. Parallel Gateways always activate all outgoing sequence flows; therefore, it is not necessary to define
probabilities for this Gateway.

4. Click the Run button.

q H = -~ - Patient Assistance - Bizagi

J Siquiation View | &

% = & oI, ®

hat-If Analysis | Properties Resources Calendars Close
Simulation Scenario

Simulation View

Close

@Pm(ess\falidaliun 2 Time Analysis Analy >"2\r- dar Analy ] [ Scenario 1 ]

E Receive

I} O I: Emergency

= Report

o

2

] 3 Classify Triage N Manage
4 patient entry

b@ | Pick up patient

Fully equiped
ambulance

lent Assistance

ptionist

Now, click Start to run the simulation. Note how the number of completed events are displayed in
execution.
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@ Process Simulation — — -— — e ]
D Scenari +| Display O - [ M comptetea n

s Result 4%+ Position -
op  Resul Close
L2 Analysis - i
Simulation | Real Time Display | Close ‘
5 W 1000
E (@i |  Fecene
S b Emergengy
= Report
S
g C T msos |
2 Manage
Classify Triage
E o patient entry
T 503
Is W 503 ]
_E-E v— Pick up patient
g3
E]
£E
g |3=
g 2
=
it
H 2
ERE
S H Red
=
2
H
4

When the simulation is complete, select Results.

4 Process Simulation — . 4 - - — s

> I:l EE |Scenai - | Display |Off vl.Cumpletd n

<3+ Position -

Start  Stop |Results Close

L Analysis ~ Erer)

Simulation | Real Time Display | Close

] m 1000
E @i |  Fecene
S b Emergengy
= Repart
5
miw )
H Manage
5 Classify Triage
2 y Triag patient entry

W 503
W 503 ]
v— Pick up patient
W 1006
L - (23

Fully equiped
ambulance

Patlent Assistance

Hospltal receptionist

Analyzing the resulits
The results obtained are:
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Analyzing the results we conclude that some

' ™y
£4 Simulation Results _— l"_lﬂlg
Patient Assistance Process 1000
MoneStart Start event 1000
;:;eo‘:f Emergeney  ag 1000
Classify Triage Task 1000
Pick up patient Task 503
Authorize Entry Task 1006
Red triage end End event 1006
‘:I';‘::ama“e”t Task 311
‘:I':::;;pa“e”t Task 186
Yellow triage end End event 311
Green triage end End event 186
Triage type Gateway 1000 i
Tﬂi’:ge patient  rag 503
ParallelGateway Gateway 503
ﬂg Export to Excel

thing is wrong. The number of tokens (1000) created at the

Start Event of the process differs to the sum of tokens completed at the End Events (1006+311+186).

Can you identify what is wrong in the flow?

If you watch the diagram carefully, you will see there is no point of convergence, that is, no shape has
been defined to synchronize the paths that exit the Parallel Gateway.

—ee

Manage
patient entry

|

Pick up patient —

|

It is necessary to merge the outgoing flows
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into a single flow before the token continues to the next




activity. To do this, include a Parallel Gateway (as a convergence element) to synchronize them.

Manage
patient entry

—_—

Pick up patient

-

Authorize Entry .

Once the change is done, Run the simulation again. Looking at the new results we can see that all is
working as expected: The number of tokens created (1000) is equal to the sum of tokens completed (483
+315+202). In addition, each token is passed correctly to the triage based on the probabilities defined.

(@ Simulation Resul [ESEEE)
imulation Results
- —

Patient Assistance Process 1000
MoneStart Start event 1000
;:;eo‘:f Emergeney  rag 1000
Classify Triage Task 1000
Pick up patient Task 483
Authorize Entry Task 433
Red triage end End event 483
‘:I';‘::éi{’f“e”t Task 315
‘:{;::;;pa“’”t Task 202
Yellow triage end End event 315
Green triage end End event 202
Triage type Gateway 1000
Manage patient Task 433
entry
ParallelGateway Gateway 483

ﬂg B Ead ParallelGateway Gateway 483

i
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Level 2 - Throughput time analysis

Overview

The second level of the simulation is useful in measuring end-to-end process time.
Here, resources are not included; Bizagi assumes an infinite capacity to awid delays in the process
flow. This is the best case scenario under the given flow and processing times.

Defining the input data required for this level

In addition to the information specified in the previous lewel, the following must be defined in the
throughput Time Analysis:

Arrival interval time: Defines the time interval between token instances generation. Instances will
be created until the max.arrival count is reached. This applies to Start Events, Activities that start
processes or Timer Events.

Select the Start Event of the process and click the Gear icon on the pie menu. Set the value for the
control.

| PurchaseRequestProcess - Bizagi Process

Simulation View | L3

= @[5 @ O

Run  WhatIfAnalysis | Properties Resources Calendars Close
Simulation View

Simulation Scenario

Level 1 Process Validation 2) Time Analysis 3 Resource Analysis Calendar 5is. 2 1
ly: y i nario

Close

L Request
- o Control
i
1Y
2 ‘Arrival internal {mins) @)
1w 3 4

Mas. arrival count g

-
100 -

Purchase Request
Boss

e

Yes

o

¢ One option is to define the arrival interval time as a constant by entering a value. The time units for this
value are defined in the scenario’s configuration.
In the following image tokens instances are generated every 5 minutes.

rchasing Department
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Control

Arrival internal {mins) g

Ma. arrival count 0

L

e Alternatively, define a statistical distribution. Click the advanced icon alongside the field to view and

select a distribution.

Control

Arrival internal (mins) @

QK

Cancel

| 5

Parameter Type Selector

Max. arrival count @ \

\‘ All H Constants H Distributions

=
-

Numeric

Integer value
OK

Beta Distribution

Binomial Distribution

Erlang Distribution

‘Gamma Distribution

LogNormal Distribution

Cancel

Once selected, you will be able to set the parameters of the distribution.

In the following image the time between generation of tokens instances is exponentially distributed with
mean equals to 5 minutes. Tokens will be generated until 100 are reached.
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Control

Arrival internal {mins) 0
Megative Exponential Distribution =

hean 5

Max. arrival count o

1k

100

] 4 Cancel

Processing times: Defines the amount of time an Activity or Event needs to process a token. That
is, it defines a senice time period from the moment a token arrives at an Activity or Event until it is

executed.

Click the Activity or Event. Select the Clock on the pie menu, and enter a processing period in the Time
Control.

‘.H | @ ﬁl’urchﬁsﬁequeﬁﬁocessfEizagi Process Modeler ;rv__

| Simulation View | ¢

iz 2 = w5 0

Run  What-If Analysis | Properties Resources Calendars Close
- ‘ Simulation View

Simulation Scenario Close
Level @ 1 Process Validation (2) Time Analysis 3 Resource Analysis @Mﬂs—' [ Scenario 1
Request
Changes.
= Create 1 .
E O . Purchase Time
z Request Py,
= A
T Processing time @
0 0 0 0| :Si
dys bs omins ses
3
E’ aunorize | OK Cancel
= 2 Request
] -]
2 @ +w
E Reguest
= Authorized?
€ Yes
g
H
a
5
&
F) ‘ |» | |» O
E [+] [+]
]
= Quotations Purchase Order

e You have the option of defining the processing time as a constant by entering values in the
corresponding units.
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Time

Processing time 9

0 0 3 12| &8

days hirs miins =

oK Cancel
e Alternatiwvely, define a statistical distribution. Click the advanced icon alongside the field to view and

select a distribution.

Time

Processing time o

s
| 0 ‘ 0 | 0 | U|(ﬂlg D Parameter Type Selector
days hrs mins s \
\‘ All ‘ Constants ‘ Distributions
OK -

Numeric

Integer value
Beta Distribution Binomial Distribution
Erlang Distribution Gamma Distribution LogNormal Distribution

Once selected, you will be able to set the parameters of the distribution.
In the following image the processing time of a token in a specific activity is normally distributed with
mean 5 minutes and standard deviation of 3 minutes.
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Time

Processing time [mins) 9

Mormal Distribution =1
— | ==
Mean 5 |»
F Y
Standard deviation 3 |-
QK Cancel

Running the simulation

Once the required data for this level have been defined, click the Run button to execute the simulation.

CIFEET Puhasekeauesoraces 5523 Frcas Wagsr T

J Simulation View |®

d [___;
(Y= E w & O
_j hat-If Analysis | Properties Resources Calendars Close

hd ‘ Simulation View

Simulation 5cenario Close

Level o 1 Process Validation @ Time Analysis 3 Resource Analysis @—Mm_{ [ Scenario 1 ]
L Request
- Changes
= Create
= O I Purchase
% Request
=
= v
2
E Authorize » .
§ g Request . Mo -
£ &
5 Request
= Authorized?
E Yes
2
E
a
=
[=]
: :I{ } :{ } :I‘)O
E
s
& Quotations Purchase Order

In the new window, click Start to run the simulation.
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When running a simulation, the following analysis data will display.
e Number of tokens completed.

¢ Awverage time per activity.

e Total processing time per activity

‘ Process Simulation

> D Scemai  ~ | Display OFf - | I compieted| [l average time n
4 Position © Ml Totaltime
Start  Stop  Results Close
L5 Analysis T window
Simulation Real Time Display Close ‘
W 100
H7L77Tm
W 717717 m
E
=
=
-
o
=
W 153
= W2%m
]
E W 4561 m
g Authorize L= mas
=
@ E Request No b
2 @
E Reqpest
& Authofized?
t
s
H
=
&
@
-]
E]
£
2
£
g
2 Quotations Purchase Crder

Results

When the simulation is complete, select Results to view the outcome.
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Start  Stop \ Resulis Close
|22 Analysis & window
Simulation | Real Time Display | Close ‘

Applicant
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F
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] E Reguest *
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For the Time Analysis level, the results of the simulated outcome will contain the following information:

o Name: Identifies the specific BPM shape for which the results are displayed.
¢ Type: Identifies the element type of the BPM shape.

¢ Tokens completed: Indicates how many tokens were processed (instances).
¢ Tokens started: Indicates how many tokens arrived at the shape.

e Minimum time: Indicates the minimum processing time of the shape.

e Maximum time: Indicates the maximum processing time of the shape.

¢ Average time: Indicates the average processing time of the shape.

¢ Total time: Indicates the total time employed to process the shape.

You can transfer the results report to Excel by clicking the Export to Excel button.

r — —— =]
£ Simulation Results lil_‘g
Purchase Process 100 100 330 m 169,25 m 7,77 m 17747 m
Request
Nonestart Startevent 100
Create
Purchase Task 153 153 422m 1559 m 9,78 m 149607 m
Request
puihcrs Task 153 153 072m 553 m 29 m 4561 m
Request
Request
Authorized? Gateway 153 153
MoneEnd End event 45
NoneEnd Endevent 55
BNrhase Process 55 55 103,57 m 169,25 m 114,93 m 1925 m
Crder
Quotations Process 55 55 68,57 m 134,25 m 79,93 m 3300 m
E Export to Excel
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Example: Performing a time analysis for the Emergency
attendance process

In order to provide a general insight into processing times, the emergency response department has
decided to perform a time analysis.

For this analysis the following assumptions have been made:

e Necessary resources to perform activities have infinite capacity.

¢ The expected time between reports is 5 minutes.

e The simulation will evaluate a period of 1 week.

e The estimated processing times for each of the activities are fixed as shown in the next table:

Activity Processing time (min)

Receive emergency report 4
Classify Triage 5
Manage patient entry 11
Pick up patient 20
Arrive at patient place QAV 7
Arrive at patient place BA 10
Authorize entry 4

1. Define trigger times. To do so, click the Start Event and then the Gearicon on the pie menu.
For this example, the expected time between reports is 5 minutes, so set the time to this value. Note the
value entered is in minutes.

For more information about units please refer to Scenarios.
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2. Define the Activities' processing times.
Click the Activity, select Clock on the pie menu and set a value for the Time control.
In the following image the processing time for the first activity is set to 4 minutes.

g H| - . T t Patient Assistance - Bizagi Process Modeler -y — ) T

J Simulation View ‘ﬂ

s & 3 0 o

Run  What-If Analysis

Properties Resources Calendars Close
SimulationView

Simulation Scenario Close

Level ° 1 Process Validation @ Time Analysis 3 Resource Analysis endar An [ Scenario 1 ]

£
é Time
=
g

Pm:essingtimeo

Lol of 4 o

days hrs mins  secs
@
g2 lanage
H tient entry

OK. Cancel

i: X
%g I + | Pick up patient - )

3. Once all the processing times have been defined, run the simulation. Click the Run button.
Note the simulation shows analysis findings for each shape in real time as it executes, such as average
time, total processing time and the number of completed tokens.

bIZDgI Copyright © 2002-2014 Bizagi. All rights reserved.

Modaior




[ Process Simulation v - -— —— T —_— — = | D 3
. Scenai - | Display Mormal - [ic‘:mplm[.nveragemme n

& position W Totaltime
Start  Stop Results T
LE Analysis ~ window
Simulation Real Time Display ‘ Close

(53
W2584m
W 1788 m

Call Center

Fick up patient

Fully equiped
ambulance

Palient Assistance

| by
mm
(L) & t H119m
rrive 3
17
catient pce | »(® )
Vellow ‘l v l S

4. When the simulation is finished, select Results to view the outcome.
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Analyzing the results

As we mentioned before, the results on this level give us a general insight into the cycle time of the
process. For this specific case we are able to identify the expected time a person has to wait from the
moment the emergency is reported until medical attention is received.
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4 Simulation Results l"_lﬂlg

16m 3Em

Fatient

" Process 2011 2017 2506 m 61436 m
Assistance
MoneStart Start event 2017
Receive
Emergency Task 2016 217 4m 4m 4m 8064 m
Report
Classify Triage Task 2015 2018 5m 5m 5m 10075 m
Pick up patient Task 1004 1005 20m 20m 20 m 20080 m
Authorize Entry Task 1003 1004 4 m 4m 4m 4012 m

Red triage end End event 1003

Arrive at patient

place QAV Task 616 817 im im m 4312 m
Arrive at patient Task 397 393 10m 10m 10m 3920 m
place BA

Yellow triage

End event 616
end

Green triage end  End event 392

Triage type Gateway 2015 2015
:"nat':ge patient  r.o 1005 1005 1m m im 11055 m
ParallelGateway Gateway 1005 1005
ParallelGateway Gateway 1004 1005

ﬂg Export to Excel

Based on the results, we can conclude:

e A patient waits at least 16 minutes before receiving medical attention.
e A patient waits no more than 33 minutes for medical attention.
e The expected time a patient waits to receive medical attention is 25,06 minutes.

Level 3 - Resource analysis

Overview

This analysis shows the potential effect of resource constrains on process performance. Remember that
a Resource is defined as a person, equipment, or space necessary for the execution of a specific task.

In the previous level, Time Analysis, we assumed infinite resource capacity, that is, activities are able to
process infinite quantity of tokens at the same time. However this assumption is not practical at all. In
real terms there are always resources constraints.

The most common issue arising from introducing resources constraints is that tokens need to wait to be
processed at a given moment. This results in bottlenecks and increase in cycle time, thereby reducing
the capacity of the process.

Money is another resource directly or indirectly inwlved in a process. Consequently, this level also
allows you to analyze your business operation in terms of costs.

bIZGgI Copyright © 2002-2014 Bizagi. All rights reserved.

Kiodaior




The purpose of this analysis is to identify and minimize the impact of these constraints in terms of cycle
time and costs.

The resource analysis results will allow you to evaluate the following performance measures:

e Sub- or over-utilization of resources.

Total resources costs.

Total activity costs.

Delays (time an activity waits for a resource).
¢ A more accurate expected cycle time.

Defining the input Data required for this level

By default the Performers defined in the process documentation are defined as resources. In the
Resources Analysis level you need to define the following parameters:

Resources: Remember that a resource is a person, equipment or space necessary for the execution
of a specific task.

To define a Resource click the Resources option found in the ribbon.

._ H | & - ,PurchaseRequeslProcessW

| Simulation View IA

- —1 o X faa
z & [Efi#)° o

Run  WhatIf Analysis | Properti

Resources JCalendars Close
| Simulation View |

Simulation |

Process Validation 2 Time Analysis @ Resource Analysis 4 Calendar Analysis Scenario 1

Request
Changes

Close

Create
O P Purchase
Request

Applicant

Authorize . .
Request ? Mo L

Reguest
Authorized?

Purchase Request
Boss

A new window will display the available resources.
To add a new resource, click Add resource.
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Availability

Resources Quantities

Call center agent

Murse

Ambulance

Quick Attention Vehicle

Basic Ambulance

Receptionist

[ ]
e Resources

Select Add performer.

STl ge=a Call center agent

Murse

Ambulance

Quick Attention Vehicle
Basic Ambulance
Receptionist

Enter the name, description and type of the new resource. Click OK.
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Mame |Nurse

Person who determines emergency situatior1|

Drescription

Type @) Role () Entity

Aresource isa Business Entity (e.g., a company,
company division, or a customer) or a Business
Role (e.q. a buyer, a seller, a credit analyst), whic
controls or is responsiblefor a business process
a business activity.

Availability and costs of resources:
To define availability and costs of resources, select the Resources option found in the Ribbon. The

availability of Resources determines how many resources of a given type you have as a whole (not for a
particular activity).

8| 3 ~ Puchaseheaisstrocess Bag Pragess Wiodeer
| Simulation View I”
=

fin =
Run  What-If Analysis Close

| Simulation View |

Simulation | Close

Level e 1 Process Validation 2 Time Analysis @ Resource Analysis 4 Calendar Analysis Scenario 1

Request
Changes

Create
O P Purchase
Request

Applicant

=

H

5 Authorize . .
% E Request . Mo :
= =]

E Reguest

o= Authorized?

A new window will display the available resources. In the Availability tab, enter the value for each
Resources available.
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Availability

Resources Quantities

Call center agent

Murse

Ambulance

Quick Attention Vehicle

Basic Ambulance

Receptionist

[ ]
e Resources

To define the costs of Resources, proceed to the Costs tab.
You can define the fixed and per hour costs for each Resource.

* Fixed cost: This cost is generated each time a resource processes a token.
e Per hour cost: This cost is generated for each hour a resource employs processing a token.

The cost units are defined in the scenario's configuration.
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Availability

Resources Fixed cost Cost per hour

Call center agent 0

Murse 0

Ambulance 04

Quick Attention Vehicle 0.3

Basic Ambulance

Receptionist

[ ]
e Resources

Resources requirements: Tasks require resources to be performed. Once you have defined the
process' resources, you have to define how many are required in order to perform a task.

To define the Resources requirements for a task, click the task and select the Resource icon in the pie
menu.

q H - . ' ‘_ PurchaseRequestProcess - Bizagi Process Modeler ._- — ’ B

J Simulation View | &

T =1 T
= B [E & 7 B

Run  What-If Analysis

Properties Resources Calendars Close
Simulation View

Simulation Scenario Close
Level § 1 Process Validation
Reguest
<) 0.]& Changes.
z Create :
k] O |  Purchase
5 sl Resource
=0 -
selection @
@ AND @ OR
3 Administrative Assistant
g
=z Autharize
2 2 Request Supplier
2 g
£ = Purchase assitant
[~
E OK Cancel
3
a
&
a
: {1 1al o
E [+] [+]
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Select the desired resources from the list available in the Resource window.

You can select one or more resources. The AND/OR selection mode is available in order to define if all
the selected resources are required by the task at the same time or only one at a time.

Resource
selection e
i@ ANDT OR

Administrative Assistant
Supplier

Purchase assitant

Ok Cancel

For each resource selected you must define how many of them are used in the task.

Resource

Selection (E)

i@ ANDIT) OR

3

Asdministrative Assistant
supplier

Purchase assitant

1

Ok Cancel

Activity costs: The cost of performing an activity, that is, how much an activity costs once executed.

To define the cost of performing an activity, select the Activity and click Cost on the pie menu.
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‘ Diagram 1

Set a fixed cost amount. The cost units are defined in the scenario's configuration..

Cost

Fixed cost ()

Y
| 10 3

Ok Cancel

Running the simulation

Once the required data has been entered, click the Run button to execute the simulation.

bIZDgI Copyright © 2002-2014 Bizagi. All rights reserved.

Modalor

00% O——0——@ B




at-If Analysis | Properties Resources Calendars Close
SimulationView
Close
(3) Resource Analysis 4 Calendar f | Scenario 1
-
] H
€
I Emergency
= Report
J
H]
5 Classify Triage
Z
I (
£z
E' = Pick up patient
g3
]
=ZE
g [2°
c
2
=
F ]
= T
| £
= 2
£ | Red
E
B
&
=]
= -

In the new window, click Start to run the simulation.
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' Process Simulation

’ D Scenaii - | Display |Off ~| I completed [l 2veragetime [l Average time waiting n

eSS

X

1+ Position - .’atamme .’ata\tlmewa\tug
Start JfStop  Results Close
L Analysis - window
Simulation | Real Time Display | Close ‘
z
£
=
]
=
o

Manage
-

Fully equiped
ambulance

Pick up patient

Patient Assistance

Hospital
receptionist

Red Autharize Entry

Red triage end

Arrive at
——————— i patient place )O
Yellow QAV

Quick attention
Vehicle

Triage type Yellow triage
end

Arrive at
m;, patient place —O
BA

Greentriage
end

Basic Ambulance

When running a simulation, the following analysis data will display.
e Resource usage status.

Number of tokens completed.

Average time per activity.

Total processing time per activity

¢ Average waiting time per activity.
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Results

When the simulation is complete, select Results to view the outcome.

‘ Process Simulation

> . fenari ~ | Display OF - .Compleizd .Awaragetlme .nveragetimewailirg n
‘E’ Position - . Total time . Total time waiting
SER Close
|22 Analysis - window
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3 [ R —
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H5m 3 L
2
g I T !
H assify Triage 0
z 0 20 40 60
| T ___Jman |

For the Resource Analysis level, the results of the simulated outcome will contain the following
information for Process and Resources:

For Process and activities
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CEE=Tam W T e

Resources m Tokens completed | Tokens started m Total time | Min. time waiting res |
Patient Assistance Patient
N Process 2011 2017 1Em 33m 2506 m E1436 m
| Assistance
I I
MNoneStart ool 2017
event
Receive
Emergency Task 2016 2017 4m 4m 4m 8064 m 0
Report
Classify Triage Task 2015 2016 5m 5m 5m 10075 m 0
Pick up patient  Task 1004 1005 20m 20m 20m 20080 m 0
Authorize Entry  Task 1003 1004 4m 4m 4m 4012 m 0
. End 1
Red triage end 1003
9 event
Arrive at
patient place Task 616 617 im Tm im 4312 m 0
QAV
Arrive at
patient place Task 332 383 10m 10m 10m 3520 m 0
BA
Yellow triage End
616
end event
Green triage End
end event 32
Triage type Gateway 2015 2015
Manage
. Task 1005 1005 i1m im 1im 11055 m 0
patient entry
Paralleifat . 1005 1005 T
B8 Export to Excel a1 = ;

Name: Identifies the specific BPM shape for which the results are displayed.

Type: Identifies the element type of the BPM shape.

Tokens completed: Indicates how many tokens were processed for each specific BPM shape.
Tokens started: Indicates how many tokens arrived at the shape.

Minimum time: Indicates the minimum processing time at the shape.

Maximum time: Indicates the maximum processing time at the shape.

Average time: Indicates the average processing time at the shape.

Minimum time waiting resource: Indicates the minimum time a task had to wait for a resource.
Maximum time waiting resource: Indicates the maximum time a task had to wait for a resource.
Average time waiting resource: Indicates the average time a task had to wait for a resource.
Standard deviation: Indicates the standard deviation of the average time a task had to wait for a
resource.

Total fixed cost: Indicates the total cost of performing a task during execution of the simulation.

For Resources
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Patient Assistance

Call center agent 40.00% L[] 0
Administrative

assistant LDz < U
Nurse 5241 % 0 0
Ambulance 48,84 % 0 0
MNursez 0.00 % [ 0
Quu;k Attention 21399 2 2
Vehicle

Basic Ambulance 1847 % 0 0
Receptionist 1991 % [H] 0

e Usage: Indicates the percentage of time the resource was busy.
* Total fixed cost: Indicates the fixed component cost of using the resource.
* Total unit cost: Indicates the variable component cost of using the resource.

Example: Performing a resource analysis for the
Emergency attendance process

In order to analyze the impact of resources constraints in the Emergency attendance process, the
emergency department has decided to perform a resource analysis.

For this analysis the following assumptions have been made:
e The expected time between reports is 5 minutes.

e The simulation will evaluate a period of 1 week.

e Resources can be shared between activities.

The following tables respectively show:
e The resources inwolved in this process, the current available quantity and the related costs.

Resource Quantity Fixed Cost (US) Unit Cost (US)
Call center agent 2 8 0
Nurse 2 5 0
Fully equipped 4 30 0,4
ambulance
Basic ambulance 2 25 0,3
Quick attention vehicle 2 18 0,22
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Receptionist 2 8 0

e The necessary quantity of resources for each activity.

Receive emergency report Call center agent 1
Classify Triage Nurse 1
Manage patient entry Nurse 1
Pick up patient Fully equipped ambulance 1
Arrive at patient place QAV Basic ambulance 1
Arrive at patient place BA Quick attention vehicle 1
Authorize entry Receptionist 1

e The cost associated with the performance of each activity.

Receive emergency report 2
Classify Triage 1
Manage patient entry 1
Pick up patient 0
Arrive at patient place QAV 0
Arrive at patient place BA 0
Authorize entry 1

¢ The estimated processing times for each of the activities

Receive emergency report 4
Classify Triage 5
Manage patient entry 11
Pick up patient 20
Arrive at patient place QAV 7
Arrive at patient place BA 10
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Authorize entry 4

Define the required input data for this level: Resources, requirements and costs.

1. Define the resources inwlved in the process. Create the necessary resources from the Resources
option.

Simulation View

- = A
= B [Z] ey
Run  What-If Analysis Resources

-

[alendars Close
Simulation View

Close

@ Resource Analysis 4 Calendar Analysis

Simulation

Availability

Resources Quantities

Call center agent

Murse

Ambulance

Quick Attention Vehicle

Basic Ambulance

Receptionist

[ ]
aa RESOUrCES

3. Define the resources requirements for each activity. Click the activities and then the Resources icon.
Set the resource and number of instances to perform the activity.
For example, here we are defining that the second activity requires a nurse in order to be performed.
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O P Emergency
Report

Resource Manage
B patient entry
selection @
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i

™ Call center agent '<I-> »| Pick up patient |3

™ Administrative assistant

F Nurse 1|3
™ Ambulance g
Red 3 Authorize Entry I
™ Nursez
Red triage end
I Quick Attention Vehicle o

™ Basic Ambulance

Arrive at
™ Receptionist » »| patient place |- »
Yellow QAV

Triage type Yellow triage
o end

0K Cancel Arrive at

Green | patient place |- O
‘ ‘ ‘ -

&

Basle &

Green triage
end

4. Finally, define the cost of performing each activity. Click the activity, select Cost and enter the
corresponding cost.

Here we are defining the the cost of performing the Manage patient entry activity is 1 dollar. This cost is
related to paperwork and calls.
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Run  What-If Analysis

Properties Resources Calendars
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SimulationView ‘

Simulation Scenario Close

Level e alidation 2 Time An @ Resource Analysis 4 Calendar Analysis Scenario 1

Receive
Emergency
Report

Call Center
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Murse

Cost

Activity cost @@

| -

Fully equiped
ambulance
L

Patient Assistance

Hospital receptionist
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Diagram 1 -
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5. Click Run, then select Start in the new window to execute the simulation. Note the number of
completed Events are displayed. When the simulation is finished, select Results to view the outcome.
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Analyzing the resulits

As we mentioned before, the results of a resource analysis give us a general insight into the cycle time
of the process. Consequently, we can identify how the cycle time is affected.

First we analyze the process results.

4 Simulation Results 2| B
- - -
Patient Assistance i
Patient Process 1922 2017 16m 657 m 0491m 632 m
Assistance
Nonestart Start o7
event
Receive
Emergency Task 016 2017 4m am 4m 064m 0 0 0
Report
Classify Triage  Task 1950 1952 5m Btm 13001 m 253528 m 0 3%6m 12571 m
Fick up patient  Task 970 871 20m 30m 2025m  1941m 0 10m 025m
Authorize Entry  Task 944 244 4m 4m 4m 377%6m 0 0 0
Red triage end  E9 Em
event
Arrive at
patient place  Task 599 599 m nm 706m  4Z0m 0 am 006m
Qav
Arrive at
patient place  Task 379 380 0m 15m 1006m  3B/Um 0 5m 006m
BA
Vellow triage  End ==
end event
Greentriage  End .
end event
Triage type Gateway 1950 1950
Manage Task a44 944 m 336m 137,2m  129519m 0 325m 1262 m
patient entry
ParallelGateway Gateway 971 971
88 Exportto Eecel ParallelGateway Gateway 944 970
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Compared with the best case scenario achieved in the previous lewel, the inclusion of resources

constraints has significantly increased the cycle times.

e The minimum time remains at 16 minutes but the maximum increased to 657 minutes and now the
average is 204,91 minutes. The previous results only had an average waiting time of 25,06 minutes.

e As is evident, the processing times for each activity have changed. Now, they reflects delays. The
highest average processing times are recorded at Classify triage and Manage patient. The average
waiting times confirm there is a problem in those activities. Possibly, resources used in them are not
enough.

Now lets analyze the resources results.

' ™y
9 Simulation Results lﬂlﬂu

a

Patient Assistance
Call center agent 40,00 % 6051

Murse 99,91 % 14480 0

Ambulance 48,12 % 29130 77616

Quick Attention

Vehicle 20,80 % 14975 12579

Basic Ambulance 18,84 % B3840 835,78

Receptionist 1873 % 2832 0

ﬂg Export to Excel

e The usage of the resources indicates some sub and over-utilization.

e For this case we confirm our hypothesis about a possible problem of resources capacity.

¢ The nurse who performs the Classify triage and Manage patient reception has a usage of 99,91%. This
means she is utilized at full capacity and tokens have to wait until she becomes available. The
emergency department should consider increasing the number of triage nurses to reduce senice and
waiting times, and thereby reducing the cycle time.

Wel'll see if the situation gets better including a new nurse in the available resources. Now we would have
three nurses.
Click Run to simulate the new scenario.

Analyze the new results:
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8 Simulation Results
Fatient Assistance oatient
Process 2011 2017 16m 35m 2526m 61436 m
Assistance
Nonestart Start 2017
event
Receive
Emergency Task 2016 2017 4m 4m 4m 864m 0 0 0
Report
Classify Triage  Task 2015 016 sm 7m 52m 10474m 0 2m 02m
Pick up patient  Task 1004 1005 0m 2m 2om w080m 0 0 0
Authorize Entry  Task 1003 1004 am am am a1zm 0 0 0
Redtriage end  ENd 1003
avent
Arrive at
patient place  Task 516 617 7m 7m 7m s2m 0 [] 0
QAv
Arrive at
patient place  Task 392 393 10m 1m 10m 21m 0 im 0
BA
Yellowtriage  End a0
end event
Greentriage  End 392
event
Triage type Gateway 2015 2015
Manage Task 1005 1005 um 5m 106m  L13m 0 am 0,06 m
patient entry
ParallelGateway Gateway 1005 1005
B ParallelGateway Gateway 1004 1005

¢ Introducing another resource brings us closer to the best case scenario with no process delays. The
minimum time remains at 16 minutes, the maximum now becomes 35 minutes and the average 25,26

e The results also show waiting times close to 0 in the activities where they exist. The current resources
are sufficient to avoid critical delays.

The above can be confirmed from the resources results.

' ™y
3 Simulation Results LIM

Resources Total fixed cost Total unit cost
[1]

Patient Assistance

Call center agent 40,00 % 6051

Murse 69,88 % 15105 (1]
Ambulance 43,64 %o 30150 8035,4
\?:r:f; fﬁe”“”” 139% 15425 12939
Basic Ambulance 1947 % F074 863,72
Receptionist 19,91 % 3012 1]

ﬂg Export to Excel

e Usages are acceptable. Nurses now hawe a utilization of 69,88%.

e From the resources cost perspective, there was a total cost of 84.163 US. The new cost of 86.986 US
includes the additional nurse. The increase of 2.823 US offsets the benefit in reducing the average
waiting time to 179,5 minutes.

e There may be other ways to reduce the cost even further and to improve resource utilization, but for
now we can accept the state of affairs.
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Level 4 - Calendar analysis

Overview

In addition to the resources constrains discussed in the previous level, we should also consider the effect
of resources availability over time to obtain a better understanding of true process performance.

In real scenarios, processes are subjected to ever changing conditions in the availability of resources.
Holidays, weekends, shifts and breaks restrict and define the true performance of a process.

This level predicts how a process will perform during dynamic periods of time, such as shifts, days
schedules or weeks.
At the end of this level you will obtain more accurate information on:

Sub- or over-utilization of resources.

Total resources costs.

Total activity costs.

Delays (time an activity waits for a resource).
Expected cycle time.

Defining the input data required for this level

Additional to the information required in the previous level, the following must be defined in the Calendar
Analysis:

Calendars: A Calendar defines resource capacity over certain periods of times. They define the
schedules, shifts, holidays and other time constraints to reflect the process in real life.

To create a Calendar click the Calendars option. Click Add calendar.
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Simulation View | 4

R

Run  What-If Analysis | Properties Resource

. Calendars. g

Simulation Scenario \\
You have no calendars defined. Click Add to create new calendar definitions.
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‘ Diagram 1

Defining a Calendar is done in the same way as Outlook. Thus, you can configure time shifts or longer
periods of time.
In the Calendar configuration you find the following options:
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(s ™y
u Calendars g

Calendar
[ NewCalendar 1

I Mame MewCalendar_1

Start time 11:45 AM

Duration 30 minutes .

Recurrence pattern
@ Daily Every | 1 | days
@ Weekly

&) Monthly

) Yearly

Range of recurrence
start | 06/18/2013

@ Mo end date

) End after: | 10 | occurrences
E Add Rernove

@ End by:| 07/18/2013

Ok

W A

e Name: Defines the name of the calendar. It should be short and clear in order to allow identifing the
period of time it represents. For example night shift, cooffe break, lunch hour etc.

o Start Time: Defines the starting time of the calendar.

e Duration: Defines the total duration of the calendar.

e Recurrence Pattern: Defines the frequency with which a Calendar will be repeated. It can be daily,
weekly, monthly or yearly.

e Range of recurrence: Defines the period of time for which the calendar applies.

o Start of recurrence: Defines start date of the period of time for which the calendar applies.

e End of recurrence Defines the end date of the period of time in which the calendar applies. It can
also be defined in terms of number of recurrences.

Click OK to save the changes.

Calendars assignment:
Additionally in this level, you have to define the availability of resources for each defined calendar.

To define the calendars assignment click the Resources option

For each Resource (row) you must define the availability for each calendar (column).

Keep in mind that if you leave a Calendar blank, Bizagi will assume the availability value of a resource is
the one defined in the Default Calendar.

This calendar includes the same resources availability defined in Level 3 (Resources Analysis).
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Run  What-If Analysis

-

Properties) Resources JCalendars Close
Simulation View

Simulation Close

Validation 2 Time Analysis 3 Respurce Analysis

(4) Calendar Analysis >

Availability || Costs |

Resources Default calendar MewCalendar_1

Call center agent

Administrative assistant

Murse

Ambulance

Murse2

Quick Attention Vehicle

Basic Ambulance

Receptionist

"‘.'.Add resource ‘ [-7 Add calendar ‘

Running the simulation

Once the required data for this level have been defined, click the Run button to execute the simulation.

Simulation View

T = 5
= = E & B O

Run  WhatIf Analysis | Properties Resources Calendars Close
SimulationView

-

Simulation Scenario Close

s Validation 2 Time Analysis 3 Resource Analy

In the new window, click Start to run the simulation.
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end
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Basic Ambulance

When running a simulation, the following analysis data will display.
e Status of resource usage

Number of tokens completed

Average time per activity

Total processing time for each activity

e Average waiting time for each activity

Results

When the simulation is complete, select Results to view the outcome. For a calendar analysis , the
results of the simulated outcome will contain the following information:

Resources (All resources)
Tab for each Resource

e Name: Identifies the specific BPM shape for which the results are displayed.
e Type: Identifies the element type of the BPM shape.

e Tokens completed: Indicates how many tokens were processed (instances).
Tokens started: Indicates how many tokens arrived at the shape.

Minimum time: Indicates the minimum processing time of the shape.
Maximum time: Indicates the maximum processing time of the shape.
Average time: Indicates the average processing time of the shape.

Total time: Indicates the total time employed to process the shape.

Min. time waiting: Indicates the minimum waiting time for the shape.

Max. time waiting: Indicates the maximum waiting time for the shape.
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Avg. time waiting: Indicates the average waiting time for the shape.

Standard deviation waiting: Indicates the standard deviation of the waiting time for the shape.
Total time waiting: Indicates the total waiting time for the shape.

Total fixed cost: Indicates the total fixed cost for the shape.

Example: Performing a calendar analysis for the Emergency
attendance process

In order to analyze the impact of calendars in the Emergency attendance process, the Emergency
department has decided to perform a Calendar analysis.

The shifts for the process will be as follow:

Resource Morning shift (6:00 am -2:00pm)  Day shift (2200 Night shift (10:00
pm - 10:00 pm) pm - 6:00 am)

Call center agent 2 2 1
Nurse 3 3 3
Fully equipped ambulance 4 4 4
Basic ambulance 2 1 2
Quick attention vehicle 1 2 1
Receptionist 2 1 1

1. Create the three calendars (working shifts).

Click the Calendars and add a new Calendar.

We are going to create the Night shift. In the Calendar configuration options enter the following
information:

e Name: Type Night Shift
o Start Time: This calendar starts at 10:00 pm (see table above) so this is the start time
e Duration: This calendar starts at 10:00 pm and finishes at 6:00 am so the calendar duration is 8

hours.

e Recurrence Pattern: This calendar is repeated everyday so select Daily and type 1 in the alongside
field.

o Start of recurrence: This calendar applies always so the start date is the same start date of the
simulation.

e End of recurrence This calendar applies always so it has no end date.
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[ Simulation View ‘A

s 2 =% B D

Run  WhatIf Analysis | Properties Resources Calendars Close "

Simulation ‘ Calendars
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Simulation | Scenario

1 Process Validation 3 Time Analysis iR FZ Moarningshift

Wame | Night Shift |

EZ pay shift
Start time | 10:00 PM -| S
| [ Night Shift

5 Duration | & hours - |
H O Receive g
S | Emergeny 1
= Report
S

© Recurrence pattern

Q Daily 2} Every days
2 ©) Weekly
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(| © Yearly

© Range of recurrence

start | 05/01/2013
@ No end date )

@ Endafter: | 10 | occurrences
7 Add | Remove
. @) End by:| 07/13/2013

Red triage en

< m
|Diagram1 | [—L r

Repeat the procedure for the morning and day shift calendars.

Fully equiped
ambulance

Patient Assistance

liospital receptionist

2. Through the Resources option, set the availability of resource for each calendar created previously.

._ H - Patient Assistance - Bizagi Process Modeler

J Simulation View |A

. % T @D @O

Run  What-If Analysis | Properties Resources Calendars Close
- Simulation View

Simulation Scenario Close

Level @

Validation 2 Time An 3 Resource Analysis @CalendarAnalysls } [ Scenario 1

| @ Fesources [ESI=]~) 3

Availability ” Costs ‘

s
H Receive N )
g O o] e, Resources Default calendar MeerningShift Day Shift Night Shift
3 Report = = = =
E Call center agent [ 2 5 [=F [ [+ E
Nurse ‘ 3 C| | 3 C‘ | 3 C‘ | 3 C|
Ambulance ‘ 4 :| | 4 :‘ | 4 :‘ | e :|
=2 - - - -
g Al quickatentionvenie |2 (2] [ 1 2 [ 23] [ 1 3]
4
Basic Ambulance [ 28 [ = [ - E
Receptionist ‘ 2 2 | | = ‘ | = ‘ | 1[5 |

| &Add resource | | EAdd calendar |

' '
Red { Authorize Entry |> O
Red triage end

3. Click the Run button. When the simulation is finished, select Results to view the outcome.

Fully equiped
ambulance

Patient Assistance

ispital receptionist
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Analyzing the resulits

Recall that incorporating ever changing conditions in the resource availability gives us a better
understanding of true process performance.

The results of the calender analysis will reflect this change. Let us analyze them.

First we examine the process results:

9 Simulation Results
Patient Assistance
Patient Process 2011 2017 16m ¥m 243m 61077 m
Assistance
NoneStart Start g7
event
Receive
Emergency Task 2016 2017 4m 4m 4m sosdm 0 0 o
Report
Classify Tiage  Task 2015 016 5m Tm si9m  1049m 0 2m 019 m
Pick up patient  Task 990 992 20m 2tm 2m 19802m 0 1m o
Authorize Entry  Task 989 990 4m am 4m 396m 0 0 o
Redtriage end  ENd 289
event
Arrive at
patientplace  Task 619 620 7m 15m 759m 469558 m 0 am 0,58 m
Qav
Arrive at
patient place  Task 403 103 10m 30m 1074m  432758m 0 0m o74m
BA
Yellowtiage  End @B
end event
Greentriage  End 103
end event
Triage type Gateway 2015 2015
Manage Task 991 992 1iim 4m 11,07m  10974m 0 im 0,07 m
patient entry
ParallelGateway Gateway 992 992
8 Bport o Bxce ParallelGateway ~Gateway 990 991

¢ The average time a patient waits for assistance suffered a little increase from 25,06 minutes to 25,48
minutes. This is not significant.

e The increase from 35 to 39 minutes in the maximum time can be explained by the existing waiting
times in some of the activities of the process that were not present in the previous level.
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e The Arrive at patient place BA task has a maximum waiting time of 20 min. It could be critical for a
patient, however the average waiting time is 0,74 min. It is clear that high waiting times in this task are
rare.

e Despite the presence of waiting times, they are not regarded critical.

The resources usage results will highlight any critical capacity problems.

' ™y
9 Simulation Results lilﬂlg

]

Patient Assistance

Call center agent 48,00 % &051

Murse 69,39 % 15040 L1}

Ambulance 49,16 % 29760 79288

Quick Attention

Vehicle 3225% 15500 1300,2

Easic Ambulance 2399% 7254 586,06

Receptionist 2355% 2970 1]

B8 Export to Excel

e The highest usage is for the Nurse. Remember that this resource performs two activities in the
process: Classify triage and Manage patient entry.

e From the Process results we can conclude that the usage of nurses is not at full capacity since the
waiting times of the associated activities are not significant.

e Assigning shifts and resources did not overtly affect the process in general; therefore, we can conclude
that the allocation is adequate for our purpose.

Scenarios

Bizagi Simulation allows you to create multiple scenarios for your process model, to analyze different
combinations of data input and observe many possible outcomes. Scenarios are completely independent
from one another, from the definition of the scenario itself to the data included in each shape of the
model.

When you are in Simulation View, the model will display a default scenario created by Bizagi. All
information entered belongs to that specific scenario. The name of the process scenario being simulated
is displayed above the model:
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Run  What-If Analysis
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Simulation Scenario Close

Call Center

Manage

Classify Triage
v © patient entry

Murse

Pick up patient >

Fully equiped
ambulance

tient Assistance

eptionist

c_.
g

Click the Properties button in the ribbon to manage the scenario.

= izagi Process E
Simulation View
2 2 (= ys - O
7 2 Lo =2 (=]
Run  What-If Analysis || Properties urces Calendars Close

- Simulation View
Simulation rio Close
Level @ (1) Process Validation 3 i a i [ Scenario 1

o Scenario pm_ -

Name o Scenario 1
]
s Realistic scenario
= Description @
S
Author @
Version @ 1.0
@
: stat @ | 06132013 anage
- patient entry
Duration @ 7 |
gays hrs
T, Base time unit @ Minutes
% E Base currengy unit § USD - United States Dollar E” O i —
g3
23
g |3 : Replication @ |
= ™
5
z Seed @ |
2 E
= H
: |8
= a ]
= ks
: [4
Diagram 1
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For each scenario provide the following information:

e Name: The name of the scenario. It should be clear and descriptive to easily identify the simulation
conditions.

Description: A detailed description of the new assumptions and changes made to the process.
Author: The person or group that created the scenario.

Version: The version number of the scenario.

Start: Date on which the simulation starts.

Duration: Period of time during which the process will be simulated.

Base Time units: The units in which time metrics and results will be displayed.

Base currency unit: The units in which cost metrics and results will be displayed.
Replication: Number of simulations for the given scenario.

Seed: Value of the seed used to generate random numbers.

Note:

We recommend using 30 replications to make sure the simulation reaches a stable state.

For the replications to take place, keep in mind that you should run the What-If analysis which
provides direct results (instead of using the graphical simulation with Real-time display at the Run
option). Notice that you may select only 1 scenario, to run the 30 replications.

Note:

The simulation will execute according to the duration defined disregarding the max arrival count.

If the max arrival count is reached and the duration is not, the resources will remain idle and the
results may not reflect the reality.

If no duration is defined, the default duration is 30 days.

Create scenarios
To create a new what-if scenario, select the W hat if option (found in the Simulation group on the ribbon)
and select Manage scenarios.

Process Modele

g

] Simulation View

T | =1 5
= 5 [E & & 0B

Run | What-If Analysis | Properties Resources Calendars Close
‘ SimulationView

Manage scenarios

Create and editscenarios. Close

Manage scenarios X o -
Level % 9 Time Analysis 3 Resource Analysis

(4) Calendar Analysis > [ Scenario 1

Click New. Two actions are available:

e Duplicate selected scenario: Creates a copy of the current scenario with the same parameters
configurations (number of resources, processing time, calendars etc).
e Blank scenario: Creates a scenario with blank simulation parameters.
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ﬁ Manage simulation scenarios u
EIS-:enariu 1 Mame 9 Scenario 1
Starting scenario evaluating i
LAFETT 0 every level as required
Author o Bizagi
Version 9 1.0
Start ) 05/01/2013
Duration g 7 0 0 0
days hirs miins H=
Base time unit g Minutes \
Base currengy unite USD - United States Dollar -
Replication o 1
Seed 1
[ new
g@ Duplicate selected scenario b_
(ElNew > § Dok
Ok
- =

Edit the new scenario to add specific information to your activities.

BH| ' atient Assista Bizagi

Simulation View | L

s 2 F % B O

Run | What-If Analysis | Properties Resources Calendars Close
'ﬁu Simulation View
1- Scenario 1 i Scenario diez ‘

' Scenariod

ition 2 Time Analysis 3 Resource Analysis

(4) Calendar Analysis >

" Manage scenarios

What If analysis

W hat if analysis is a powerful tool for improvement that evaluates how strategic, tactical or operational
changes may impact the business . Through different scenarios you will be able to perform a true-to-life
analysis of your processes without putting your business operation at risk.
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Bizagi allows you to easily carry out what-if analyses on your processes to evaluate, understand and
predict the effects of your decisions over given performance measures. You will be able to perform W hat
if analysis in any of the simulation lewels.

You will be able to answer questions like:

e How would the processing time of a case decrease if the number of available resources is doubled?

e What would be the cost/benefit rate of reducing the process time in a specified activity?

e What would be the effect of altering the working shift configuration in the operational cost and senice
level?

The reports generated in W hat if analysis will display the results of all scenarios to be easily compared.

Note:

We recommend using 30 replications to make sure the simulation reaches a stable state.

For the replications to take place, keep in mind that you should run the What-If analysis which
provides direct results (instead of using the graphical simulation with Real-time display at the Run
option). Notice that you may select only 1 scenario, and in this example we used 100 replications.

Using What if analysis
To perform a what-if analysis, first create the desired scenarios and then run the simulation, selecting the
scenarios for comparison.

Compare scenarios
When each scenario with its relevant data has been created, click What if and mark the scenarios you
wish to compare. Thereafter, run the simulation to generate the reports.
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S H Patient Assistance - Biza

| Simulatiog
e s T O
- o=
= ¥y
Run Properties Resources Calendars Close

‘ Simulation View ‘

Scenario Close

urce Analysis @ Calendar Analysis >

glect the Scenarios:

Scenario 1
Cenario 2 - resources

Red

The Report will compare the scenarios, including all information for the selected analysis lewvel. For
readability, disparities are highlighted in color.

We recommend comparing two scenarios at a time; with many scenarios the results evaluation may
become too complex.

What if analysis example

Based on the calender analysis example, we will reduce the number of resources for all shifts and see if
the processing times are affected.
To do this, we will create an additional scenario by duplicating the original one:
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r" Manage simulation scenarios u1
EIScenario 1 Mame @) Scenario 2 -Resorces
Scenario 2 -Resorces scenario to evaluate changing =
LTI '9 in resources availability I
Author e Bizagi
Version 9 1.0
Start ) 05/01/2013
Duration 7 0 0
days  his mins secs
Base time unit Minutes A
Base currengy unita ARS - Argentine Peso -
Replication a 1
Seed 1
@New b Deelete
O
kE o
In Scenario 1 the resources availability is:
Resource Morning shift (6:00am -2:00pm) Day shift (200  Night shift (10:00
pm - 10:00 pm) pm - 6:00 am)
Call center agent 2 2 1
Nurse 3 3 3
Fully equipped ambulance 4 4 4
Basic ambulance 2 1 2
Quick attention vehicle 1 2 1
Receptionist 2 1 1

In Scenario 2 the resources availability will be altered as follows:
We reduced Nurse, Fully equipped ambulance and Receptionist. We increased basic ambulance and
quick attention vehicle.
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Resource Morning shift (6:00am -2:00 pm)  Day shift (2200 Night shift (10:00
pm - 10:00 pm) pm - 6:00 am)
Call center agent 2 1
Nurse
Fully equipped ambulance

Basic ambulance

N N N N DN

2
2
2
2

N N N DN

Quick attention vehicle

Receptionist 1 1 1

We run the what-if analysis including both scenarios.
Mark the scenarios and click Start.

S H Patient Assistance - Biza

| Simulatiog

R BRI

Run} What-If Analysis | Properties Resources Calendars Close

/ | Simulation View |

Simulation Scenario

Close

. . 3 -
. What-If Analysis Scena N surce Analysis {j} Calendar Analysis >

glect the Scenarios:

scenario 1

Cenario 2 - resources

riage

Red

As soon as the analysis is complete, the Results will display.
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Color is used to emphasis differences between scenarios. Values that differ are highlighted in red.
The resources results show that the usage of resources increased, especially for the Nurse, now at full

capacity. This gives us an idea that there will be delays and patients will be held waiting. The positive
result is that costs are reduced.

{4 Simulation .L

Resources T‘)tnl rl:lj €08 t TI Ital urlt CCSt
Patient Assistance

Call center agent Scenario 1

Call center agent Scenario 2 - 26599 % 6051 0 |
resources

Nurse Scenaria 1 7124 % 15295 [

Nurse SEETDE- 98.37 % 14425 [
resources

Ambulance Scenario 1 51.69 % 31290 83364

Ambulance Scenario 2 - 9538 % 29910 7966.4
resources

Quick Atiention Scenario 1 29.99 % 14800 1241.4

Vehicle

Siiccaiisgtion SEEEIDE= 19.23% 13875 1162.8

Vehicle resources

Basic Ambulance Scenario 1 2214 % 6840 836

Basic Ambulance iD= 21.15% 6534 798.6
resources

Receptionist Scenario 1 2425 % 3123 0

Receptionist TERTETD 2= 36.82 % 2883 0
resources

ﬂg Export to Excel

Analyzing the outcomes we note that:
The completed tokens have been reduced. This means we are tending to less patients with this new
resources distribution.

T 2w Taaaaas. 2020 st

i Tokens completed | Tokens started roaltme | Min-tn T
Patient Assistance
PR STIETE 2017 39m 25.86m 62436 m
Assistance 1
Patient Scenario
- - Process 1877 2017 16m 934 m 348.13m 58029 m
Assistance
TespUrCEs
NoneStart Scenario  Start 207
1 event
Scenario
NoneStart 2- I 2017
event
TEsoUrces

Waiting time has increased in several activities:
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Resources m Max. time waiting resource | Awg. time waiting for resource | Standard deviation waiting resources
Patient Assistance Patient
Assistance
Patient
Assistance
MoneStart
MoneStart
Receive
Emergency 0 a (1] 0
Report
Receive
Emergency 0 0 1] o
Report
Classify Triage Zm 0.21m 0.42 m 4]
Classify Triage 478 m 220.19 m 14447 m 4]
Pick up patient 1m 0 .04 m 2
Pick up patient 188 m 80.97 m 48.57 m 8l
Authorize Entry 0 0 1] o
Authorize Entry 4 m 013 m 0.62 m 1
B8 Export to Excel T a— =

In the whole, this new scenario is not beneficial. The hospital cannot afford such high waiting times since
it offers a health care senvice.

We recommend reverting the resources availability for Nurse and Ambulance to their original values, and
changing the availability of other activities. Run the simulation again and examine the results.
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Team Collaboration

Team Collaboration is a feature that allows teams to participate simultaneously in the definition of a
process, aiding innovation and delivering efficiency across organizations.

Multiple users work simultaneously on a model during the process's design phase, achieving greater
participation of team members and, ensuring the best quality in a process's definition.

Bizagi's collaboration features allow users to change and improve a process's flow, run online team
discussions and enter comments in real time, visible to all participants.

Collaborative process modeling

Collaborative process modeling requires a Model to be stored in a location where you, and your team,
can access it. This means you need a network connection in order to be able to access the shared
model.

You can save your collaboration process models on your computer, in a file server or using cloud
(online) storage storage senvice.

To enable collaboration, select Share Process on the Team Collaboration group and select a shared
location.

fa Share Process

Share Process

Share Process to work in collaboration

Selecta shared location where other users canaccess this Process

Process location | C:\Users\gemana'\Documents\New Model bpme

Finish Cancel

Once the model is saved Bizagi Modeler creates a file with a .bpmc extension, along with a new folder.
The folder contains special files to make collaboration work, PLEASE DO NOT MANIPULATE THIS
FOLDER.

Allocate appropriate permissions to your team, so that they can access the new folder and the files
within. Anyone with access to the location, where the collaboration model is saved (the .bpmc file), can
access the Model.
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Sharing a model in a File Server

Your collaboration models can be saved on your company's file server. After sharing a model give your
team the permissions to the file and folder through Windows' Sharing options.

Right-click the folder and the .bpmc file and click the arrow next to Share with. Select Specific people to
add the necessary people. The invitees will have access to the model.

mv| y. ¥ Libraries » Documents » i

— A a
Organize = Share with '1| Burn MNew folder
. MNeob: :
74 Favorites @ Ne ody I|brary
J Capeta Specific people...
B Desktop MName Date modified Type Size
4. Downloads
17 Dropbox 1. Purchase Request 28/03/201210:20 a...  File folder
E| My Documents @3 Purchase Request 28/03/201210:20 a... Bizagi Collaborati... 1KE

“Zl Recent Places

= Libraries
@ Documents

Sharing a model in a Online Storage Service

If you have Internet access at your company, you can also share your models via Online Storage
Senices such as Dropbox, Sugarsync or SKky drive.

To share a model in an Online Storage Senvice, follow the steps below:

1. Download and install the Online Storage Senice software on your computer, in this example we will
use Dropbox.

Note

Since a shared model relies on both a .bpmc file and an annex folder, it is strictly important to ensure
that you open a model when having both the file and the folder in the same path (by using the desktop
software that synchronizes files from your online storage senvice).

2. A Dropbox folder will be created on your computer. Any files placed in this folder can be shared with
other users of Dropbox.
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%v|_ v Dropbox »

—— e — - . | e— J—
Organize = Include in library = Share with » Burn MNew folder
4 ¥ Favorites MName ° Date modified Type Size
. Carpeta Magica o BPM 18/01/2012 09:16 a...  File folder
B Desktop o, Modeler 28/03/2012 09:19 a...  File folder
1 Downloads @, Otpi 3 18/01/201212:50 ..  File folder
EWJ &= Photos 18/01/201211:02 a...  File folder
| My Documents @ Public 18/01/201211:02 a...  File folder
" Recent Places & undefined 18/01/201210:58 a...  File folder
:] Comenzar 24/04/2011 01:52 ..  Adobe Acrobat D... 222 KB
4 [ Libraries
1> @ Documents
[N Y
3. Login to Dropbox. Create an account if you do not already have one.
& Sgnin v
4 — Y

‘ modeler@bizagi.com |

{& Dropbox F rememoerme |

Create an account

Watch a Video

4. Save your new folder, containing your Share Model, and all the files within to the Dropbox folder. Right-
click on the folder where you stored the collaboration file and select the option Invite to folder.

A window will be displayed. Enter the email addresses of the people you wish to share the model with
and click on Share folder. This will allow your team access to the model.
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47 Dropbox @Dropbox [+ @8 Q Search Drophox

5 Sharing Name & Kind Medified
{9 events
""" Get Started :

.. M shared folder
“ |j. Download
MO| [& Delete shared folder
= [+ Rename
Otp shared folder
% Move

(=) fold
Phg Copy alder
Public folder

Now Introducing m undefined folder

Teams!
Start with 1000GB ?* Comenzar.pdf document pdf 472472011 1:52 PM

Help Privacy More &

Sharing a model in your computer

If you do not have company access to a File Server or Internet, you can share your models on your own
computer. As soon as you share a model, give your team the permissions to the file and folder through
Windows' Sharing options.

Right-click the folder and the .bpmec file and select the arrow next to Share with. Select Specific people
to add the necessary people. The team members added will have access to the model.

mv| |, » Libraries » Documents »

— o— 4
Organize « Share with '1| Burn MNew folder
\ Mok -
¢ Favorites @ No ody I|brary
J Carpets Specific people...
B Desktop MName Date modified Type Size
g Downloads
¥ Dropbox . Purchase Request 28/03/201210:20 a...  File folder
%3 Purchase Request 28/03/2012 10:20 a... Bizagi Collaborati... 1KB

[l My Docurmnents

“"El Recent Places

= Libraries
@ Documents

Example of collaboration

You can find the contents of this article in the video: Collaboration Explained

To illustrate how to perform collaboration within a process we will use the following example:
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Assume that Andrea works in the administrative department of her company. She has been working on
the Travel Request process, which involves employee activities to manage a request for a flight ticket, a
currency advance and a hotel reservation.

She needs to share her model to collaborate with Mark on her team, allowing him to review the model
and suggest any improvements.

1. To share her model, she clicks on the Share Process button, located in the Team collaboration group
on the Home tab. She sawes the model in a shared location (using the wizard), where Mark can access
it.

s Share Process

Share Process

Share Process to work in collaboration

Select a shared location where other users can access this Process

Process location | C:\Users\germana'\Documerts New Model.bpmcl |_|

| Finish || Cancel |

Upon her sharing the model, Bizagi creates a new model with a .bpmc extension, the ‘c’ denotes
collaboration.

Click here for more information about Bizagi Modeler extensions.

2. She grants Mark privileges to access the location where the model is shared.
Once Mark is given permission, he opens the .bpmc file.

3. Andrea and Mark can now both open the model and work concurrently on it. They can communicate
with each other by entering messages in the Comments window found on the right of the screen.
Messages are displayed in real-time; hence, as soon as either party types a comment and clicks the
Enter button, the comment will be instantaneously displayed.
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formatting Show / Hide Editing Discover rmatting Show / Hide Editing Dk
| Commes R
Commes  ex ' :
ry AndreaD Mok
| J Hi Mark, This is the process  wrote you about. e -
gy Purchase Request. | know you have worked before with Hi
Purchase Orders and | am very sure what [ have less than & minute 2go
designed is missing something, I need your help ) S T A 'O
- |
ess than a minute ago
Mark
Hi
Quotations

1 minutes ago

Quotations

They can also leave their comments for later review by team members. Comments in Bizagi Modeler
work very similarly to Twitter.

4. Andrea asks Mark to help her with the Expenses report diagram. They can both view the Expense
report diagram simultaneously and thereafter discuss it.

Mark reviews the diagram. He comments, at the Diagram level, that all the activities of the
Administrative Manager are missing and stipulates that he will make the changes.

.
S N ZHuUE = )i Process Modeler s
Home =~ Format  View  Export/import  Tools  Support Style ~ Mode - Language -~ @
Ij"j P D @ {45 Performers @ Align to Grid Show Grid HAfnd - ‘
. By | = o Validie <] | Smart Align Black and White | [ Select ~
Paste Diagrams \'JOHU“ ﬂll;:‘ @MD D‘E:;tam Comments B I U Presentation Actions [ Comments )(Clr.af . | Bizagi Suite
Clipboard Model Team Collaboration Show / Hide | Editing Discover
(Y The diagram i Read Only.
Palette J
IR
Report
@) fegite Mark =
O P el Mo J All the activities of ths Administrative ranager am missing
o g., Iﬁ a— T will make the changes
[ less than a minute sgo
& o
\> z AndreaD
ri % v 1 think this prossss is wissing sommsthing
= E EA“)ENE 19 minuies ago
HPENses
@ Reportt &5
[L ) Approved?
-
(=]
A
® -
| Adifacts
10 _ﬁl
=R ' :
y | w| Expenses Report 10 | Travel Request 10 i) - =

5. By default all diagrams are read-only. To change or update a diagram it is necessary to click Edit
Diagram, located in the Team Collaboration group on the Home tab.

In the given example, this feature enables Mark to perform any changes on the diagram; however, for
Andrea and other users the diagram will be locked.
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6. Once Mark has completed his changes he clicks on the Release Diagram button, located in the Team
Collaboration group on the Home tab.
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7. Andrea receives a notification informing her there has been a change in the Expense report diagram.
8. Andrea reviews the model and note the last activity should have some additional changes.

Consequently, she adds an Element comment for Mark's perusal.
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9. Mark reviews Andrea's latest comment. Either Mark or Andrew can make the change. Whoever
makes the change will lock the diagram, using the Edit Diagram feature, enforcing single-user editing

only.
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There is an Info button available for everyone to track the editing history. The History window displays the
date-time and user details of each addition.
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Video example: Collaboration explained

This video shows how to collaborate with your team with Bizagi Modeler

Collaboration levels

Collaboration comments can be made at three different levels: model, diagram and element, so that
team members can comment on the context in each level.

¢ Model comments: comments posted within the Model apply to all the diagrams, i.e. are visible from
any diagram. These comments are found in the Diagrams tab.
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e Element comments: comments posted within a selected diagram element only apply to that element
within a diagram.
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Offline collaboration

You, or your team, can also work offline within a collaboration model. Offline collaboration allows
modification even if there is no access to a network connection. Offline collaboration is only possible
when the collaboration model files (.bpmc file and folder) are available in offline mode through an Online
Storage Senvice or if your network folder is always available offline.

You can lock the process for editing before or after you log off the network. However we recommend that
you lock the diagram for edit BEFORE you disconnect or log off from the network to avoid conflicts.

Click here to learn more about Conflicts resolution.

An example of an offline collaboration being needed is where you may be on a business trip and plan to
work whilst on the airplane.

1. Before you leave your office click the Edit Diagram button, in the Team Collaboration group on the
Home tab, to lock the diagram for editing.

(Since the diagram is in edit mode you alone are able to make the changes, which can be done whilst on
the plane.)
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2. Once the changes are made, click the Release diagram button, in the Team Collaboration group on
the Home tab. The diagram will automatically synchronize when next you connect to the network. Once
synchronized your team will be able to view all changes.
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NOTE:

In order for offline collaboration to work you need to use:

An Online Storage Senice, for example: Dropbox which creates local copies of all files on your
computer; or

If you are using a file server, the shared folder must be made available offline.
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Conflicts resolution

Collaboration allows multiple users to work together on a model which is saved in a shared folder. Team
members can perform changes to a model at the same time, some being online and others being offline.
When offline users come back online, and diagrams are synchronized, conflicts in the changes can
occur. Conflicts will occur if changes are made by more than one person to the process flow or to the
documentation of any element in the same diagram.

The following example illustrates how conflicts can occur:

You have shared a model thought Dropbox with another team member but you need to travel abroad
whilst they work on the model. During the flight you decide to work on a diagram and make some
changes offline. However at the same time your team member is also working on the same diagram
whilst being online.

When you next connect to the network your model will automatically synchronize. Consequently, your
changes will now conflict with your colleague's.

Bizagi has a tool that allows you to resolve these conflicts.

Process flow conflicts

Let us assume that you and your team member work in the Administrative department of your company
and you are collaborating via Dropbox on the Purchase Request process. You changed a diagram offline
and your team member, whilst being online, also made some changes to the model.

As you come back online and synchronize the model, a new window will be displayed to warn that there
is a conflict.

There will be two diagrams, one in blue and one in red. The blue one will be your diagram i.e.; being the
person who synchronized.
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The left pane shows the conflicting versions. You can switch between the diagrams to analyze which
version to keep, just as in Word or Excel.
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The person synchronizing (you in this case) must decide how to handle the conflict.

You can revert to your colleague’s online version or retain your own offline version. Note, you can always
create a copy of the diagram that was not kept, by selecting the option Save a copy. Doing so will allow
you you to implement the changes in the discarded version.
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Attribute conflicts

Again, let us assume that you and your team member work in the Administrative department of your
company and you are collaborating via Dropbox on the Purchase Request process. As in the previous
example you both made changes offline and online respectively, but this time to the attribute information
for the same diagram element. For example, the description of the Create Purchase Request task.
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When you are next able to connect to the network and synchronize your model, a message will display
to warn that there is a conflict.

Bizagi Process Modeler

Therswas a conflictwith the "Purchase Request™ diagram andit was created a newdiagram copy with the
conflict "Purchase Request- LauraG (19%01/2012 0959 a.m.)”

Ok

Two diagrams will be displayed: one with your changes and another with your team member's conflicting
version. As the person synchronizing, you need to decide whether to retain your own, offline, version or
revert to your colleague’s online version.
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Using Categories

Categories classify comments, that have been made in the Comments Window, according to their
priority, relevance or topic. For example you can classify your comments to distinguish between urgent

changes, issues to evaluate, etc.

Defining and assigning categories enables you to filter comments and so focus on the most important
information.

To define categories follow the steps below:

Create and assign filters to comments

1. Select Filter by in the Comments Window.
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3. Select the category you wish to define and then
button.

Ol
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4. Click the category icon located on the right hand side of the comment and select the desired
category.

Filter comments by category

Comments can be filtered if you associate the relevant comments to category tags. To tag your
comment, click the Filter by option and select the category.
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Remove filters and clear categories

To removwe a filter click the red button located on the right-hand side of the category.
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To clear an associate category tag select the category icon, located on the right-hand side of the
comment; thereafter, select the Clear option from the drop-down list.
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User profiles
When a model is in collaboration mode, the user profile identifies the team member. Your profile can be

configured to include a personalized user name (nickname) and a picture.
User profiles are defined locally to each computer. A local user profile is created and stored on the first

computer the user logs into. If you use Bizagi Modeler on multiple computers you will need to define a
user profile on each one.

You can customize your user profile by following the steps below:

1. On the Tools tab, in the Tools group, click User Profile.
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2. The User Profile window will be displayed. Click the Change Image button to load an image for the
display picture.

3. Enter your Nickname and Name and click the OK button.
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4 User profile M

Picture: e — |

Nickname: | Andreal

Mame: | AndreaD|

)~

4. After updating your user profile all your comments will show your picture and nickname.
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Saving as non-collaborative file

Collaborative process models are saved with a .bpmc¢ extension (the ‘c’ denotes collaboration), in
comparison to non-collaborating models that use a .bpm extension. Click_here for more information
about Bizagi Modeler extensions.

When you have finished collaborating, that is, your process design is finished, you can save your model
as a .bpm file again in the location where all your processes are stored.

1. Click Save As on the File tab.
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2. Specify the save location and select Bizagi Diagram Model (*.bpm) from the Sawe as type drop-down
list.
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Force unlock

By default all diagrams are read-only. To change or update a diagram it is necessary to click Edit
Diagram on the Home tab. This will enable you to perform any changes on the diagram, and for everyone
else, the diagram will be locked.

Doing so awoid inconsistencies, as single-user editing prohibits conflicting updates on shared data, which
is important to maintain integrity. However, you may owerride this feature by forcing an unlock at which
point Bizagi Modeler will warn you that conflicts may occur.

A locked diagram is evident by a display message stating that the model is read only.
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Click the More info link.
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A window will display showing the users currently editing the model.

[ @ Bizagi Process Modeler " o o

Diagram currently being edited by

LauraG

LauraG

Since jueves, 19 de enero de 2012 10:14 a.m,
Ifit's completely necesary for you to edit this diagram, click on Unlock Diagram

Unlock Diagram

If you click the Unlock diagram button the following warning message will be shown.
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Bizagi Process Modeler

This diagram has beenlocked for editing. If you unlockit there might be subsequent conflicts.
& Areyousureyouwantto unlock the diagram?

G

-

Click the Yes button. This will unlock the diagram and you will be able to make the necessary changes.
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Process Execution

Bizagi offers three complementary products: Bizagi Modeler, Bizagi Studio and Bizagi Engine.

To model and automate your processes you need Bizagi Modeler and Bizagi Studio on your Computer or
laptop.

Use the free Modeler to diagram and document your process. Once your process is complete you can
then press the Run button to export the process to Bizagi Studio, where a wizard will guide you through
all the necessary steps to automate the process, and turn it into an executable application (workflow).

Manage the complete process life cycle:

e Bizagi Modeler: Diagram and documentation module available as Freeware
e Bizagi Studio: Construction module available in the Bizagi BPM Suite
e Bizagi Engine: Execution and control module available in the Bizagi BPM Suite

With Bizagi Modeler you start mapping and documenting the process flowchart.

Use our Bizagi Studio to enter all the necessary information for process execution: standard time, costs,
user interfaces, business rules, etc. This model is stored in a database and used for process execution
by the Bizagi Engine.

Bizagi BPM Suite allows you to enter all the necessary information for process execution: standard time,
costs, user interfaces, business rules, etc. This information is stored as a model in a database and used
at runtime for process execution through a work portal for end users.

Click here for more information about process automation

To start your process automation, follow the steps below:

1. Download Bizagi BPM Suite from www.bizagi.com and follow the instructions to install it.
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m a http://www.bizagi.com/index.php?option= com_content8uview=articleBlid=278icatid- O ~ B & X a Free download, BPMN, BP... *

File Edit View Favorites Tools Help

Discover  Overview  Entry level Edifion  Corporate Editions  Compare | Downloads | Licensing

Download Bizagi in 2 steps

Bizagi offers 2 complementary products available for download: the Process Modeler and the BPM Suite. Please install both software on your PC. Use the Process Modeler for

process diagramming and documentation and the BPM Sute for p ion and

Watch 2 five minute product demo *

/i‘\. Bizagi Process Modeler fé\ Bizagi BPM Suite
To diagram and document To execute and automate
= Free fully functional evaluation copy
= Licenses are needed for production only
- Easier and faster process automation

= Standard BPMN notation
= Collaborate in the cloud or on-premises
- Join a community of LO00.000+ users worldwids

- Itisa Freeware, and will remsin so
Choose the right edition for you:

Enterpr

bizagi bizagi

Modeler Enterprise

2. Open your process in Bizagi Modeler and select Run Workflow on the Home tab.
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3. Mark the diagrams to export and click the Next button.
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4. Edit the diagram's name, if necessary, and click the Next button.
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5. Choose the New option in the project list and click the Next button.
If you already have a project in Bizagi Studio, you can opt to create this new process there.
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6. Enter the project name and click the Next button. The project will be created and are able to start the
automation in Bizagi Suite.
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7. In Bizagi Studio a wizard will guide you step by step through the automation process and will have
your processes up and running in no time.
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Guidance for automation

Bizagi Studio is the construction environment that transforms processes designed with Bizagi Modeler
into applications without the need for programming.

Bizagi offers a set of tools that enables you to graphically define the model associated with a business
process (flowchart, business rules, user interface, etc.). This model is stored into a database, then is
interpreted and executed in production by Bizagi BPM Server without having to use intermediate code.
Bizagi Studio is available for free download from our site www.bizagi.com.

To model processes that are executable in Bizagi Studio, you need to consider the following.

Activities

Activities represent work or tasks carried out by members of the organization. Bizagi Studio only
supports some of the types of activities. You can define your tasks as User Task, Senice Task, Receive
Task, Send Task, Script Task or Manual Task.
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The start event indicates the start of the process. Bizagi Studio supports several start events:

Start Event (it does not have any particular behavior)
e Message Start Event

Timer Start Event

Signal Start Event
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Intermediate Events
Intermediate events indicate where something happens somewhere between the start and the end of a
Process. Bizagi Studio allows you to include five types of intermediate event in your processes.

¢ Intermediate Event
Message Intermediate Event
Timer Intermediate Event
Link Intermediate Event
Signal Intermediate Event
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= Q

g

= - ab] Edit text F2
o 1]

.lP: E 4| Cut

g B3 Copy

&

% Attachments Ctrl+T

Ii‘:,?l Event type

&' Properties F4

When you include a message or a signal event in the diagrams, you must indicate if the event is used to
Throw or to Catch.

Click here for more information about how to communicate between processes.
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End Events

End events indicate when a process ends. Bizagi Studio supports the following end events.

Message End Event
Error End Event
Cancel End Event
Signal End Event
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5
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2 |~
= P Edit text F2
s | = q 4 Cut
w
g B Copy
E % Attachments Ctrl+T
®. | Show marker
[ ", -
|« Gateway type [ .| Event Based Gateway
&' Properties F4 47| Inclusive Gateway
%> | Complex Gateway
&> | Parallell Gateway

Multiple Pools and Lanes

Multiple pools are not supported by the Bizagi BPM Suite. The processes that can be executed in Bizagi
Studio must contain only one pool.

You can include several lanes to define and differentiate elements in the process: for example roles and
departments.
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Connectors

To execute your model, you can use Sequence Flow Connectors to connect the different
elements in the process.

You can also include the association connector to link artifacts to an element.

Sub-process
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Bizagi Studio supports four types of sub-processes, each sub-process has a special behavior:

e Embedded: When you define a Sub-process as Embedded, which is the default Sub-process, it will be
dependent on the parent Process and consequently have visibility of the parent’s global data.

e Reusable: A Reusable Sub-process is defined when an activity within a Process calls another
predefined Process. The Process that is called is not dependent on the parent.

e Multiple: A multiple Sub-process is instantiated seweral times. It could be executed in Parallel or in
Sequence.

e Transactional: The transactional Process is a Sub-process which behavior is controlled through a
transaction protocol.

Click here for more information about transactional sub processes.

Execution

Once you have completed the process modeling you can run it on the Bizagi BPM Suite.

Video: Bizagi BPM Quicktour

Watch a 5 minutes quicktour and learn about Bizagi BPM Suite - Process execution
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Advanced topics

Interaction between processes

More than one pool in a diagram represents interaction between separated business entities or
performers.

Many business processes require interaction between each other to be correctly performed and
accomplished. In BPMN these interactions are defined as a sequence of activities that represent
message exchange patterns between the entities involved.

In BPMN this behavior is know as Collaboration.

Understanding interaction between processes

BPMN defines Pools as Process performers (Entity or Role) that contain the Sequence Flows between
activities.

There is always at least one Pool for each diagram even if it is not diagrammed.

More than one pool in a diagram represents interaction between separate business entities or
performers.

Patient

40 LA LU 1d TaCd g Madind Faceid
w0 T Do Raspoase fympasel Praurigton Panos Wipzicng
3
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As the activities within Pools are considered auto-contained processes, the sequence flow must not
cross the pools' boundaries. The interaction between Pools is shown through Message Flows,
represented as dotted lines.
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Modeling Collaborative processes

Collaboration enables communication between two or more processes by sending and receiving
messages containing actionable information. In Bizagi, collaboration is carried out through the throw and
catch shapes which are configured in each process. The shapes that allow Collaboration in Bizagi are:

ELEMENT DESCRIPTION NOTATION
Used when a message arrives from a participant and triggers
Message Start e start of the process. @
Event
Message
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Indicates that a message can be sent or received.

If a Process is waiting for a message and it is caught the @
Process will continue its flow.
Message
i i Throw
Message event A catch Message Event WaIFS for a message tolarrlve gnd once
the message has been received, the Process will continue. The fi“-}
Event marker in this instance will be filled. {@1
Message
A throw Message Event sends a message to an external Catch
participant. The unfilled Event marker is allocated to the throw
message.
Indicates that a message is sent when the process is ended.
Message end ht
Message
The start of the Process is triggered by the arrival of a signal
that has been broadcast from another Process.
Signal Start Event  Note that the signal is not a message; messages have specific
targets, signals do not. Signal
These Events are used to send or receive signals within or
across the Process. A signal is similar to a signal flare that is
shot into the sky for anyone who might be interested to notice Signal
and then react. Throw

Signal event =

If the Event is used to catch the signal, the signal Event marker

will be filled. Alternatively, the unfilled Event marker is ?:iﬂgt:ill
allocated to the throw message.
It indicates that a signal is sent when the process is complete.
Signal end ®
Signal

When you drag and drop an Intermediate Event into a process, you can conwert it to another type of
event.
For example to convert an Intermediate Event to a Message Event, follow these two steps:

1. Convert the event type from Intermediate Event into Message. Right-click on it, select Event Type and
choose Message.
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2. If you have a catch message (the event marker that is NOT filled) and you need a throw message (the
event marker that IS filled).
Right-click on the shape and select Is Throw, in order to convert the message into a throw message.
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In the collaboration diagram, the messages will appear as follows:
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Example: Interaction between processes

In this example a company decided to diagram the Purchase Process interacting with the process
performed by your suppliers.

The two processes are independent but information flows constantly via messages (phone calls, emails,
etc.).

Each company needs information from the other to successfully complete the process.

The following is the diagram shows the Purchase Process example.
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The Purchase department sends a Purchase Order to the Supplier.
Then, when the products are delivered, an inwice is sent to the purchase department by the Supplier.

Those interactions between processes can be represented with messages. To inset a message, click on
the Message line option in the Connectors palette.
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By doing the same for the send and receive inwice activities, the diagram showing collaboration will be
finished.

| o{={a

Message Flow connection rules

The following table has been extracted from the BPMN 2.0 standard where the rules to connect objects
through message flows is defined.

"The arrow symbol indicates that the object listed in the row can connect to the object listed in the
column. (...) Only those objects that can have incoming and/or outgoing Message Flows are shown in
the table. Thus, Lane, Gateway, Data Object, Group, and Text Annotation are not listed in the table."
Business Process Model and Notation, v2.0 page 44
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Alignment features between processes

When modeling interaction between Processes, Bizagi provides smart-align options for both the new
Pools and Message Flows between them.

New Pools alignment

Recall that as soon as you open the Modeler a Pool will be ready for you to start diagramming.
When including a new Pool into a diagram, using smart alignment will line up the Pools to each other
(left vertically alignment).

To use this feature, make sure you drag the new Pool to the existing Pool's left start point (vertically
near).

Bizagi will highlight both Pools to indicate that you may drop the new one at this location and allow auto-
alignment.
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Message Flows alignment

When using Message Flows to model the interaction between Processes, smart alignment will show
flows emanating from a straight line parallel or vertical to the element.

To use this feature, ensure your Task or Event being connected to the Message Flow is placed close
enough to allow for a straight line.

bIZGgI Copyright © 2002-2014 Bizagi. All rights reserved.

Kiodaior




o | Mew Model - Bizagi Process

Home Format View Publish Export / Import Tools Help

N E H& e~ =

i1

4l

F
olaln]

]
=

i
e

Patient

0

Flow

(1 [J

oy
&

7 N
| e

| ITwant to see ; .\ Gosssdoctar
V{!octor :

_D"

-
i

-
-

Receive Doctor
Reguest

b/ [l (] 13

In this way, Bizagi will automatically align the Task or Event.
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Note that this feature applies for Message Flows connected to Tasks or Events, and at least to one of
their two endpoints (e.g Message Flows with the following related elements: Task-Task, Event-Event,
Task-Event, Pool-Task, Pool-Event).
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Long lasting transactions

Bizagi Modeler is a powerful tool that allows you to model your business process from the simplest to
the most complex process.

A transactional process is an example of a complex model that can be modeled by Bizagi Modeler.
Transactional processes are used to coordinate multiple activities that need to be completed
successfully. If any of them are not successful it is necessary to return to the initial state (a state before

the activities where ever performed). BPMN uses the following diagram element to represent a
Transactional Sub-process:

Booking

The long lasting transactional BPMN models have three possible outcomes:

e The first outcome is when all activities in the process are successfully performed, the process
continues with the normal flow.
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e The second outcome is when a failure occurs, and it is necessary to reverse all activities that have
already been completed within the process. This is achieved through the execution of compensation
activities. Each activity that needs compensation has one task associated to it. Compensation is
executed when it is necessary to return to the initial state of something and is only performed when an
activity has successfully ended.

e The last outcome occurs when an unexpected error is presented, the transactional sub process
activities are interrupted without any compensation and the process continues with the intermediate
error event.

To model a transactional process it is necessary to attach the Error and Cancel events to the sub
process. In any of these two events occur the process will have a flow to continue:

Register Travel

ab[ | Edit text F2
Cut
Copy

-#
E]
% Attachments Ctrl+T
&

Transactional Process

Edit subprocess
¥/ Expand

I= & transaction

m | Isad-hoc
) | Looptype g
|— I '\
|} Attach event & Error
B
Subprocess type 5 Cancel
&' Properties

lﬁ@i Compensate

Transactional example

To demonstrate this type of process we are going to use the a travel request.

When a travel request is made, it is necessary to make reservations for travel, hotel and car hire. If any
one of them cannot be successfully completed, then the whole trip is not possible. The reservations that
were made successfully, must be compensated.

The following images illustrate these three possible outcomes:
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The complete process looks like this.

E Infarm

Register Travel R s
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Transactional Process

To Model the activities of the Sub-Process include the required activities. In this case we will include
three activities, Book Car, Book Hotel and Book Flight.
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Include a compensation event for each activity. This way, if any activity fails, the completed activities can
be compensated.
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Now your Process is complete: The parent Process contains the sequence flows that will allow the
Process to take action if the Sub-process fails to complete successfully. The Sub-process contains
actions that will compensate any reservation that has already been performed correctly.
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FAQ

General FAQs

What is the price of Bizagi Modeler?

Is Bizagi Modeler open source?

How do | install Bizagi Modeler on my Mac?

Can |l install Bizagi Modeler on a multi-user setup?

What kind of files does the Modeler handle?

What is the BPMN version supported by Bizagi Modeler?
How do | know if my diagram has modeling errors?

Diagramming and documenting FAQs

Can | work on diagrams that were not designed in Bizagi Modeler?

Can | import and export extended attributes using XPDL language?

My model includes several sub-processes. How can | import all the diagrams in a new model?
How can | diagram the communication between processes?

How can | diagram a large process?

Can | remowe or change the Bizagi logo from my diagrams?

How should | manage fonts in my documentation?

How can | include special characters to support my language?

How can i disable the message that shows up when changing element types?

Sharing documentation FAQs

Can | use the Modeler with several people to work simultaneously on the same diagram?
How can | share my process diagrams and documentation with colleagues?

How can | present my processes in a business meeting?

Why is my sub-processes' information not being included when | publish?

Troubleshootlng FAQs

e Why can't | use pools, lanes and milestones in a sub-process?

Why can't | see all the figures in the palette?

Why is the Modeler included in the BPM Suite different from Bizagi Modeler?

Why do | get an activation message of ActiveX every time | export my models to web?

| get the_error Exception from HRESULT: 0x80010001 (RPC_E_CALL_REJECTED) when exporting to
Word

Why can’t | open my .bpm models shared in SharePoint directly with Bizagi Modeler?

After publishing the web output to SharePoint 2010, the default page will not open. What can | do?
Why can't | publish to my MediaWiki?

General FAQs
What is the price of Bizagi Modeler?

Bizagi Modeler is available at no cost as a free download. It is not a trial version or community edition,
the entire product is available for free.

Is Bizagi Modeler open source?

bizagi
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No, Bizagi Modeler is a freeware, but not open source. We do not have a developer version.

How do linstall Bizagi Modeler on my Mac?

Mac OS is not currently supported.

However you can execute our Modeler using a Windows virtual machine on your Mac.

We recommend installing VMware's emulation software that will enable to run windows applications.
http://www.vmware.com/products/fusion/

Can linstall Bizagi Modeler on a multi-user setup?

Bizagi Modeler can be installed in a Server (as per the requisites) in order to be accessed by multiple
users.

For this setup, there are third-party technologies which will allow them access, such as Terminal
Senvices.

What kind of files does the Modeler handle?

Bizagi Modeler has two main file types, differentiated by the file extension:
e .bpm, the file format used to save a Bizagi Modeler file.

e .bpmc, the file format used to save diagrams for Team Collaboration Mode.
Team Collaboration is used to provide collaboration within your work team for the definition of your
process diagrams and documentation.
Click this link Team Collaboration for further information.

e The .bpm in the 1.6 version is used to save a model that will be imported to our Bizagi BPM Suite to
be automated and turned into a running application (workflow).

If you want to have interoperability (import, export) with other BPM tools, then you should use the
standard XPDL language or Microsoft Visio.
For more information please refer to Exporting and Importing.

What is the BPMN version supported by Bizagi Modeler?
Bizagi Modeler supports the current version, BPMN 2.0.
For more information about BPMN 2.0, see http://www.omg.org/spec/BPMN/2.0

How do I know if my diagram has modeling errors?

Bizagi includes a button that validates the element's location. and connections. On the Home tab, in the
Model group, click on Validate to start error checking.

Select the error description in the Diagram Validation add-on window in order to correct it.
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Bizagi Modeler does not validate the notation and the logic used in your diagram. However we offer
seweral types of support to help you through your process modeling and documentation. _For more
information please refer to Training and Support.

Best practices in modeling

The BPMN (Business Process Modeling Notation) standard provides organizations with the capability of
understanding their internal business processes in a graphical notation and the ability to communicate
their procedures in a standard manner. However, the use of the standard do not ensure that processes
are modeled in a clear and effective way; the way modelers interpret business conditions, and how they
define its structure, is crucial to ensuring they are understood correctly.

This article provides process modelers some guidelines to build clear and effective models compliant with
the BPMN standard.

BPMN modeling principles
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When defining process diagrams you should take into account the following basic principles:

1. Keep a logical and clear sequence
2. Use the BPMN standard

3. Use strict labeling

4. Simplify diagrams

Below you will find useful tips to follow these principles and aid the correct processes definition and
communication.

1. Keep a logical and clear sequence

This seems to be obvious but is one of the most common errors in process modeling. Diagrams can
become unreadable and very confusing when the process logic is not explicit and clear. The following
techniques will help you to maintain a logical and clear sequence in your models.

Define a clear beginning and end:

In BPMN, start and end events are optional. However, processes with implicit start and end events are
undesirable and could lead to misinterpretations.

Use start and end events in each process and sub-process to represent its beginning and completion.

X N

Approve
O—P[Reuues('rrave\]—h[ Request ]—DO

Approve
Request Travel

Travel Request
Travel Request

Follow a consistent direction of flow

Make the process logic visible in the diagram. Awoid crossed lines (connectors), maintain a time
sequence and keep a consistent direction of flow. The diagram reading will be easier and its
communication efficient.

\ &

Y i

() ,l ,l Apprave ,l Manage C)
Requesticgl Request Baokings

Travel Request
Tiavel Request

Keep primary scenario clear
The "happy path" should be easily identified when reading a diagram. Diagram the happy path first and
then the alternative flows.
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Travel Request
Tavel Request

Regfest
Apprpred?

Reject Request

Rejected
request

Keep alternative scenarios clear

BPMN offers the necessary tools to represent exception handling logic explicitly in the diagram. Once
the primary scenario is diagrammed, make use of the following elements to model alternative flows as
required:

Use events attached to tasks

If an Event is attached to the boundary of an activity, it will change the normal flow into an exception flow
when something happens (a message is received, a condition is met, a time is reached, etc). For further
information see Attached events

Use transactional processes

Transactional processes allow business scenarios with transactions. A set of activities must be
successfully accomplished, otherwise compensation or cancellation flows are followed. For further
information see Sub-processes types

Distinguish success and failure end states
Use separate end events to identify when a process finished successfully and when it did not.

Keep a format standard
Keep a unique format along your diagrams and focus on a clean and friendly look and feel. Using different
font sizes, colors, boxes sizes or overlapping labels might make the diagrams reading a challenge.
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2. Use the BPMN standard

The BPMN standard defines the standards used to diagram business processes. However, following the

BPMN guidelines is completely in your hands. Make sure your models comply with the standard to
ensure its correct understanding.

Once the process logic has been defined, validate your diagrams making sure you properly use the
different BPMN elements. The following aspect should be checked for each BMPN element:

What to check in Pools
e Diagram processes completely within a Pool. Never diagram flows across Pool boundaries.

Request
changes.

Approve
Request

Request Travel

Reject Request

Tavel Request

What to check in Lanes
e Create a lane only if at least one task or intermediate event is performed in it.
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What to check in Activities

¢ Do not diagram multiple instances of the same task to represent multiple performers. Just diagram one
task in one area. Define the multiple performers as Allocation Conditions in the documentation.
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What to check in Gateways

e Do not

use gateways to join and split at the same time.

e Balance gateways. Splits must be joined equivalently.
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What to check in Events
¢ Always use start and end events.

Approve Approve
Request Travel Request Travel e

Travel Request
Travel Requiest

e Use terminate events only when this is strictly necessary. They are used to model situations where
several alternative paths are enabled and the entire process hawe to be finished when one of them is
completed.
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What to check in Connectors
e Use sequence flows to connect all the activities, events and gateways. Never use message flow to
connect activities within the same pool or leave shapes unconnected.
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Never use sequence flows to connect elements of different pools. Use
information exchanging between processes.

message flows to represent
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What to check in Milestones
e Always identify and define phases; these represents a period of time goal or transition in the process.
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e Awid come back or looping back across a milestone.
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3. Use strict labeling

Correct labeling of the different elements of the diagrams is fundamental for an easy and correct
understanding of processes. Here are some recommendations to help you do so:

Labeling Processes
Processes labels should clearly describe their main purpose. Ensure that you do not use short names or
abbreviations.

Labeling Activities
Giwve activities a label composed of one verb, and one object. This way readers can clearly understand
the objective of a task. Also, ensure that you do not use short names or abbreviations.

Approval

Aﬁ;?:\zt:? I ———— ’

Approve

Labeling Events
Do not label start and end events when only one instance of them is used. It is very common to label
them as "Process start" and "Process end" but this is redundant and not necessary.

Approve
O—»I neumum]—»[ poseoy ]—DO

Approve
O—»I neumum]—»[ pobeoN ]—DO

Process Start Frocess End

Travel Request
Travel Request

e Use labeling when multiple start and end ewvents are used. Label them according to what they
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represent using a noun. Do not repeat names.

(O] e O] reason
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Requester
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Approved
request

Approve
request

Request
Approved?
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Labeling Milestones
Milestones should be labeled with a noun making reference to a period of time (summer, maturity) or
what happens in a period of time (creation,approval, delivery).
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Labeling Gateways

Divergence gateways should have a clear name indicating the decision or condition evaluated when it
applies. Use a name composed of one verb, one object, and a question mark to identify what is being
evaluated. You can even use questions to clarify the decision involved.

] . Request travel £ . Request travel
: H
k] H
H N
H H
H. Manage s |, Narage
H H bookings g § bookings.
L g
E Approved E Approved
a8 request & Approve request
H £ request
H 3 Request
H Gateway 1 g ] Approved?
£ £
£ Reiect request £
3 z
Rejected Rejected
request equest

e |f names do not apply for any gateway use abbreviations or numbers to differentiate them.
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4. Simplify diagrams

Large diagrams do not allow giving an end-to-end perspective to readers. They are difficult to read and
clearly communicate the purpose of the process.

Defining the correct scope of tasks and level of detail of processes is key to reduce the owerage of
information. The following tips will help:

Reduce the number of redundant tasks
The level of detail in a process is sometimes a true challenge. In many cases you may face difficulties to
define the scope of a single task. Take into account that:

e When diagramming it is useful to imagine that you are a final user. If a set of consecutive activities can
be performed by the same person, at the same time then these activities could be integrated into a
single activity.

e A set of consecutive activities in the same lane may indicate missing participant details, too much
detail, or a misalignment in scope. Review these patterns to identify opportunities for activity
integration.
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Group activities

Use sub-processes to group activities with the same purpose. You can expand the sub-processes later
to expose details of lower levels of hierarchy. A process will contain multiple pages, but internally the
integrity of a single model is maintained.

Use embedded sub-processes when:

e A set of consecutive activities has an owner different from the main process owner (e.g a Purchase
request process is performed by the Purchasing area and the Accounts payable process is performed
by the Financial area).

¢ A set of consecutive activities has an different goal from the main process one (e.g a Credit request is
focused on managing all the activities to approve a credit request and the Verify applicant information
is focused on checking if the applicant is in the black list as well as the information submitted).

Use reusable sub-processes when:
e The sub-process needs to be invoked from different processes (e.g a Verify applicant information sub-
process can be invoked from a credit request process or from a Insurance request process).

Apply process patterns

Do not reinvent the wheel. BPMN experts have worked on defining modeling patterns to different
business situations. Use them to model the required business conditions while simplifying your
diagrams.

For further information about modeling patterns please check the BPMN Workflow patterns document

Document minor details
Leave details to documentation. Do not include all the information on diagrams. Additional information
should be documented as shape properties not as objects or text in the diagram.

Diagramming and documenting FAQs

Can I work on diagrams that were not designed in Bizagi Modeler?

Yes. Bizagi Modeler allows you to import diagrams from Microsoft Office Visio or XPDL format files.
Importing existing models will enhance agility and allow for continuous process improvement efforts.

For more information please refer to Exporting to XPDL or Exporting to Visio

Can limport and export extended attributes using XPDL language?

Yes, it is possible to import and export the extended attributes using XPDL.

Keep in mind that you can import/export paired-up attributes (i.e., name, value). Hence, tables are not
imported or exported.

It is not possible to import or export milestones, artifacts (include data objects) and embedded files as
these elements are not defined by XPDL language.

In addition, presentation actions are not exported because they are an unique feature of Bizagi Modeler.

My model includes several Sub-processes. How can limport all the diagrams in
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anew model?

It is possible to import as many diagrams as you want. However, if you are importing the diagrams from
XPDL format you must import them one by one (XDPL files only save information about one process).

If any Process includes a reusable Sub-process, you must include both diagrams and create the
relationship between them. Howewer, if the Sub-process is embedded, the parent process will
automatically import it.

If you use Visio, all Processes and Sub-processes, within a Visio file, are imported to Bizagi in a single
step.

How can | diagram the communication between processes?

In BPMN the communication between Processes is defined as a sequence of activities that represents
message exchange.

These messages flows are represented by a dotted arrow called Message flow connector. As the
connections are made between pools, it is incorrect to connect a message flow to an activity within a
process.

A Pool has many connection points, you can locate the points by dragging the start or end connection
along the border. Whenever a connection is available it will highlight to a green point.

Process 1

Process 2

How can | diagram a large process?

The maximum space to model processes with Bizagi Modeler is calculated as follows:
e Width by Height must not be over 36.000 pixels.

e The maximum width size is 10.000 pixels.

If your diagram is bigger than this allocated size, we recommend dividing the diagram into sub-
processes. This allows for a large and complex model to be more readable and easily understood.
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Can I remove or change the Bizagi logo from my diagrams?
Due to popular demand from the Bizagi user community, we now offer the option to replace the Bizagi
logo with your own company logo.

For more information please refer to Company Logo

How should I manage fonts in my documentation?

Since the 2.4 release, Bizagi supports rich-text formatting in Descriptions and any extended attributes
information contained in Text boxes or Text areas.

We recommend to keep in mind the following considerations on how Bizagi uses formatting options for
both the application and documentation:

1. Bizagi Modeler in its application, uses Segoe Ul with size 8 as the default font.

Even though you may change font, font size and font style for information where rich-text formatting is
available (text in description, Text box and Text area extended attributes), you may not change this for
other information such as the one in Name, Start quantity, etc.

2. There is no option to customize the font used for the actual labels and captions such as "Name",
"Description", "Performers".

3. You may change the default font and font size for the visual labels in BPMN elements (when modeling
the Process). This is a whole different setting which is configured in the general options of the
application.

When changing this setting, it will apply for brand new elements from that moment on. It does not
currently provide an option to apply the change for existing elements, due to the fact that this would most
likely not adjust to the position of elements already modeled.

Keep in mind that the default font setting is stored per User (it will apply for the given user's work in a
particular installation), and therefore you may want to review that existing models continue to work with
the previous font and font size.

4. When launching the Presentation mode, the same default setting applies in labels and captions
(Segoe Ul size 8). This will be off course overridden by any other explicit format entered for the text
inside descriptions and Text box or Text area extended attributes. A similar concept applies when
publishing to Web, MediaWiki or PDF.

5. When publishing to Word, you may use a custom template of your choice. If you do, this template will
contain implicitly the font and styles to be used for the Word output. Yet again, this applies for
information other than that contained inside descriptions, and text or textarea extended attributes (given
that the text with defined rich-text format will override it).

How can linclude special characters to support my language?
You can include special characters or alter the descriptive text using the ALT keys directly in the Name
Attribute (or other Attributes) on the Basic tab of the Element properties add-on window.
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Process 1

|
jagram 1 |
asic | Extended |Advanced ( Presentation Action

onOQEETTD

Description @)

How can i disable the message that shows up when changing element types?
When you change an element type, any extended attributes information entered will be lost if it hasn't
been shared.

That is why Bizagi Modeler warns you before changing types.

o ~

Warning

Youareabouttochangethe Eventtype. Youmay losetheinformation included inyour extended attri butes
& ifyou haven'tsharedthem. Do youwish to continue?

EE Mo

You can turn on or off this warning by marking the Warn element type changes checkbox (located at the
application general Options).

Please click for further information about sharing extended attributes
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| & | New Model - Bizagi Process Modeler

Home Format View Publish Export /Import  Tools Help

-
H save Bizagi Modeler Options =
E SHRSE [ General l Il
Open Dacumentation & General opticns for working with Bizagi process modeler

User Interface Options
Recent
New style |Blue = |
R Mode |Extenaed )
Save & Send Language |Eng|ish '|
B Exit

BPMMN element options

Font Segoe Ul |l [+] Restore

Configure default sizes

('_ Warn element type changes )

Ok Cancel

Sharing documentation FAQs

Can l use the Modeler with several people to work simultaneously on the same
diagram?

Yes. The Team Collaboration functionality allows teams to collaborate by working simultaneously on a
model during the process design phase. This achieves greater participation of team members and helps
ensure the best quality in process definition.

For more information please refer to Team Collaboration

How can | share my process diagrams and documentation with colleagues?
You can share your models in different ways depending on your needs:

1. Share you models among team members and work together simultaneously during the process design
phase with the Team Collaboration feature.
For more information please refer to Team Collaboration

2. You can generate and publish your completed process documentation to Word, PDF, SharePoint,
Web and MediaWiki.
For more information please refer to Generating Documentation

3. You can share processes and export to either Visio or XPDL. Your business process can also be
exported as images to PNG, bpm, SVG or JPG format files.
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For more information please refer to Publish or Export

4. Display the process in presentation mode with a full read-only screen view. For more information
please refer to Presentation Mode.

How can | present my processes in a business meeting?
Bizagi allows you to display your models in Presentation Mode where a full display view, read-only
mode, is used (similar to the Full screen view in Microsoft products).

In Presentation Mode you can access the main features of your processes and the documentation you
have included. Additionally, you can define Presentation Actions to allow for a more interactive and
understandable presentation.

For more information please refer to Presentation Mode

Why is my sub-processes' information not being included when | publish?

By default sub-processes are created as embedded. When you publish your documentation, embedded
sub-processes are shown as tasks belonging to the parent process.

Therefore to include your sub-processes to you published documentation you would need to go into the
second configuration window in the Publish wizard, where you can include each BPMN element per
process.

In the following image, we illustrate how you can include the sub-process and its BPMN elements.

- ™
SO H&Ee | * \ Personal Loans Request - Bizagi Process Modeler \ [E=HEER
Home  Format  View | Fublish | Export/Import  Tools  Help Style = Mode = Language ~ (@)

m ©| © publish to Word [ =]
Word PDF  Web|
Select Elements
Pul
S 0 Diagrams a
1 \:I - Personal Loans Request - |HHH|
Processes
S —
, [T] Personal Loans Request ]
5. v
Q @ Applicants Analysis
=
O -
- -
O- Embedded Available Elemeris (Corecta tiemens
E sub-pracess 3
O All Elements {Taﬂs
Flow O Ena [Z] Load Customer
n
D | [ mclude mitial Information
— | = | [ Request in Course?
= |: Verify Applicants in Black List |
| oaa | 4 K applicant Reparted in Lists? | l
f |22 Impart Persanal Infarmatian
d___j _— Borrowing Capacity |
l.:| |: K Rejected due to payment capacity?
’;" Credit Bureau
K> Bureau Ok I
[ verify Analysis
. Add new applicant? v
T '
e T
Q Back || MNext | Cancal | M EEE
| )
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Troubleshooting FAQs

Why can’t | use pools, lanes and milestones in a Sub-process?

Embedded Sub-processes are an Inline block, that group process elements used in a certain point in the
process within a Sub-process. According to BPMN, a Sub-process should not have pools or lanes as
they are dependent on the parent process and subsequently have visibility to the parent's global data.

In order to make use of pools, lanes and milestones diagram elements in a Sub-process, change your
default Sub-process to a reusable Sub-process. Reusable Sub-processes allow all of these elements.
Note, in BPMN reusable sub-processes are called "Call Activities".

For more information please refer to Converting to reusable sub-process

Why can't | see all the figures in the palette?

The Palette includes two views: a Core view that displays basic BPMN element; and an Extended view
that displays the complete element list.

hHumElFormat View  Publish  Export/Import Tools  Help Stylg

~ |Mode +|Language A (@
@ % @ % (R Performers @ . Pt 7] Align+to Grid Show Grid HArind ~ Core
2a8 : ) Segoe UL - - A
% 7 Validate - W/ Smart Align Black and White I select ~ Extended

Paste Diagrams  Run  Online Share Process . e = 5 2

Workflow Courses @ Info BIUS A- & E- 2 | gpesentationadions /| Warn element type changes. Kcear =
Clipboard Model Team Collaboration Formatting Shovi / Hide ‘ Editing | Discover

Parette 2]

=
~
@]

-
<& §

2
Flow i i

Note, the Extended Palette has a drop-down arrow next to each item.
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Why is the Modeler included in the BPM Suite different from Bizagi Modeler?
Bizagi offers two complementary products: Bizagi Modeler and Bizagi BPM Suite.

Each one has a specific objective. Bizagi Modeler is used to diagram and document processes, and the
BPM Suite is focused on taking the next step in automating/executing the models.

Bizagi Modeler's purpose is oriented towards complete documentation of models in a .bpm file.
Whereas the BPM Suite will present ways to achieve effective implementation, through an assisted
process wizard, with the minimum amount of programming.

Why do | get an activation message of ActiveX every time | export my models to
web?

Internet Explorer validates the execution of ActiveX for security purposes. However you can enable
ActiveXto run the active content in the files, both for a model published in a local intranet location or on
your local computer.

To adjust Internet Explorer's security settings for ActiveX control behavior, follow the next steps:

1. Select Internet Options on the Tools tab of your browser.
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& New Tab - Windows Internet Explorer Elﬁu
OOv | ] aboutTabs -[ 4] x

57 Favorites |88 - | & Bizagi ProcmModelerUs...|@NewTab X |_| - v [ deh - Page~ Safety | Tools [J@~

& Diagnose Connection Problems...

3 Google o -

3

F_E| Reopen Last Browsing Session

1 Pop-up Blocker L4
. Manage Add-ons
Reopen closed tabs v Browse with InPrival
View tabs that you've closed since starting Internet Explorer. Browse the web without s{ &% Work Offline
session. R Compatibility View
) ) Compatibility View Settings
Open an InPrivate Browsi
Full Screen F11
Toolbars L4
Use an Accelerator B ,
Open a web service with t
<> Developer Tools F12

Show copied text

2] Search with Google Eggeatedies

Fiddler2
OneMote Linked Motes
Lync add-on

Learn more about tabs and tab shortcuts, Accelerators, and InPrivate Browsing Send to OneNote

Internet Options )

2. Select the Advanced tab. In the Security options, select the option Allow active content to run in files
on My Computer.
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Internet Opticns

A=)

| General | Security | Privacy | Content I Connections Program5| Advanced |_

Settings

5 Security

[] allow active content from CDs to run on My Computer*

[ allow software to run or install even if the signature is invi
Check for publisher's certificate revocation

Check for server certificate revocation™

Check for signatures on downloaded programs

[7] Do not save encrypted pages to disk

[] Empty Temporary Internet Files folder when browser is de
Enable DOM Storage

Enable Integrated Windows Authentication™ E|
Enable memory protection to help mitigate online attacks™
Enable native XMLHTTF suppart

[¥/] Enable SmartScreen Filter &

1

1 | 3

condition.

*Takes effect after you restart Internet Explorer

Reset Internet Explorer settings
Resets Internet Explorer's settings to their default Resat. .

‘You should anly use this if your browser is in an unusable state,

’ Restore advanced settings l

ok J[ concel J[ ooty |

3. Click the Custom level button. Check the Enable radio buttons for all Active X control and plug-ins in

Settings.

If the site is on your local intranet or from a trusted source you can make this change permanently.
Internet Explorer includes five predefined zones: Internet, Local Intranet, Trusted Sites, Restricted Sites,
and My Computer. You can set the security options that you want for each zone, and then add or

remove Web sites from the zones, depending on your level of trust in a Web site.
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[¥]Enable Protected Mode j ing Internet Explorer) Reset custom settings
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’ Reset all zones to default level ]

ok J[ coned |

| get the error Exception from HRESULT: 0x80010001
(RPC_E_CALL_REJECTED)when exporting to Word

If you are getting this error when exporting to Word we recommend to check the following:

1. Check if your current Word installation has any issues by going to your control panel and repairing the
installation.

2. Review if Word has add-ins, which may be affecting word instances being opened by a remote call.
This means that you can check in your Word options, in the Add-ins tab, if un-marking your COM add-
ins solves this problem.
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Why can’t | open my .bpm models shared in SharePoint direcly with Bizagi
Modeler?
To awoid this situation you need to create a MIME type for the the .bpm file extension in the Sharepoint
IIS Manager.

1. Log into your server through Remote Desktop Connection
2. Click Start, Programs, Administrative Tools, and select Internet Information Senices (IIS) Manager
3. Under the IIS header, there is an icon MIME Types. Double-click the MIME Types icon to open the

feature
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After publishing the web output to SharePoint 2010, the default page will not

open. What can | do?

When you publish a web output to SharePoint, sometimes the default file will not open the web browser,
but instead it prompts to choose a program.

If this is your case there is a configuration error. We suggest following this guided article for your
Sharepoint 2010 web application settings:
http://www.myriadtech.com.au/blog/James/Lists/Posts/Post.aspx?1D=49.

For further information on how to configure Sharepoint 2010 settings please review Microsoft's articles,
such as:
http://technet.microsoft.com/en-us/library/cc262107.aspx

Why can’t | publish to my MediaWiki?

1. Ensure you have MediaWiki installed in the server where you are publishing,

2. Please review the supported MediaWiki and PHP combinations

3. Check the upload directory has permission set for for creating and editing pages.

4. The LocalSettings.php contains the configuration settings of your wiki. Assign permission to
LocalSettings.php as follows:

$wgGroupPermissions['user]['upload’] = true;

$wgFileExtensions = array('png','gif,'jpg',jpeg’,'doc',xIs",'mpp", 'pdf, 'ppt, iff,'omp','docx’, xIsx',
'pptx’,'ps','odt','ods','odp’,'odg");
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Process Templates

The following process templates are common processes used in many companies. Feel free to

customize them to your particular needs.

PROCESS TEMPLATES

20-F
Management
About to enter the stock
market or already part of it?
This neat process app
significantly reduces the time
and effot needed to comply with the
Sarbanes-Oxley Act.

Click here to download this process template

SOX

Accounts Payable
Incorrect payments hit your
bottom line hard. Gain better
control and accuracy over the
complete inwice receipt
process with the Bizagi
Accounts Payable process app.

Click here to download this process template

Change Management
ITIL based

Introduce, manage, evaluate
and analyze the impact of
your technological changes
with  Bizagi's  ITIL-based
Change Management process app.

Click here to download this process template

Non Conformity
Management ISO
9000

Easily spot, manage and
correct those anomalies that,
when left untreated, threaten
your budget, customer base and industry
credentials.

Click here to download this process template
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Access Management
ITIL based

This process app helps control
user privileges based on the
roles & responsibilities of
individual users in-line with the
principles of ITIL.

Click here to download this process template

Ad-Hoc process

Do you have processes that fall

outside predefined patterns?

Not a problem. Bizagi makes it

easy to assign, schedule and

resolve tasks on the fly.

Click here to download this process template

@( The Bizagi Help Desk app
embeds a formal yet flexible

+ flow enabling all your internal IT
request cases to be effectively
qualified, managed and solved.

Click here to download this process template

Help Desk

Onboarding

Put an end to first day
frustrations with the Bizagi
Onboarding process app - a
simple workflow to ensure new
employees have what they need
from day one.

Click here to download this process template
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Offboarding Personal Loans

Ensure  your offboarding Request
o F-Q process is as tight as your - Streamline the complete credit

onboarding one. Get request cycle of your most
Complete control over all the Comp|ex financial products’
necessary tasks to ensure a from approval and evaluation
satisfactory experience for both HR and right through to final delivery.
employee. Click here to download this process template

Click here to download this process template

Petitions Claims and Purchase Request

Complaints The purchase lifecycle made
Claims, Complaints and \ ’ easy. Automate ewery stage
Suggestions getting out of and enjoy better buying power
hand? This process app gives -9 ® \ihin your supply chain.

you total clarity to identify, = Click_here to download this
resolve and improve all company interactions. process template

Click here to download this process template

~ Recruitment and Sales Opportunity
2 Selection Management
&t 2 Struggling to assess Convert more business leads
2 applicants' information? into closed deals. Analyze your

Internviews proving difficult to sales performance. Improve
schedule? Streamline your your senice lewels. All made
selection process with Bizagi's Recruitment simpler with Bizagi.
app. Click here to download this process template
Click here to download this process template

Transactional process
Coordinate multiple activities
without returning to the initial
state. From small and simple
to large and complex, handle

Travel Request and
Expenses Report

A simple yet effective process
app to provide tight control over
travel and expenses requests,

every process outcome. complete with reports.
Click here to download this process template Click here to download this process template
Six Sigma Vacations Request

Perform your projects more

60"%&. effectively in line with leading
Six  Sigma / DMAIC

Easily submit leave. Gain
control & \isibility. Reduce
manual updates across your

methodology. company. This app does it all,
Click_here to download this in line with your company
process template handbook and approval procedures.

Click here to download this process template
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Vehicle Insurance Download the process used in the Webinar
9 Policy Underwriting "Creating a process documentation portal

This process app provides with Bizagi”
underwriters with control and o
visibility of the vehicles This_is the example file for you to use as a

required to insure, reducing reference_to model your processes and create

paperwork and unnecessary duplication. your own documentation portal.
Click here to download this process template

"Criando um portal de documentagéo com o
Bizagi"

Arquivo _de exemplo utilizado no Webinar:
Criando_um _portal de documentacdo com o

Bizagi

bIZDgI Copyright © 2002-2014 Bizagi. All rights reserved.

Mol o



http://www.bizagi.com/processcentral/Documents/0051b791-7a58-4ad7-822c-5508a9d7ac38/docs/Vehicle%20Insurance%20Policy%20Underwriting.bpm
http://www.bizagi.com/processcentral/Documents/0051b791-7a58-4ad7-822c-5508a9d7ac38/docs/Vehicle%20Insurance%20Policy%20Underwriting.bpm
http://www.bizagi.com/processcentral/Documents/0051b791-7a58-4ad7-822c-5508a9d7ac38/docs/Vehicle%20Insurance%20Policy%20Underwriting.bpm
http://www.bizagi.com/processcentral/Documents/0051b791-7a58-4ad7-822c-5508a9d7ac38/docs/Vehicle%20Insurance%20Policy%20Underwriting.bpm
http://www.bizagi.com/processcentral/Documents/0051b791-7a58-4ad7-822c-5508a9d7ac38/docs/Vehicle%20Insurance%20Policy%20Underwriting.bpm
http://www.bizagi.com/processcentral/Documents/0051b791-7a58-4ad7-822c-5508a9d7ac38/docs/Vehicle%20Insurance%20Policy%20Underwriting.bpm
http://www.bizagi.com/processcentral/Documents/0051b791-7a58-4ad7-822c-5508a9d7ac38/docs/Vehicle%20Insurance%20Policy%20Underwriting.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/ABC%20-%20V1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm
http://download.bizagi.com/docs/Empresa%20ABC%20v1.2.bpm

® DIzaqg)

Modeler



	Welcome to Bizagi Modeler
	Overview
	Standards support
	Multilanguage support
	Training and support
	Related Products

	Getting Started
	Install Bizagi Modeler
	System Requirements
	Register to join the community
	Bizagi Modeler file types
	User Interface explained
	Toolbar
	Ribbon
	Maximizing the workspace

	Palette
	Activities
	Events
	Gateways
	Data
	Artifacts
	Swimlanes
	Connectors

	Element properties
	View options
	Presentation mode and Presentation actions

	The Pie Menu


	Modeling a Process
	Creating a process
	Video example: Creating a process
	Editing a process
	Sub-processes
	Converting to reusable sub-process
	Sub-process types

	Improving look and feel
	Colors, sizes and shading
	Printing large diagrams

	Documenting a process
	Documenting each element
	Using Rich Text Format
	Spelling review

	Defining Gateway conditions
	Defining Resources
	Extending your documentation
	Extended Attributes type
	Example: Add a Table Extended Attribute
	Managing Extended Attributes
	Sharing Extended Attributes between elements
	Exporting and Importing Attributes between Models

	Video example: Documenting your process
	Using Artifacts
	Company logo

	Generating Documentation
	Publish or Export
	Publishing in Word
	Document Template

	Publishing in PDF
	Publishing to Web
	Customize styles in Web

	Publishing to Wiki
	Publishing to Sharepoint
	Exporting to XPDL
	Exporting diagrams as Image
	Exporting to Visio
	Exporting to BPMN
	Documentation Portal
	Creating a Documentation Portal (step by step)


	Importing diagrams
	Import diagram from Visio
	Import diagram from XPDL
	Import diagram from BPMN

	Simulation
	What is simulation
	Simulation in Bizagi
	Simulation levels
	Level 1 - Process Validation
	Level 2 - Throughput time analysis
	Level 3 - Resource analysis
	Level 4 - Calendar analysis

	Scenarios

	What If analysis
	What if analysis example


	Team Collaboration
	Collaborative process modeling
	Example of collaboration
	Video example: Collaboration explained
	Collaboration levels
	Offline collaboration
	Conflicts resolution
	Using Categories
	User profiles
	Saving as non-collaborative file
	Force unlock

	Process Execution
	Guidance for automation
	Video: Bizagi BPM Quicktour

	Advanced topics
	Interaction between processes
	Example: Interaction between processes
	Message Flow connection rules
	Alignment features between processes

	Long lasting transactions

	FAQ
	General FAQs
	Best practices in modeling
	Diagramming and documenting FAQs
	Sharing documentation FAQs
	Troubleshooting FAQs

	Process Templates

