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FlowBiz Workflow Designer...
From Flowchart to Procedure... Effortlessley

e Procedures
e HACCP Charts
e Risk Analysis

e Process
Mapping

e BPM
e TQM
e QA

e GMP




QO Workfidw Designer
o

KEEP WORKFLOW STEPS AND SUPPORTING INFORMATION TOGETHER

Workflow Designer seamlessly keeps both a workflow flow chart diagram and supporting information together so the
logic and structure of a workflow is alwayts maintained. Unlike trying to use a separate flowchart and word processing
package Workflow Designer takes care of the synchronising of informaton into the flowchart.

As you add each step into the flowchart you also enter the step's workflow or procedural information, ensuring both
accuracy and sense, up front, without rework or guessing sequences of information! Workflow Designer even has an
integrity checker that checks your workflow for errors and ommissions so you can be confident that the chart is validated
for critical items prior to distribution.

With the chart and information securely locked together you can publish to a hard copy such as MS Word or PDF.
As both chart and words are linked together the procedural logic will remain synchronised with the words along with any
linked documents such as policies, standards or specifications. If end to end procedures or processes is required,

Workflow designer links all your flowcharts together so the author can seamlessly jump between charts on line.

For the hard copies, all Links and Jumps are reported so the reader of the hard copy can instantly see where to access
vital information.

With a built in report template tool any information recorded in the chart can be laid out to corporate standards in the
hard copy document. Adding logos, changing fonts, colours or layouts are simply and easily achieved.
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ALL THE TOOLS FOR EASY AND POWERFUL FLOWCHART DESIGN!
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3. Folbwite

The Workflow Designer interface is the design interface that allows the workflow professional to design processes and
procedures that will be generated into hard copy reports or direct into a FlowBiz database solution such as the procedure
portal. A full featured tool that has been utilised in over 150 industry sectors, easy to master with some great features
such as:
1. Formatting and alighment tools, including spell checker and thesaurus. Includes tools not normally found in
standard drawing toolsets:

Picture Optimisation

a. A powerful image optimiser to reduce the size of :;Ezt — Reduce Caours ;Z’"“:R -
any images embedded in a text box, or actual & me - Size 538
figure. Extremely useful when creating a more D e Reducsdby 6%
visual looking chart utilising photographs or other f“ﬁ_q e
image formats. = p— I prevew
Cancel | Insert Without Optimise | Insert With Optimise | I

b. Table tool for inserting tables into text boxes.

c. Merge Tag function to merge information from the chart, or if connected to a FlowBiz on-line database

solution from any data stored in the solution.

d. Additional Field Tool. Use this tool to

add additional inputs fields such as

policy, toolbox, OH&S information etc.
Additional fields are entered either at
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the chart level or for every step in the
chart. This is a very powerful addition
that combined with the Document
Editor can be used to extract
information from the chart based on
business requirements. E.G. If you =
have an additional field for safety,
simply create a template that extracts
only the safety information!
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2. Quick draw palette to allow rapid auto placement of figures on the workspace. Quick link to the most used
flowchart shapes.

3. Additional shapes (over 40 shapes are available). Have a favourite shape? No issues simply choose the shape
and it will automatically promote into the quick draw pallet. Format you r favourite shape, add a picture and
even text and create a template shape that will always be available in all charts you design.

4. Auto line draw that has many features such as rounded corners, additional arrow shapes, midpoint arrows, text
on lines and of course, different line styles colours and attributes.

5. Step details — Label The text that will appear in the flowchart shape. Use Bold, Italics, change colour, place in the
middle, at the bottom etc.

6. Step details —Performed By. A multi use field that can utilise its own performer list, or when connected to a
FlowBiz database solution can utilise Users and Groups as part of the database permissions. Allows for searching
for procedures based on performed by.

7. Step details —Jumps. Create a Jump (or sub process) either on a network or if utilising a FlowBiz database
solution such as the procedure portal, within the secure and managed portal. When not connected to a portal
for on-line processes then the link is reported in the generated document.

8. Step details — Description. Add additional text to ensure the step details are fully explained. With tables,
inserting graphics, full font control, this one feature alone puts FlowBiz Workflow Designer in front of all other
tools.

9. Step details —Business Analysis. Primarily used by an in house analyst to record additional information that will
not be part of the general generated procedure. If required, this information can be fully reported in a
generated document as a separate document.

10. Additional functionality that is available including:

a. Process details —record Title of chart, codes, status, revision history and authorisation details.

b. Chart properties —Switch attributes on and off such as sequencing, figure shadows, grid, background
picture.

c. Purpose and Scope and Business Analysis - Record essential high-level information about the chart.

d. Additional process and step Information — Displays and records any additional field information created
using the Additional Field Tool.

e. Revision History. Displays the revision history for the chart.

f.  Standards — Refer to the compliance made easy information on page Error! Bookmark not defined..

g. Figure properties — Change the attributes for the figures such as margins, background, auto size etc.

h. Attachments and Files. This is s a very powerful feature that will provide either information about files

that must be used at a certain point in the process, or a live link to the file. You can make a link to a file
that is either held within the secure database of solutions such as the FlowBiz Procedure Portal, or from
a network location. When published into the procedure portal these links become instantly available,
controlled through permissions so that only authorised personnel can access the files. If generating into
a hard copy, the file name is included in the report.
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CREATE A HARD COPY REPORT FOR PROCEDURAL OR PROCESS USE

Included in the toolset is a document template and merge Do
tool that allows the creation and modification of any
templates used to create reports or procedures.

<Title of Chart>

<Title of Chart>

) TagValue ] B L B
Using merge tags, corporate layouts can be readily o [
achieved. Many sites have included information such as Purpose pas | | e ? Sy i L& ]
safety information in the flowchart and then created a Pupose> R "
FILENAME
template that extracts and displays that safety information Scope eureose
separate from the main procedure. Seope> v
Revision History g??ﬁgARDS 2

<Revision History>
To get up and running, there are standard reports such as
Procedure and audit checklist layouts already included.

Using the merge tags is simple to master and is a powerful ——
inclusion that is deservedly widely praised and utilised. i

Inserting the Purpose merge tag into the template. When
the report is generated this will insert whatever text is
entered in the purpsoe text box in Workflow Designer into
the generated document that can then be saved as a PDF, MS
Word etc.

WHERE TO NOW?

FlowBiz has a range of on-line solutions that leads an organisation from procedures in hard copy to procedures on line
and then into full workflow automation utilising a range of pre built integrated solutions.

If you need a full featured on-line procedure portal that includes:
e Procedure Portal Work Centre for Administrators including Scanning system (Requires any Twain Scanner).
e Simple to navigate browser interface.
e  Procedure and Workflow System with Compliance Mapping System.
e Document Management System (DMS) with Compliance Mapping System.
e Audit and Review System.
e Knowledge Base.

Then contact sales@flowbiz.com.au for further details or checkout the MyWorkflow Web Site.
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