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What Does Workflow
Automation Mean to Your Firm



Objective

U Explain the definition of workflow, different
workflow strategies, workflow best practices
and various wor kfl ow
marketplace.
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What is Workflow?

U The automation of a business process, In
whole or in part, during which documents,
Information or tasks are passed from one
participant to another for action (activities),
according to a set of procedural rules.
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Di fferent Approach

U Questions to Ask
I What is being routed and tracked?

I Are the tasks a formalized/
repeatable/predictable business
Drocess?

| ntegration with other applications?

I Detalled information required for
tasks or custom forms?

I How many people?
I How many steps?




Alternatives for Managing the
Business Process
1. Document Workflow
2. Engagement Workflow

3. Business Process Automation



Business Process Management (BPM)
= Workflow

U Business process management is the
automation of business processes, in whole or
In part, where documents, information or tasks
are passed from one participant to another for
action, according to a set of rules.



Business Process Management (BPM)
= Workflow

U Business process management is the
automation of business processes, in whole or
In part, where documents, information or tasks
are passed from one participant to another for
action, according to a set of rules.

U A business process is a logically related set of
workflows, work steps and tasks that provide a
product or service to clients.



Workflow systems should:

U Improve processes and help eliminate lost
time looking for information and documents.
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U Increase staff
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U Allow owners to simplify management
procedures and still have control over their

business.



Workflow Software Features

Process mapping

Scheduling & task assignment
Dynamic rules

Document binder

Electronic forms, checklists and routing sheets
E-mail alerts

Management reports 2]

o 0 0




Why Implement Workflow
Management Systems?

U Done by the best participant.
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Why Implement Workflow
Management Systems?

Done by the best participant.
Performing all necessary tasks.
nformation easily accessible.
nterface to data systems.

_ogging and tracking.
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Monitoring and control.



Workflow Benefits

U Workflow Management

I Productivity increase
x 30% common
x 50% to 100% or more with process improvement
x Staff savings are primarily professional

I Need image processing if paper is involved



Workflow Benefits

U Workflow Management

I Productivity increase
x 30% common
x 50% to 100% or more with process improvement
x Staff savings are primarily professional

I Need image processing if paper is involved
U Image processing
| Staff and space saving pay 80% of cost
x Staff savings are primarily clerical
I Needs at least a basic workflow system



Direct Cost Savings

U More Effective Allocation of Resources
(Staff)
I Assignment, logging and tracking.

I Improved reporting and a better
understanding of the business.

I Leads to standardization, thus reduces
training costs.

I Improved performance and quality controls.
I Reduce waste (product or staff time).



Soft Benefits
(hardest to measure)

U Better control of work

I The best person for the job handles each task.

I Work is processed in the appropriate order, most

urgent tasks first. The more difficult tasks do not get
buried.
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Soft Benefits
(hardest to measure)

U Better control of work
I The best person for the job handles each task.

I Work is processed in the appropriate order, most
urgent tasks first. The more difficult tasks do not get
buried.

U Management
I Assignment is automated.
| Status, analysis and gquality.
U Professional productivity
I Over a 20% increase due to automation alone.

I Often 50% or more due to improved workflow.
I Critical tool for process improvement.



Workflow Reference Model
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