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BUSINESS PROCESSES IN BPM’ONLINE
Bpm'online is based on a business process management platform that uses two types of business
processes:

• BPMN business processes generally follow BPMN 2.0 notation. Using BPMN tools, you can
create and maintain highly structured sequences of actions, both automated and those
performed by the users. This is the best tool for creating custom business logic, such as
integrations, custom UI, etc., as well as automating routine processes.

• Dynamic cases are a type of flexible business processes, which generally follow a life cycle of a
bpm'online record: a document, an opportunity, an order, etc. Dynamic cases streamline and
organize employee workflow, prompt them the activities needed to achieve positive result for
the current record (e.g., activities needed to successfully go through the deal stages when
processing an opportunity).

NOTE
For more information on the BPMN processes and dynamic cases, we recommend that you take 
“Introduction to business processes” e-learning module (academy registration is required).

Here’s an overview of how the two types of processes compare to each other:
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HOW TO USE CASE DESIGNER GUIDE
Cases are fairly straightforward. If you are new to dynamic cases, we encourage you to start with the
“Case Designer guide” chapter, as well as take the “How to set up dynamic cases” module.
If you generally understand what cases and their management tools are, and simply need an example
to get you started, go to the “How to set up a case with approval” chapter, which is a step-by-step
guide for setting up an approval process.
Detailed reference on the different case elements is available in the “Case Designer elements
reference” chapter. This chapter will be useful for users who already know how to design a case, and
need to clarify some specifics as to how different “building blocks” operate in bpm’online cases.

HOW TO USE PROCESS DESIGNER GUIDE 
Business processes in bpm’online are tools for in-depth customization of business logic. Using business
processes requires good knowledge of bpm’online functionality than you plan to customize or
automate with BPMN processes. This guide was designed for users with different levels of knowledge
of BPMS.
If you are new to BPMN in general, and business process implementation in bpm’online in particular,
we recommend that you start with basics that are available in the Process Designer guide. It contains
introduction to base concepts behind the BPMN engine in bpm’online:

• Getting started with Process Designer – this chapter contains information on the Process
Designer interface.

• Elements and flows – this chapter covers the basics of working with primary business process
elements – actions and flows in bpm’online Process Designer.

• Branching processes – this chapter covers working with special type of process elements:
gateways, also known as “Logic operators”, used to converge and diverge process flow.

• Process events – this chapter covers events, which are means of starting an stopping a business
process, and can be used to set up processes that would run automatically.

• Process parameters – covers the logic behind process and element parameters, which
determine how process elements execute, and can be used to exchange information within a
business process.
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• Working with data – in this chapter you will learn how business processes interact with
bpm’online database and its records.

• Formulas – this chapter covers basic principles and syntax of working with formulas in a
business process for calculating values, generating dynamic text or setting up logic conditions.

• Advanced process settings – this chapter briefly touches upon process-wide settings.
• Process version control – in this chapter you will learn how bpm’online lets you update and

modify processes without disrupting the flow of the processes that are already in use.
• Process Designer best practices – contains general recommendations on how to get best

performance out of your bpm’online business processes.
If you already understand the basics behind business processes in bpm’online, and are looking for
practical examples of how to implement specific business cases vial a BPMN process, we recommend
that you browse those available in the Business process use cases chapter. It contains two types of
cases.
First, there are simple use cases of implementing different functions, logic and elements of a BPMN
process. The purpose of these use cases is to demonstrate how to you achieve specific business tasks
using a BPMN process:

• How to use events
• How to use parameters
• How to work with data
• How to work with emails
• How to interact with user interface and pages
• How to manage access permissions
• How to use sub-processes

The “End-to-end use cases” chapter contains instructions on how to set up completely functional
business processes, from start to finish.
If you are a confident BPMS user and already know how to design a business process, and need to
clarify some specifics as to how different process elements operate in bpm’online, you can skip basics
and examples, and go straight to the “Process Designer elements reference” chapter.

BPM’ONLINE MARKETPLACE CONTENT
Check bpm’online marketplace for free business process templates illustrating different aspects of
bpm’online business process. These are examples of processes covered in the Process Designer guide.

• Business processes: start events template contains examples mentioned in the Process events
article.

• Business processes: parameters template contains examples mentioned in the Process
parameters article.

• Business processes: basic steps in working with data template contains examples mentioned in
the Working with data article.

Examples of Marketplace business process templates:
• Engaging dormant customers – is a great template illustrating how to create a cyclic business

process in bpm’online.
• Granting new owner access rights to the account data – this template provides a practical

example on how to manage access rights as part of a business process flow.
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• Employee on-boarding – a working process for handling a new hire, with all common practices
found in bpm’online process design.

• Feed notifications on account related events – an example of automating notifications using
BPMN business process.
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Getting started with dynamic cases
CASE DESIGNER GUIDE
The purpose of the CASE DESIGNER is to automate, build and customize the stages of your company's
non-linear business processes, otherwise known as “cases”. The concept of case management is aimed
at ease of use and ease of design.
The Case Designer does not require knowledge of complex process and provides a simpler case
management. Use case management if there are several ways to reach the goal of a business case and
none of them can be predicted. You can set the order and parameters of case stages, and to specify
the steps and tasks for each stage.
The Case Designer is accessed via the section wizard from the [View] section menu (Fig. 1).

Fig. 1  Starting the Case Designer

The case diagram consists of steps and case elements. 

CONTENTS
• Setting up cases in sections
• Getting started with dynamic cases
• Case properties
• Case stages
• Case Designer elements reference
• Case execution
• How to set up a case with approval

GETTING STARTED WITH DYNAMIC CASES
The case is a workflow with a business value to a customer, partner or a stakeholder. Case consists of a
number of tasks and steps that lead to the needed business result. The set of tasks and processes are
coordinated within the case. For example, the creation of bank account, application for insurance
payment, etc.
Use the Case Designer to configure case steps and their sequence. To configure a case, select it in the
list of cases and click [Open]. Setting up and editing case steps and stages is performed in the Case
Designer UI, which consists of the toolbar, the stage panel, the working area and the element setup
area (Fig. 2).
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Fig. 2 Case Designer workspace

TOOLBAR
The TOOLBAR (1) contains the following buttons:

• [Save] – saves changes made to the case in the Case Designer. All changes will immediately
become available on the workflow bar of the new records in the corresponding section.

•  – opens the case parameter page or parameter page of the currently selected case
element.

•  – opens the DCM help on the academy.bpmonline.com.
The [Actions] menu contains the following commands:

• [Metadata] – opens the metadata of the case.
• [Metadata export] – exports metadata to an MD (Markdown) lightweight markup language file.

STAGES PANEL
Use the STAGES PANEL (2) to map and manage the workflow stages for the case. With the help of the
stages panel, you can add, remove and connect stages displayed on the workflow bar of the
corresponding section.

WORKING AREA
The WORKING AREA (3) of the Case Designer is used to manage case elements. Here you can add
case elements as “steps” of the case stages and configure their parameters.

SETUP AREA
Use the SETUP AREA (4) to set up process and process element parameters. The list of available
settings depends on the type of the currently selected Case Designer element.
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Getting started with dynamic cases
CASE DESIGNER HOT KEYS
Use the hot keys to easily trigger certain operations in the Case Designer.

SEE ALSO
• Case Designer elements reference
• Case stages
• Case execution
• How to set up a case with approval

HOT KEYS NOTES

Ctrl + S Save the case.

F1 Open help

Ctrl + M Show metadata

Delete Delete the currently selected task or sub-process.
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SETTING UP CASES IN SECTIONS
You can configure cases in any bpm'online section. Several cases can be used simultaneously in each
section. However, a section record will use only one of the cases, depending on a specific column
value. For example, for the “Medium business” and “Small business” opportunity categories, you can
configure different cases.
There are several ways to access the Case Designer:

• The [Cases] tab in the section wizard
• The [Set up section cases] button in the [View] section menu.

The case setup page displays a list of all cases configured for a section (Fig. 3).

Fig. 3 Section case setup page

The [Which column to build the stages by?] and [Which column to set initial case condition by?] fields
determine the basic case properties (Fig. 4).

Fig. 4 Configuring section case columns

• [Which column to build the stages by?] – the values of the column specified in this field will
be used to determine case steps.
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• [Which column to set initial case condition by?] – bpm’online will use the column specified in
this field to determine which case to run for which record. Populate this field if the section has
several cases.

CREATING CASES
Click [New case] to add a section case. The Case Designer will open. In the designer, configure the
sequence of steps (case elements) that are performed at each case stage. A new case will appear in the
list of section cases after you save changes in the Case Designer.

NOTE FOR IMPLEMENTATION SPECIALISTS
In the pre-production environment, if you configure the case for the section with the default case 
disabled, then before transferring the created case to the production environment, bind the data of the 
disconnected case. 

ACTIVATING A CASE
Cases that are not currently in use can be deactivated by selecting the case record and clicking the
[Deactivate case] button in the [Actions] drop-down menu. The case will continue running for all
records created prior to its deactivation. Several cases can be activated simultaneously in each section.

NOTE
You can run only those cases that correspond to the columns specified in the [Which column to build 
the stages by?] and [Which column to set initial case condition by?] fields. If the values of the [Which 
column to build the stages by?] and [Which column to set initial case condition by?] fields are changed, 
all cases that have incompatible column values will be deactivated.

SEE ALSO
• Getting started with dynamic cases
• Case properties
• Case Designer elements reference
• Case execution
• How to set up a case with approval

CASE PROPERTIES
Case settings are available in the case setup area (Fig. 5). To open the case setup area, click the 
button or double-click the Case Designer toolbar.
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Fig. 5 Case setup area

[Title] – enter the case name in the upper part of the setup area or in the field above the Case Designer
toolbar. This is a required field.
[Section] – bpm'online section where the current case is used. The [Section] value cannot be changed
once the new case is saved. This is a required field.
[Stage column] – the column that contains the current stage of the section record. Select any of the
section’s lookup columns here. This is a required field.
[Description] – optional notes and supplementary information for the case.
[Code] – the internal name of the case, used by the system to identify it in the system. The default code
is generated automatically, but you can edit it. The code can only contain Latin characters and
numbers and cannot contain any special characters. This is a required field.
[Case initial condition] – a field that determined which case can be run for the section record.
Corresponds with the [Which column to build the stages by?] field on the section case page.
[Package] – the package that contains the dynamic case schema.
[Active] – uneditable. The field is filled in automatically and indicates that the case is enabled in the
corresponding section. Additionally, you can activate this checkbox by clicking [Activate case] on the
section case page.
14
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SEE ALSO
• Getting started with dynamic cases
• Case stages
• Case Designer elements reference
• Case execution
• How to set up a case with approval
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CASE STAGES
The [Stage] case element denotes a general progression milestone within the case workflow. A stage
can contain a number of required and optional steps. The stages of a case are displayed on the
workflow bar in the order of their completion. To modify the sequence of stages, drag & drop a stage.

NOTE
A list of case stages is available in the [Opportunity stages], [Lead stages] and [Case stages] lookups or 
any other lookup, created while setting up a section. Each new stage added in the Case Designer will 
be saved in the corresponding lookup.

HOW TO ADD A CASE STAGE
To add a stage, click the  button on the stage panel. The button is displayed next to the last stage
on the workflow bar, and when hovering the mouse over the spaces between stages. That enables you
to add stages both sequentially and in random order. (Fig. 6).

Fig. 6 Adding a stage

The setup area will be displayed once you add a stage.

STAGE SETUP
Specify stage parameters in the setup area (Fig. 7).
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Case stages
Fig. 7 Stage setup area

The name of the element is indicated at the top of the parameters panel. If you rename an element,
the corresponding record in the lookup will be modified as well. If you rename an element, the
corresponding record in the lookup will be modified as well.
[Stage value in lookup] — the lookup record that corresponds to the current case stage. Map case
stages to lookup values here. If the lookup does not have the required stage, you can create it directly
from the setup area. To do this, enter the name of the stage in the [Stage value in the lookup] field.
Each new stage added in the Case Designer will be saved in the corresponding lookup. This is a
required field.
[Possible next stages] – select case stages to which you can transition from the current stage. By
default, all case stages are available.
[Possible previous stages] – select case stages from which you can transition to the current stage. By
default, all case stages are available.
[Automatic transition to next case stage] – used to configure an automatic transition to the next case
stage. The current stage can automatically transition to any stage specified in the [Possible next stages]
list.
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• “Only manually (no automatic transition)” – the transition to the next case stage is performed
only when the user clicks the next stage on the workflow bar.

• “If required steps are completed” – the transition to the next case stage occurs automatically
when all required case steps of the current stafestate are completed. Required steps are case
elements  with the "Required step" type.

• “If both the required and optional steps are completed” –the transition to the next case stage
occurs automatically once both required and optional stage steps are completed.

NOTE
If an automatic transition is enabled for the stage, it will occur after the transition condition is met. In 
this case, regardless of the automatic transition settings, you can go to the required stage of the case 
manually.

[Group with other stage] — select stages from the lookup to group with the current stage. Grouping
stages enables them occupy same slot on the workflow bar. The workflow bar displays grouped stages
as a drop-down list. The stage specified in this field becomes primary and is placed before the current
stage on the stage panel. The [Group with other stage] checkbox becomes uneditable if the stage is
already grouped.
The [Stage is successful] checkbox determines the stage at which the case is considered successful. The
checkbox is displayed only for final stages.
[Stage color] – the color of the workflow bar on this case stage.

HOW TO DELETE A CASE STAGE
You can always delete unnecessary case stages and steps. To do this, select the stage and click .

NOTE
If a case stage is deleted, all its steps will be deleted as well. The stage will not be deleted from the 
corresponding lookup.

SEE ALSO
• Case properties
• Case Designer elements reference
• Case execution
• How to set up a case with approval
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CASE EXECUTION
You can create and launch cases in any bpm’online section. The [Opportunities], [Leads] and [Cases]
sections have pre-configured cases by default. More information about contact fields is covered in a
separate article.

NOTE
We recommend disabling the configured business processes in a section before running a case. 
Otherwise, the case and the process will run in parallel.

The case configured for the section starts automatically when a new record that matches the case
conditions is created. All elements that are part of the first case stage will be launched automatically.

NOTE
By default, elements of a case stage are launched immediately upon transitioning to the stage. If the 
[When is the step performed?] field has the “After the previous step is complete” value, the element 
will be launched only after the element specified in the [Perform after step] field.

To advance though the case stages use the workflow bar located on the action panel. All activities,
created during case execution, are displayed on the action panel as well.

NOTE
You can set case transition to the specific stage according to the task result or subprocess conditions 
which are the steps of the current stage.

The case elements will be displayed for the user on the action panel. Perform tasks and go through the
stages to achieve the goal of the case. It is not necessary to perform all the steps of the selected stage
– completing the required steps will enable you to advance through the case.

NOTE
A user can advance to the final “lost” stage from any stage without completing the required steps.

If the field value used for designing the case has been changed on a record page and a more suitable
case exists for the new field value, the action panel will display a “Change case” button (Fig. 8).

Fig. 8  [Change case] button

To launch a new case:
1. Click the [Change case] button.
2. Select the [Launch] command.
3. Confirm the case change by clicking the [Proceed] button in the dialog window.

As a result, the record page will display the stages and activities of the new case.
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WHAT HAPPENS TO CASE TASKS IF YOU TRANSITION TO THE NEXT STAGE 
AHEAD OF SCHEDULE
If necessary, you can advance to the next stage of the case ahead of schedule by completing only the
required steps of the current stage. In this case, all unfinished tasks and case steps of the previous
stages will be canceled.

WHAT HAPPENS TO CASE TASKS IF YOU RETURN TO THE PREVIOUS STAGE
The flexibility of the case management concept enables you to return previously completed case
stages. In this case, all unfinished tasks of the current stage will be canceled, and new tasks will be
created for the stage you returned to.

WHAT HAPPENS TO THE CASE WHEN YOU TRANSITION TO THE FINAL STAGE
To complete a case, you need to complete all steps and tasks that precede the last stage. If the last
stage does not contain steps, the case will be completed once the stage is selected on the workflow
bar. Incomplete steps of the previous stage will be automatically canceled.

WHAT HAPPENS TO RECORDS IF THE STAGE CONNECTED TO THEM IS 
REMOVED FROM THE CASE
Stages of the case are associated with the steps from the lookup, specified in the [Which column to
build the stages by?] field on the [Cases] tab of the section wizard. Deleting a stage means that it will
no longer show up on the workflow bar. However, the corresponding record will not be deleted from
the lookup. For example, the "Presentation" stage was deleted from the case in the [Opportunities]
section. In this case, all the opportunities at this stage will remain on it, but without displaying the stage
on the workflow bar. To continue working with the opportunity, transfer it to another case stage. That
means you will not lose important data while modifying the case.

WHAT HAPPENS TO A DEACTIVATED CASE
The case that was deactivated will not work for new records. For those records that were created
before deactivation, all stage steps will still be performed.

SEE ALSO
• Case properties
• Case Designer elements reference

CASE DESIGNER ELEMENTS REFERENCE
Case elements are steps that constitute a case stage. Each element is some form of action in
bpm’online, very similar to actions in a BPMS business process.
Some elements require some form of user activity, while others are executed by the system. Select the
element on the case diagram to display its properties in the setup area. You can configure each
element in either the “primary” or “advanced” mode. By default, the setup area opens in the primary
mode and features all user settings. Click the  button to view advanced properties. In this mode, the
setup area will contain the list of all parameters of the task element.
20
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HOW TO ADD AN ELEMENT TO A CASE
To add an element to a stage, click the  icon below the corresponding stage in the designer
working area. Select the type of the case element in the drop-down list (Fig. 9).

Fig. 9 Selecting an element in the menu

Enter the name of a new case element and press Enter. The new element will appear in the working
area. The setup area for the newly added element will display. The [Add step] field will be displayed
below the last element of the stage (Fig. 10).

Fig. 10 New element on the case diagram

HOW TO MOVE ELEMENTS IN THE CASE DESIGNER
You can rearrange case stages and elements at any time. To move an element, drag & drop it to the
new location (Fig. 11). You can drag & drop case elements within a stage or between stages.

Fig. 11 Moving a [Perform task] case element

 

You can also drag & drop case stages to change their order. All stage steps will be moved along with
their stage (Fig. 12).
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Fig. 12 Moving a case stage

NOTE
Grouped stages are moved simultaneously if any of the stages in the group is moved.

HOW TO DELETE A CASE ELEMENT
You can always delete unnecessary case stages and steps. To delete an element, select it and click the

 button or press the “Delete” key on the keyboard.

NOTE
If a case stage is deleted, all its steps will be deleted as well. 

CONTENTS
• [Perform task] case element
• [Sub-process] case element
• [Send email] case element
• [Open edit page] case element
• [Change access rights] case element
• [Approval] case element
• [Validation item] case element (BPMonline lending)

[PERFORM TASK] CASE ELEMENT
The [Perform task]  case element is used to add an activity as a case stage step.
Specify task parameters in the setup area (Fig. 13).
22



Case Designer elements reference
Fig. 13 The [Perform task] element properties

Most element parameters, like [Subject], [Owner] or [Account], correspond to the fields on the activity
page. If any parameter field is populated, then when a case creates a new task, the corresponding field
in the task page is automatically populated with the corresponding value. If the parameter is not filled
in, then the corresponding field on the activity page will be blank and can be populated manually.
You can populate these fields using the parameter value window.
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At the top of the setup area, enter the element title that will be displayed in the Case Designer working
area.
[Step type] – specify if the task is required. Select “Required step” if the task needs to be completed for
transition to the next stage. Select “Optional step” if the user can advance to the next case stage
without completing this task.

NOTE
A user can advance to the final “lost” stage from any stage without completing the required steps.

[What should be done?] – enter the subject of the task. The subject briefly summarizes the task for
the user to perform. This is a required field.
[Task category] – select the category of the task, for example, “To do” or “Meeting”. This is a required
field.
[When is the step performed?] – indicates whether the [Change access rights] element is activated at
the start of the stage or upon completion of a specified case step. Select “At the start of the stage” to
create activity at the start of the case stage. Select “After the previous step is complete” if the activity
must be created after the previous step in the case stage. Specify the step in the [Perform after step]
field.
[Start in] – specify the time period after which the activity should start. The time can be specified in
minutes, hours, days, weeks and months. This parameter is used to populate the [Start] field of the
activity page.

NOTE
The [Start] field of the activity is filled in with the [Start in] field value plus current user time. For 
example, if “30 minutes” is specified in the [Start in] field, and the task was created at 12:00, then 
“12:30” will be specified in the [Start] field of the created task.

[Planned duration] – enter the activity duration in minutes, hours, days, weeks or months. This
parameter is used to populate the [Due] field of the activity page.

NOTE
The [End] field of the activity setup page is filled in with the value from the [Start] field incremented by 
the value in the [Planned duration] field.

[Show in calendar] – select the checkbox to display the activity in the [Calendar] view.
[Show page automatically] – select the checkbox to automatically open the activity page once the
task is created by the case.
[Who is the assignee?] — specify the user responsible for performing the task.
[Hint for user] – enter additional information about the task. The user will be able to view the hint by
clicking the  button on the activity page.
[Remind in] – indicate the time period for a reminder before the activity starts. When the specified
time comes, the system will automatically create a notification for the corresponding employee.
[Connected to] – specify other records that the activity will be connected to. As a result, the task will
be added to the [Activities] detail of the corresponding record. By default, the case tasks are connected
with the case record. For example, lead case task will be connected to the corresponding lead. You can
add fields for connecting the task to other records by clicking the  button.
[Change stage after element is completed] – configure case transition to the next stage depending
on an activity result. Click the  button to add fields for configuring conditions of case transition.
Select the result of the execution of the [Task] element in the [If result] field (for example, “Completed”)
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at which the case should be transferred to the next stage. Specify the stage for transition in the [Set
stage to] field.

SEE ALSO
• [Sub-process] case element
• [Send email] case element
• [Open edit page] case element
• [Approval] case element
• Case stages

[SUB-PROCESS] CASE ELEMENT
The [Sub-process]  Case Designer element is used to add BPMN process as a stage step. The
parameters of the [Sub-process] Case Designer element are identical to those of the corresponding
Process Designer element. The sub-process starts automatically when you transition to the stage that
has this step.
In the [Process] field of the element setup area, select an earlier created process that must be run as a
sub-process (Fig. 14).
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Fig. 14 The [Sub-process] element setup area

Click the  button to open the sub-process in the BPMN Process Designer.

[Step type] – specify if the step is required. Select “Required step” if the sub-process needs to be
completed to transition to the next stage. Select “Optional step” if the user can advance to the next
case stage without completing this sub-process.

NOTE
A user can advance to the final “lost” stage from any stage without completing the required steps.

[When is the step performed?] – indicates whether the [Change access rights] element is activated at
the start of the stage or upon completion of a specified case step. Select “At the start of the stage” to
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run the sub-process at the start of the case stage. Select “After the previous step is complete” if the
sub-process must run after the previous step in the case stage. Specify the step in the [Perform after
step] field.
[Which process to run?] – select a BPMN business process.
[Name] – sub-process name used for identification by the system.
[Enable logging] – select the checkbox to track the execution of this sub-process in the [Process log]
section.
[Serialize in DB] – select the checkbox to enable saving of parameter values for the running process in
the database.
[Change stage after element is completed] – configure case transition to the next stage depending a
sub-process result. Click the  button to add fields for configuring conditions of case transition. Click
the  button in the [If result] field to build the formula of the transition condition to the next stage and
specify the transition stage in the [Set stage to]. For example, to advance case to a different stage only
if the approval was set, specify following formula: 
[#Getting the contract approved.Result#] == [#Lookup.Approval status.Positive#].
The [Parameters] tab contains the list of parameters of the process selected as a sub-process. The tab
displays all parameters of the selected sub-process. Use parameters to connect the process to the
current record and its connected records.
More information about working with parameters is available in a separate article.

SEE ALSO
• Getting started with dynamic cases
• Case stages
• [Perform task] case element
• [Send email] case element
• [Open edit page] case element
• [Change access rights] case element
• [Approval] case element

[VALIDATION ITEM] CASE ELEMENT (BPMONLINE LENDING)
The [Validation item]  case element is used in cases that facilitate processing of applications. This
element is available only in BPMonline lending. Use the [Validation item] element to create a validation
checklist that an underwriter must complete to approve or deny a loan application. The general
purpose of the [Validation item] element is to automate the credit loan review.

NOTE
For more details on the application review automation, please see a separate article.

Specify the validation parameters in the element setup area (Fig. 15).
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Fig. 15 The [Validation item] element settings

Use the parameter value window and parameter value menu to fill out the element parameters.
Specify the case element purpose by typing in a header at the top right-part of the element setup
area. This will make the element more recognizable on the case diagram. Set up the element
parameters.
[When is the step performed?] [When is the step performed?] –  indicates whether the validation is
activated at the start of the stage or upon completion of a specified case step.
[Which validation item to execute?] – select an item from the [Validation items] lookup. The lookup
contains the list of actions that consist of validation questions and additional information that the
employee may need during the validation process. This is a required field.
[Application] – specify the application to validate. This is a required field which is populated
automatically.
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[Execute on page] – specify the page where the validation item must be performed. By default, a pre-
set BPMonline validation item page is used. This is a required field.
[How to perform validation?] – preconfigured list of verification methods that correspond to the
verification action. This is a required field.
If the [Single participant validation] is selected, populate the following fields:

[Participant role] – role of the application participant. This is a required field.
[Participant application form] – application form of the participant (optional).

If the [Multiple participant validation] is selected, populate the [Participant role] field.
[Who performs the task?] – select an employee or a group of employees who perform the validation.
For example, the loan manager or the verification group.
If the validation action is performed by a [Group of employees], populate the following field:

[Role of employees] – user group responsible for the validation. The validation item will be
available only for the employees who are members of the specified user group. This is a
required field.

If the [Responsible employee] is selected, populate the following field:
[Owner] – the user who will be performing validation. This is a required field.

[How to display on Validation detail?] – select a method for displaying the validation result on the
[Validation] detail of the application page.
If you select [Add new record], bpm’online will add a new record on the [Validation] detail.
If you select [Edit existing record], bpm’online will update a specific record on the [Validation] detail.
In this case you will need to specify the record to update in the additional field:

[Record identifier] – unique identifier of a record on the [Validation] detail.

SEE ALSO
• Getting started with dynamic cases
• Case stages
• [Perform task] case element
• [Sub-process] case element
• [Open edit page] case element
• [Approval] case element

[SEND EMAIL] CASE ELEMENT
The [Send Email]  element is used for creating and sending new email messages automatically or
manually during case execution. You can enter the email content directly when designing the process
or select one of the pre-configured email templates.

NOTE
Make sure you set up email server integration to enable sending emails.

[SEND EMAIL] ELEMENT SETUP
Specify the email parameters in the element set up area (Fig. 16).
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Fig. 16 The [Send email] element settings

The name of the element is displayed at the top of the setup area. This will make the element more
recognizable on the case diagram. This will make the element more recognizable on the process
diagram.
[When is the step performed?] – indicates whether the [Change access rights] element is activated at
the start of the stage or upon completion of a specified case step. Select “At the start of the stage” if
the email needs to be sent at the start of the case stage. Select “After the previous step is complete” if
the email needs to be sent after the previous step in the case stage. Specify the step in the [Perform
after step] field.
[Step type] – specify if the step is required. Select “Required step” if the task needs to be completed to
transition to the next stage. If sending an email is not required to perform the task to transition to the
next stage, select “Optional step”.
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NOTE
A user can advance to the final “lost” stage from any stage without completing the required steps.

[From] – an email account integrated with bpm'online and used for sending emails. You can specify
the sender manually or map the value of this field to another case or case element parameter. If the
email is sent automatically, this field is required. To do this, populate this field with a specific mailbox,
select [Select from lookup] in the parameter value menu, then in the [Synchronization with mailbox
settings] lookup, select one of the configured email accounts. If the email is sent manually, this field is
optional: a process user may select the email account from the available list on the email page before
sending.
[To] – Enter the recipient's email address (either an email address, a contact or an account). You may
choose a specific account or map the field value using the parameter value window. If either a contact
or an account is selected, the email address will be pulled from the [Communication options] detail.
When entering email address directly, enclose it in quotation marks, for example,
"johanson@gmail.com". 
To set up an email case notification, select [Contact] > [Process parameter] in the parameter value
menu. In the parameter selection window, choose one of the previous case steps, e.g., “Case
processing”, and select the [Contact] parameter value. This is a required field.
If necessary, specify additional recipients, as well as carbon copy (cc) and/or hidden copy recipients
(bcc). To do this, click the  button in the [To] area, and select the necessary fields. 
[What is the message?] – choose the email format type.

NOTE
If you enabled automatic signatures in outgoing emails, your personal signature will be added only if 
you send an email manually. If the email is sent automatically, signatures will not be added. If an 
automatically sent email must have a signature, add the signature to the corresponding email 
template. 

• [Custom message] – an email created in the content designer during the element set up. It is
possible to create a new email page for editing and sending emails manually during the
process execution. 
If you selected “Custom message”, enter the necessary message in the message area. Use the
content designer to customize the message body, add images and process parameters to it
(Fig. 17).

Fig. 17 Editing the email body in the content designer
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• [Template message] – an email with a pre-configured template (created in the content
designer). The selection is made from the [Email templates] lookup. 
If the template contains macros, populate the [Record for macros] field so that the template
contains the values of the macros that correspond to the current case. For example, to send a
case processing notification, specify the "Id" column of the main record in the [Record for
macros] field.

NOTE
When you select a template, changing the email body is only possible if the message is sent manually.

[Record for macros] – specify the record that will transfer macro values to the template. The field is
displayed only if the macro source is specified in the selected email template.
[Subject] – enter the subject of the email. This field is required for manual send outs. If you are using
templates, this field is populated automatically.
[How is the message sent?] – select the send out method:

• [Send email manually] – a new email editing page will open for the user during business
process execution. Select this option if the user must view and edit the email before sending it.
If this value is selected, populate the following fields:

• [Who is the sender?] – the user who is responsible for sending out this email. This is a
required field. By default, the field is filled in with the “System variable” value. Current
user contact”. If the email needs to be sent on behalf of the case owner, populate the
field with the “Owner” column of the main record.

• [Show page automatically] – select the checkbox if you want the email page to be
shown to the user when the process item is executed. If the checkbox is cleared, a draft
message will be created, which can be viewed in the draft messages list on the
[Business process tasks] tab of the communication panel. 

• [Email connections] – the system will prompt you to connect the email to the object,
used to create a case. You can associate an email with other system entities, e.g., to
display this email on the [Email] detail of these entities. To do this, click  and specify
the connected object for an email. You can populate these fields using the parameter
value window. 

• [Send email automatically] – a pre-configured email is sent automatically during case
execution. Requires an address in the [From] field. Select this option if you need to send
notifications and other automatic messages. If you selected an automatic email sending
option, populate the following fields:

• [Importance] – select the priority of the sent message. Used to categorize outbound
emails. Used to categorize outbound emails. 

• [Ignore email errors] – select the checkbox to send email despite email-related errors. If
there was an issue with sending an email, the business process will also end with an
error.

NOTE
Bpm’online ignores the selected [Do not use email] checkbox on the [Communication channels] tab of 
the contact page when sending bulk emails via the [Send email] case element.

SEE ALSO
• Case stages
• [Perform task] case element
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• [Open edit page] case element
• [Sub-process] case element
• [Approval] case element

[OPEN EDIT PAGE] CASE ELEMENT
During case execution, the [Open edit page] case element will display the edit page of a
bpm’online section. The element can open a page for adding a new record, or open the page of an
existing record for editing.

THE [OPEN EDIT PAGE] PROCESS ELEMENT SETUP
Specify the edit page parameters in the element setup area (Fig. 18).

Fig. 18 The [Open edit page] element setup area
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The name of the element is displayed at the top of the setup area. This will make the element more
recognizable on the case diagram. This will make the element more recognizable on the process
diagram.
[When is the step performed?] – indicates whether the [Change access rights] element is activated at
the start of the stage or upon completion of a specified case step. Select “At the start of the stage” if
the edit page needs to be opened at the start of the case stage. Select “After the previous step is
complete” if the edit page needs to be opened after the previous step in the case stage. Specify the
step in the [Perform after step] field.
[Step type] – specify if the step is required. Select “Required step” if the task needs to be completed to
transition to the next stage. If it is not required to perform the task to transition to the next stage, select
“Optional step”.

NOTE
A user can advance to the final “lost” stage from any stage without completing the required steps.

[Which page to open?] – select the edit page that the element will display to the process user. This is
a required field.
[Editing mode] – there are two modes available:

• [Add new record] – select this option if you need to open the edit page of a new record. In this
mode, the [Which default values to set in the fields of new records?] field becomes available.
Click the [+] button and select fields that must populated and the values to populate them with
(Fig. 19). 

Fig. 19 Selecting fields that need to be populated on a new page

You can quickly map default field values to those of the primary case record using the [Main
record column] command of the  menu. For example, when opening a new contact page as
part of a lead case, you can map its [Full name] field to the [Contact name] field of the
corresponding lead record.

• [Edit existing record] – select this option if you need to open the page of an existing record. If
this option is selected, populate the [Record ID] field to specify the record that will be opened
for editing. For example, if you need to make changes to an account record as part of a lead
qualification case, map the [Record ID] field to the needed account record.

[Owner] – specify the user for whom the page will be displayed. This is a required field.
[Recommendations for filling out the page] – enter the text that will be displayed on the opened edit
page. This is a required field.
[Hint for user] – enter additional information that the user will be able to view by clicking the 
button on the opened edit page. The hint button is displayed on the displayed page.
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[When is the element considered complete?] – select the conditions for completing the element.
• “Immediately after saving the record” – the step will be completed once the user clicks the

”Save” button on the opened page.
• “If the record matches conditions” – the step will be completed if after saving it matches a pre-

set filter. For example, the “Lead qualification” case step will be completed if you specify the
approximate budget on the lead page. You can configure a filter based on columns of the
selected object or one of its subordinate objects. 

SEE ALSO
• [Perform task] case element
• [Sub-process] case element
• [Send email] case element
• [Change access rights] case element
• [Approval] case element

[CHANGE ACCESS RIGHTS] CASE ELEMENT
If you want to add or remove access permissions to records in the system objects, use the [Change
access rights]  element. You can change access rights for multiple users or roles at the same time.
To add or remove access sequentially, use several [Change Access Rights] elements.

[CHANGE ACCESS RIGHTS] ELEMENT SETUP
Specify the permission parameters on the element setup area (Fig. 20).
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Fig. 20  The [Change access rights] element setup area

The name of the element is displayed at the top of the setup area. This will make the element more
recognizable on the case diagram. This will make the element more recognizable on the process
diagram.
[When is the step performed?] – indicates whether the [Change access rights] element is activated at
the start of the stage or upon completion of a specified case step. Select “At the start of the stage” if
the access rights need to be changed at the start of the case stage. Select “After the previous step is
complete” if the access rights need to be changed after the previous step in the case stage. Specify the
step in the [Perform after step] field.
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[Step type] – specify if the step is required. Select “Required step” if the task needs to be completed to
transition to the next stage. If it is not required to perform change access rights to transition to the next
stage, select “Optional step”.

NOTE
A user can advance to the final “lost” stage from any stage without completing the required steps.

In the [Which object to apply access rights to?] field, select the system object for which you want to
change permissions. Specify the filter conditions for records which you want to change access rights.
For example, only for the “VIP” account records.

How to remove access permissions
Access rights can be deleted for a certain role or user, as well as for several users selected via a filter.
To select users for whom you wish to delete access rights, click the  button (Fig. 21).

Fig. 21  Selecting users for whom you wish to remove access rights

[For all roles and users] – delete permissions to the selected operations for all users and roles.
[For roles] – delete permissions for the selected organization structure item.
[For employee] – delete permissions for the selected user.
[For the employees who meet the filter conditions] – delete permissions for all users that
correspond to the filter conditions.

To delete or modify the selected role, click the  button and choose the action you want to perform
from the menu.

Select the operations for which you would like to remove access rights – read , edit , or delete
 data (Fig. 22).

Fig. 22 Removing access rights 

NOTE
You can delete access permissions to records for several different roles or users. To do this, add the 
selected users or groups to the list and specify the rights that you want to delete. As a result, when this 
step is performed, the access rights will simultaneously change for all specified groups and users. 
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How to add access permissions
Select the users or roles to grant them access rights to read , edit , or delete  data.
[For roles] – delete permissions for the selected organization structure item.
[For employee] – delete permissions for the selected user.
[For the employees who meet the filter conditions] – delete permissions for all users that
correspond to the filter conditions.

To delete or modify the selected role, click the  button and choose the action you want to perform
from the menu.
Use the radio button to select the operation access level that will be set when performing an action:
[Granted] – users will obtain permission to execute selected operations.
[Granted with right to delegate] – users will obtain permission to execute operations and to grant this
operation permission to other users.

To select the access level, click the  button (Fig. 23).

Fig. 23 Deleting permissions to operations

NOTE
You can remove access tights to records from several different roles or users. To do this, add the 
selected users or groups to the list and specify the rights that you want to delete. As a result, when this 
step is performed, the access rights will simultaneously change for all specified groups and users. 

SEE ALSO
• [Perform task] case element
• [Open edit page] case element
• [Sub-process] case element
• [Approval] case element

[APPROVAL] CASE ELEMENT
The [Approval] case element ( ) is used for creating approvals, as well as for setting up approval-
related notifications.
Specify the approval parameters in the element’s setup area (Fig. 24).
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Fig. 24 The [Approval] element properties
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Specify the case element purpose by typing in a header at the top right-part of the element setup
area. This will make the element more recognizable on the case diagram.
[Approval purpose] – default purpose is “Approval required”. The approval purpose is displayed on
the [Approvals] detail of the record being approved.
[Approval section] – the records of this section will be submitted for approval. 

NOTE
The drop-down list contains sections where approval is enabled. More information about approval 
setup is available in a separate article.

[Record Id] – the record being approved. This is a required field.

NOTE
If approval is enabled for the section where the case is being set up, the [Approval section] and [Record 
Id] fields will be populated automatically.

[Approver] – select the approvers. Approver can be a specific employee, manager of a specific
employee, or any employee who is a member of a bpm’online organizational or functional role.

• Select “User” and populate the [Employee] field with the approver employee.
• Select “Employee’s manager” and populate the [Employee] field with the employee whose

direct superior will be assigned as the approver. The approval will be submitted to the contact
specified in the [Manager] profile on the employee page for that employee.

NOTE
If employee’s manager cannot be found, the approval will still be created, but the [Approver] field in it 
will be empty. In this case, a system administrator user can use the [Change approver] command in the 
actions menu of the [Approvals] detail to assign an approver.

• Select “Roles” – select the approver’s role. In this case, any employee who belongs to the
selected role will be able to set this approval.

[Approval may be delegated] – select the checkbox to allow the approver to forward the approval to
another employee.
In the [Send email notification] area, set up sending of email notifications for the employee who
created the approval and the approver. 

ATTENTION
Set up the mailbox for email notifications in the [Mailbox for sending email with information on 
approval] system setting. Access the system setting in the Process Designer by clicking the  button 
in the [Send email notification] area.

NOTE
Create email templates in the content designer, for the corresponding object. For example, to set up a 
notifications for document approvals, create a template using the [Approvals in section Document] 
object. The approval objects are created automatically, when you select the [Enable approval in 
section] checkbox in the section wizard. If the lookup of the [Enable approval in section] does not 
contain the template you need, click  in the right part of the field to add a new email template. The 
process of creating an email template is described in a separate article.

• Select the [Notify that approval is required] checkbox to notify the approver. As a result, the
approver user will be notified whenever a record is submitted for approval. If you select “Role”
in the [Approver] field, all members of the corresponding role will receive notification.

• [Email template] – select a notification email template from the [Email templates]
lookup.
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• Select the [Notify about the approval result] checkbox to notify the employee about the
result of the approval.

• [Recipient] – specify who will receive the email notification. (either an email address, a
contact or an account). You can edit the value in the [Recipient] field directly or map it
using the parameter value menu. Usually, the recipient in this case is mapped to the
[Owner] field of the record submitted for approval.

• [Email template] – select a notification email template from the [Email templates]
lookup.

[Ignore errors on sending] – select the checkbox to send email despite email-related errors. If there
was an issue with sending an email, the case will also end with an error.
[When is the step performed?] – indicates whether the element is activated at the start of the stage or
upon completion of a specified case step. By default, the step is performed at the start of the stage.
Select “After the previous step is complete” if the [Approval] element must start after the previous step
in the case stage. Specify the step in the [Perform after step] field.
[Step type] – specify if the step is required. Select “Required step” if the task needs to be completed to
transition to the next stage. If the approval is not required to perform to transition to the next stage,
select “Optional step”.

NOTE
A user can advance to the final “lost” stage from any stage without completing the required steps.

[Change stage after element is completed] – click [Add condition] and set up transitions based on
the approval results.
Select one of the available approval results in the [If result] column and specify the next stage in the
[Set stage to] column.

WHAT HAPPENS WHEN THE [APPROVAL] PROCESS ELEMENT IS ACTIVATED
• A new approval record is created. All approval information, such as the approver, approval

result, comments, etc. is displayed on the [Approvals] tab of the record that was submitted for
approval. More information about the [Approvals] tab is available in a separate article.

• The first email notification is sent at the moment the approval record is created.
• After the approver approves or denies the approval, another email notification is sent to the

employee specified in the [Recipient] field under the [Notify about the approval result]
checkbox.

SEE ALSO
• [Perform task] case element
• [Open edit page] case element
• [Sub-process] case element
• [Send email] case element
• [Change access rights] case element
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GETTING STARTED WITH PROCESS DESIGNER
The Process Designer workspace is designed for creating and editing business processes. The
workspace (Fig. 25) contains all elements required to create a process.

Fig. 25 Process Designer

CONTENTS
• Process element area
• Toolbar
• Working area
• Element setup area

PROCESS ELEMENT AREA
The PROCESS ELEMENT AREA (1) contains the catalog of process elements that you can use to create
business processes. The elements are grouped based on their roles in the process. The [User actions]
group contains elements that offer users to perform specific activities and then record their results. The
[System actions] group contains actions that do not require any input from the user to complete. The
[Start events], [Intermediate events] and [Finishing events] groups contain elements that throw and
catch events, or react to system events. The [Gateways] group contains logical operators and
[Subprocesses] group contains tools for embedding other processes to the current one.
Click the [Process elements] link to collapse the element area. When collapsed, it contains only process
element icons.

TOOLBAR
The TOOLBAR (2) contains [Save] button and [Actions] menu.
[Save] – saves the business process.
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NOTE
The business-processes are automatically saved in bpm'online. If a process diagram was closed without 
saving, when you reopen it you can recover unsaved data.

[Run] – start the business process.
The [Actions] menu of the Process Designer contains the following commands:

• [Source code] – opens the source code of the business process.
• [Metadata] – opens the metadata of the case.
• [Process parameters] – opens the list of process parameters.
• [Copy diagram] – creates a copy of the business process.
• [Copy element] – creates a copy of the process element.
• [Paste element] – pastes a copied element to the Process Designer workspace.

 – opens the element settings page.

 – opens help on the Academy.

 – searches for process elements.

Searching for elements in the Process Designer
The search function in the Process Designer simplifies navigation and switching between the diagram
elements during the business process setup and configuration. The search is done by the element
name or code.

To open the search field (Fig. 26), click the  button or press Ctrl+F on your keyboard.

Fig. 26 Search field in the Process Designer

Enter searched text in the search string and press Enter. The number of found process elements will be
displayed on the right side of the field (Fig. 27).

Fig. 27 Searching for process elements and displaying search results

Use the  buttons to toggle between the found elements on the diagram. You can go to the next
element by pressing the Enter or F3 keyboard keys. To go back to the previous found element, press
Shift+F3 on your keyboard (Fig. 28).
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Fig. 28 Toggling between the found process elements

All found process elements are highlighted with a frame. Additionally, the currently selected element
will be highlighted in orange (Fig. 29).

Fig. 29 Found elements highlighted on the process diagram

The setup area will open for the currently selected element.
Press Esc to hide the search field.

WORKING AREA
The PROCESS DESIGNER WORKING AREA (3) is where the process diagram is built. You can add
process elements on the working area by dragging them from the process element area.

ELEMENT SETUP AREA
Use the ELEMENT SETUP AREA (4) to specify parameter values for processes and process elements.
The list of available parameters depends on the type of the currently selected element.

The base mode
In the base mode, the element setup area contains the main element parameters and the fields for
connecting them with other bpm’online records. The list of fields in the base mode is different for
different elements and is covered separately in each element description.
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Advanced mode
In the advanced mode, the element setup area contains additional parameters and connections with
system records
To access the advanced mode, click the  button in the element setup area and select the [Advanced
mode] menu command (Fig. 30).

NOTE
The advanced mode is used by developers. We recommend using the base mode of element setup 
area to regular users.

Fig. 30 Advanced mode menu

The following parameters are available in the advanced mode:
[Code] – the internal name of a business process element containing a combination of Latin letters
and numbers. Bpm’online uses it to identify the business process element. The default code is
generated automatically, but you can edit it. The code cannot contain any special characters. 
[Enable logging] – enables process execution in the [Process log] section.
[Serialize in DB] – saves parameter values for the running process in the database. Serialization is used
for long processes. For example, if a new activity is created in the process and should be completed
only after a certain period of time, all process parameters will be saved and the process can be
resumed any time, even when you log out of the system.
[Run following elements in the background] – determines how the next elements in the process flow
are performed - whether they pop up to the process user or wait until the user activates them.

• If the [Run following elements in the background] checkbox is cleared for a process element,
any user actions that are connected to the element's outgoing flows will open their edit pages
immediately, when they are activated in the process flow (for example, population of a record
page). For example, if the [Open edit page] element follows an element with the [Run following
elements in the background] checkbox cleared, the corresponding page will immediately open
for the corresponding user.

• If the [Run following elements in the background] checkbox is selected for a process element,
any user actions that are connected to the element's outgoing flows will appear on the
[Business process tasks] tab of the communication panel. Such tasks though will not actively
perform any logic (such as opening pages, etc.) until the user clicks them on the [Business
process tasks] tab. All system actions connected to the element will be executed in the
background without displaying the loading mask, to avoid user waiting for the process to
finish. For example, if the [Open edit page] element follows an element with the [Run following
elements in the background] checkbox cleared, a new business process task will be displayed
on user communication panel. If the [Open edit page] element is followed by the [System
actions] group elements that require complicated calculation and long time, all calculations will
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be preformed in the background without displaying the loading mask. This may cause
business process delay issues, for example, if the user responsible for performing the user
action is not currently logged in to bpm'online.

The [Run following elements in the background] checkbox is available:
• for all elements in the [User actions] group
• for all elements from the [Start events] group except for the [Start timer] element. By default,

the checkbox is selected for the [Signal] start event. 
• The checkbox is selected and grayed-out for the [Wait for signal] and [Wait for timer]

intermediate events.

NOTE
The list of parameters in advanced mode can be different for various process elements.

SEE ALSO
• Process Designer elements reference
• Process parameters
• Advanced process settings

PROCESS DESIGNER HOT KEYS
Working with the Process Designer can be simplified if you use "hot keys" — special keyboard
shortcuts.
The table below lists keyboard shortcuts that you can use in the Process Designer.

SEE ALSO
• Business process use cases

HOT KEYS NOTES

Ctrl + C Copy selected process element

Ctrl + V Paste selected item to the diagram.

Ctrl + A Select all processes on the process diagram

Ctrl + F Search for process elements.

Ctrl + Enter Run Process

F1 Open help

Ctrl + L Open process log

Ctrl + K Show source code

Ctrl + M Show metadata

Del Delete selected element (element group)
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ELEMENTS AND FLOWS
Add process elements to the working area to build a new business process.
Process elements are described in detail in separate chapters.

CONTENTS
• How to add an element to a process
• How to add flows and connecting objects
• How to select multiple elements

SEE ALSO
• Getting started with Process Designer
• Process Designer elements reference

HOW TO ADD AN ELEMENT TO A PROCESS
To add an element to a process, drag it from the element area to the working area of the Process
Designer (Fig. 31).

Fig. 31 Adding a process element to the working area

As you move the element on the diagram, alignment lines will appear (Fig. 32). 

Fig. 32 Alignment lines
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If a process element is placed on a flow that connects two other elements, this flow will be split into two
flows to encompass the new element (Fig. 33).

Fig. 33  Adding a process element to a sequence flow

HOW TO ADD FLOWS AND CONNECTING OBJECTS
Select an element from which a new flow will originate. A menu with available flows will appear next to
the selected element. The available flows depend on the selected element. The simple start event, for
example, can only have outbound sequence flows. The [User actions] and [System actions] elements
can have outgoing conditional flows, sequence flows and default flows.
Each flow must have a source and target element.
To add a sequence flow:

1. Select a source element.
2. Click the needed flow (Fig. 34).

Fig. 34  Selecting an outgoing flow

3. Hold down the left mouse button and move the cursor to the target element. The possible
target points for the incoming flow will appear (Fig. 35).

Fig. 35 Connecting a flow to the target element

4. Place the cursor on one of the target points and release the left mouse button.
As a result, the source item and the specified point of the target item will be connected with
the selected flow.
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HOW TO SELECT MULTIPLE ELEMENTS
You can also select multiple elements on the diagram.
To select multiple elements, click on individual elements while holding down the Ctrl keyboard key
(Fig. 36).

Fig. 36 Selecting elements on the process diagram

A frame will appear around the selected elements. You can move or delete all elements enclosed in
the frame (Fig. 37).

Fig. 37 Moving selected elements

NOTE
You can also drag-select multiple elements on the process diagram by holding the left mouse button 
and dragging a box around the required elements.

How to delete an element
To delete a process element, select it and click the  button.

SEE ALSO
• Sequence Flow
• Conditional flow
• Default Flow
• User actions
• System actions
• Events
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BRANCHING PROCESSES
Business processes can branch into a number of parallel or alternative flows. 

EXAMPLE
Create a process that would branch depending on the results of a call. If the customer is
interested in the meeting, then the meeting is scheduled. If the customer is not interested, the
process ends. The call may also be completed with the “Call later” result, in which case the call
element must be run again.

There are a number of process elements used for process branching.
• Conditional flows activate if their conditions are met.
• Gateways activate one or more outgoing flows, depending on the gateway type: “exclusive

OR“, “inclusive OR“, “parallel AND“.
• [User dialog] and [Auto-generated page] process elements can be completed with different

results, such as the option that the user selects on the dialog page or the button that the user
clicks on an auto-generated page. The selected options can be specified as conditions for
outgoing conditional flows.

• The [Perform task], [Open edit page] process elements, the result of which are determined by
the values in one of the fields. The column value in the field that determines the element result,
can be used as condition for outgoing conditional flows.

HOW TO BRANCH A PROCESS USING GATEWAYS
To process the task results, the [Exclusive gateway (OR)] should be used, since only one result can be
selected for a task. Alternatively, you can add outgoing conditional flows directly to the task process
element, which is the equivalent of using an [Exclusive gateway (OR)] element.
To branch the process (Fig. 38) based on the [Perform task] element results:

Fig. 38 Meeting process

1. Place the [Exclusive gateway (OR)] element on the process diagram after the ”Call customer”
element (Fig. 39).

Fig. 39 Adding a gateway to a process

NOTE
The [Excluding gateway (OR)] element is used when only one of the alternative process branches can 
be executed.
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NOTE
If the process should take both paths simultaneously, use the [Parallel gateway (AND)]. For branching, 
this gateway is used with sequence flows only.

2. Connect the gateway and the ”Conduct meeting” element with a conditional flow.
3. In the element setup window of the conditional flow, select the [Completed] checkbox (Fig. 40).

Fig. 40 Selecting a condition for a conditional flow

4. Add conditional flows for other results in the same manner. Add a flow back to the meeting task
and select [Call later], and another outgoing conditional flow to the process end event with the
[Not interested] checkbox selected (Fig. 41).

Fig. 41 Using a gateway for process branching

5. Save the process.
As a result, three possible task results will be available on the “Call customer” task page: [Completed],
[Not interested] and [Rescheduled] (Fig. 42).
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Fig. 42 Selecting task results for process branching

Clicking [Completed] will open the “Conduct meeting” page. Clicking [Rescheduled] will open page for
another meeting activity. Clicking [Not interested] will end the process.

NOTE
To change the condition for the conditional flow, double-click the flow and select the new condition in 
the opened window.

If the process depends on the activity results, the activity can only be closed with the results provided
by the process.

NOTE
If a branch of the process must be executed when none of the other results is selected, add the default 
flow that will be triggered if the activity has a result that was not specified in the conditional flows.

SEE ALSO
• Getting started with Process Designer
• Gateways
• Flows and connecting objects
• Elements and flows
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PROCESS EVENTS
In bpm’online, you can create business processes that launch automatically on specific conditions.
There are several ways to implement this, depending on the business task:

Business task Automatic launch 
conditions

Implementation in process designer

Automatically launch 
customer onboarding 
process

The process runs 
automatically 
whenever a new 
customer account is 
added in bpm’online

The process initial event is [Signal] in the 
“Object signal mode”. The signal initiates a 
new business process instance whenever a 
new record is added in the [Accounts] 
section. Read more>>>

Automatically send a 
“Thank you” email to the 
customer when their 
invoice gets paid

The process runs 
automatically 
whenever an invoice 
payment status 
changes

The process initial event is [Signal] in the 
“Object signal mode”. The signal initiates a 
new business process instance whenever a 
record in the [Invoices] section is modified 
and the value in its [Payment status] field 
changes to “Paid”.

Automatically update the 
permissions when 
deleting an employee 
from a folder

The process runs 
automatically 
whenever the 
connection between a 
folder and a 
corresponding contact 
is deleted

The process initial event is [Signal] in the 
“Object signal mode”. The signal initiates a 
new business process instance whenever a 
specific contact record is deleted from the 
“Employee in folder” object.

Automatically begin 
preparing for an event on 
specific date

The process runs 
automatically, on 
specific date at specific 
time

The process initial event is [Start timer] in 
the “Once” mode. The timer initiates a new 
business process instance on the specified 
date and time. Read more>>>

Automatically send 
reminders about a 
regular (e.g., weekly) 
event

The process runs 
automatically at 
regular intervals

The process initial event is [Start timer] in 
the “Week” mode. The timer initiates a new 
business process instance on the specified 
weekdays at specified time. Read more>>>

Send notifications about 
an event (e.g., webinar) 
automatically, whenever 
preparations to it are 
complete in a different 
business process

The process runs 
automatically, 
whenever a different 
process (e.g., 
“Preparation for 
webinar”) triggers it

The “Sending reminder” process initial 
event is [Signal] in the “Custom signal” 
mode. The process runs whenever the 
“Preparation for webinar” process 
generates the corresponding signal. Read 
more>>>
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EXAMPLE
Check bpm’online marketplace for free business process templates (Fig. 43, Fig. 44, Fig. 45,
Fig. 46, Fig. 47) illustrating the examples of running processes using events. Click here to
download the template.
After installing the marketplace template, go to the [Process library] section, select the “Start
events in business processes” process and click [Open] to view its diagram. Select a start
event on the diagram to check its settings.

Fig. 43 Example of a business process that runs automatically on adding a new record in bpm’online

Fig. 44 Example of a business process that runs  automatically on modifying a bpm’online record

Fig. 45 Example of a business process that runs automatically, on the specific day

Automatically start the 
“Meeting with customer” 
business process for the 
customer from the 
“Corporate sale” process

The “Meeting with 
customer” process runs 
automatically as an 
action of the 
“Corporate sale” 
process

The “Corporate sale” process contains a 
[Sub-process] element with the “Meeting 
with customer” process specified in the 
[Which process to run?] field. Read 
more>>>

Automatically start the 
“Qualification” business 
process as part of the 
lead management case 
workflow

The process runs 
automatically when a 
user advances to a 
specific case stage 
(e.g., “Qualification”)

The “Qualification” stage of lead 
management case includes a [Sub-process] 
case element. “Qualification” business 
process is specified in the [Which process 
to run?] field.

Business task Automatic launch 
conditions

Implementation in process designer
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Fig. 46 Example of a business process that runs automatically, according to schedule

Fig. 47 Example of a business process that runs automatically, according to a CRON expression

As you can see, there are two general ways of setting up business processes that run automatically:
• using initial events, such as [Signal] and [Start timer]
• using the [Sub-process] element in dynamic cases and BPMN processes.

USING START EVENTS IN LAUNCHING PROCESSES AUTOMATICALLY
An “initial event” is the first element on a business process diagram. These elements determine how
the business process is launched. Before the initial event is triggered, the business process is inactive: it
will not execute any logic or receive signals (except for the signals that activate the start event). Each
time a start event is triggered, a new process instance is created in the [Process Log].
Using different types of events, you can set up business processes that will run automatically upon
changes in bpm’online records, when another process broadcasts a system-wide signal, or at the
specified time.

Running business processes automatically on changes in bpm’online data
• Any change in bpm’online data results in adding, modifying or deleting records. 
• Use the [Signal] start event in the “object signal” mode to run automatically when such

changes occur in bpm’online.
• The Id of the record that triggered the process will be passed to the parameters of the [Signal]

start event. Read more about it in the “How to read data from the record that triggered the
process” article.

Running business processes automatically when another process broadcasts a 
system-wide signal

• A business process can broadcast a system-wide signal via the [Throw signal] intermediate
event.

• Use the [Signal] start event in the “custom signal” mode if you want your process to react to
such signals.

• The process where the signal is generated is not otherwise connected with the processes that
are triggered by that signal (e.g., these processes cannot exchange parameter values).

• When business processes are run from other processes or cases, the logic of the automatic
launch is defined by the parent process or the case. 
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• Read more about using custom signals in the “How to run a process from another process
using signals” article.

Running business processes automatically on timer
• Use the [Start timer] event to run a business process automatically at the specified time.
• You can run business processes once, on certain date and time. Read more about configuring

the timer for this case in the “How to run a process on a specific date” article.
• You can run business processes regularly, according to schedule. Read more about configuring

the timer for this case in the “How to run a process weekly” article.
• You can configure your custom logic for a schedule using cron expressions and run the

business process accordingly. Read more about configuring the timer for this case in the “How
to run a process according to custom schedule (cron expression)” article.

USING PARENT PROCESS LOGIC IN LAUNCHING PROCESSES AUTOMATICALLY 
(AS SUB-PROCESSES)
Business processes can be executed as part of other process or case via the [Sub-process] element.
Running business processes automatically as sub-processes from other bpm’online processes has the
following specifics:

• Sub-processes run as separate instances, but are connected to the corresponding instance of
the parent process or case. They can exchange parameter values, e.g., receive input from the
parent process and return their execution result. Read more about exchanging parameter
values between a sub-process and its parent process from the “How to obtain a sub-process
execution result” article.

• When business processes are run from other processes or cases, the logic of the automatic
launch is defined by the parent process or the case. 

• Using sub-processes enables running processes automatically, with custom parameters that
can be populated in the corresponding [Process parameters] block of the [Sub-process]
element setup area.
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PROCESS PARAMETERS
Every process task requires some form of input, e.g, the date and time of a meeting, task assignee,
customer’s contact, etc. In addition, it is often necessary to exchange data between elements within the
same business process (e.g., sending an email to the same contact that was specified in the meeting),
as well as between different processes (e.g., branching a process depending on the result of its sub-
process).
The following table outlines common business tasks from the standpoint of process execution
mechanisms in bpm’online:

EXAMPLE
Check bpm’online marketplace for free business process templates (Fig. 48, Fig. 49, Fig. 50,
Fig. 51, Fig. 52) illustrating the examples of using process parameters. Click here to download
the template.
After installing the marketplace template, two new processes will appear in the [Process library]
section: “Call a client” and “CEO review” processes. Select a process and click [Open] to view
its diagram. The business process examples mentioned in this article will be available in these
two processes.

Business task Bpm’online task Process task

Schedule a task and make it 
easily identifiable in the calendar

Create a new record in the [Activities] 
section with a certain value in the 
[Subject] field

Manually enter the 
title of the task that 
must be created as 
the value of the 
[What should be 
done?] parameter of 
the [Perform task] 
element. Read 
more>>>

Assign a task to the user who 
started the process

The [Owner] field of the record in the 
[Activities] section should be 
populated with the current user 
contact

Set the “Current user 
contact” variable as 
the value of the 
[Who performs the 
task?] parameter of 
the [Perform task] 
element. Read 
more>>>

Email the meeting contact 
immediately after the meeting 
has ended

Create a new email whose [To] field 
will contain the email address of a 
contact who was specified in the 
[Contact] field of the meeting activity

The [To] parameter 
of the [Send email] 
element must have 
the same value as 
the [Contact] 
parameter of the 
[Perform task] 
element. Read 
more>>>
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Fig. 48 Example of obtaining parameter value from another parameter

Fig. 49 Example of specifying a system variable (current user contact) as parameter value

Fig. 50 Example of obtaining parameter value from a record created as part of the process

Fig. 51 Example of exchanging parameter values between a subprocess and the parent process

Fig. 52 Diagram of the “CEO review sub-process”

Bpm’online uses parameters to solve the aforementioned process tasks.

WHAT ARE PARAMETERS?
Parameters are similar to fields on bpm'online record pages: they can be populated with values of
different data types (text, numerical, lookup, etc.). In bpm'online, business process parameters serve
two functions:

• Provide specifics (or “input”) about how the process elements are executed (e.g., what will be
the name and duration of an activity created as part of a business process, who will be
assigned as its owner, etc.).

• Act as a medium for exchanging information between the elements within a business
process (e.g., what was the task result, who was its owner, etc.) or between a sub-process and
its parent process.
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Since parameters represent the state of a process element or a process after its execution is complete,
their values can be used for branching processes using gateways and conditional flows.
Parameters are available in both business processes and process elements.
Element parameters are displayed on the element setup area. For example, the [To] field in the [Send
Email] process element (Fig. 53) is a text parameter whose value represents the recipient’s email
address.

Fig. 53 Element parameters

Important element parameters are available on the element’s setup area by default, whenever you
select an element on the diagram. If the element setup area is closed, simply double-click the element
to open it. To access all parameters of an element, switch to the “advanced” mode (Fig. 54).
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Fig. 54 Switching an element setup area to the “advanced” mode

NOTE
The names of parameters in the “regular” and “advanced” modes may be different. To locate which 
parameter is being populated, type in a random value for the necessary parameter in the “regular” 
mode, switch to the “advanced” mode, and locate the value in the list of parameters.

Process parameters are available on the [Parameters] tab in the process setup area (Fig. 55), which you

can access by clicking  or an empty space on the Process Designer working area (if the element
setup area is open).
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Fig. 55 The [Parameters] tab of the Process Designer setup area

PARAMETER TYPES
The type of parameter depends on the data type of its value. The types of parameters are roughly
similar to types of bpm’online section and lookup columns, which in turn correspond to columns in the
bpm’online database.
The following parameter types are available in bpm’online:

 Text A parameter whose value is a text string that can represent a constant 
value, or a value generated during the process flow. For example, the 
[What should be done?] parameter of the [Perform task] element.

 Decimal Stores and exchanges decimal numeric values. For example, the 
[Function result] parameter of the [Read data] element.

 Integer Stores and exchanges integer numeric values. For example, the [Start 
executing in] parameter of the [Perform task] element.

 Boolean Stores logical values (true or false). For example, the [Answer required] 
parameter in the [User dialog] element.

 Lookup A parameter which stores a value from a lookup (i.e., a link to a lookup 
record). For example, the [Who fills in the page?] parameter of the 
[Open edit page] element can be populated with values from the 
[Contact] lookup.

 Date/Time Stores certain date/time values. For example, the [Start date and time] 
parameter of the [Start timer] event. 
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Process parameters
Depending on when and how a parameter value is populated, it can be either incoming or outgoing.
• Incoming values are populated before the element or process is executed. Incoming

parameters affect the process element execution.
• Outgoing values are populated during the process/element execution and usually represent

its result, or the state the process or element is in after it has completed. 
An incoming value can be replaced with outgoing value in some parameters, e.g., a task was
connected to a specific contact but needs to be replaced with a different contact during process
execution.

POPULATING PARAMETER VALUES
You can populate incoming parameter values   in one of the following ways:

• Enter a static parameter value manually. In this case, parameter values are specified directly,
when the process is designed and are always the same in all process instances. For example,
the name of the task (the [What should be done?] parameter) created with the help of the
[Perform task] element. Read more>>>

• Select a “system setting” (e.g., “Test email recipient”) or a “system variable” (e.g., current date
and time, current user contact, current user account, etc.) whose value will be passed to the
parameter. In this case, parameter values will be the same as the values of corresponding
system settings or system variables at the time of process execution. For example, if you select
the current user contact as the [Who performs the task?] parameter value in the [Perform task]
element, the task will be created for the user who started the process. Read more>>>

• Use a formula. Multiple parameters can be combined or converted to other types using
formula syntax, e.g., combining a text string with a parameter value. Read more>>>

• By obtaining a value from another parameter. This method enables you to get a parameter
value from a different parameter in the process. For example, you can get the contact with
whom the meeting had been previously scheduled (the [Contact] parameter of the [Perform
task] element) and pass this value to the [To] parameter of the [Send Email] element.

OBTAINING PARAMETER VALUES FROM ANOTHER PARAMETER
A parameter can be configured to obtain its incoming value from another parameter with the same
data type.
For example, a new contact is added via an [Open edit page] element, and later in the process flow a
meeting must be scheduled with that same contact. In this case, the value of the “source” [Record Id]
parameter (where the record Id of created contact is stored) of the [Open edit page] element must be
passed to the “target” [Contact] parameter of the [Perform task] element. Read more>>>

 Currency Stores values of currency fields. Learn more about currency fields in the 
corresponding article.

 Collection of 
Objects

Collection parameters contain complex values, each representing a 
number of entries, such as a number of contacts with name, address and 
a phone number specified for each contact. This parameter type can be 
used by developers in scripts.

 Id Stores a unique record identifier. For example, the [Id] parameter of the 
[Signal] start event.
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NOTE
Make sure that the “source” parameter is properly populated at the time when the “target” parameter 
obtains its value.

Most of the time, parameters can only receive values from other parameters of the same type.
However, certain parameters can receive values of other parameter types, namely:

• Date/time parameters can store interchangeable values: you can specify a date value in the
time parameter and vice versa.

• Integer and decimal parameters can store interchangeable values, i.e. you can specify a
decimal value in the integer parameter and vice versa. Integer and decimal values will be
converted depending on the parameter they are passed to.

• Lookup parameters can store a record’s unique identifier (Id). For example, specify the Id of a
contact in a lookup parameter whose values can be selected from the [Contacts] lookup.

To obtain a parameter value from a different parameter:

1. Click the  button next to the field of the “target” parameter (the one, which must be
populated).

2. Select [Process parameter] from the menu (Fig. 56). The parameter selection window (Fig. 57)
will open.

Fig. 56 Opening the process parameter selection window

3. Select a “source” process or element parameter (the one, whose value must be passed to the
current parameter) in the parameter selection window. 

The element parameter selection tab (Fig. 57) of the parameter selection window displays a list of
elements in the current process (1). Select an element on the left-hand side of the window and the list
of its parameters will be displayed to the right (2). This list only displays parameters whose type
corresponds to the “target” parameter. Double-click a parameter in the list to populate the “target”
parameter with its value.
64



Process parameters
Fig. 57 The element parameter selection tab

The [Process parameters] tab (Fig. 58) displays all available process parameters. This list only displays
parameters whose type corresponds to the “target” parameter. Double-click a parameter in the list to
populate the “target” parameter with its value.

Fig. 58 The process parameter selection tab

USE CASES
• How to specify static and variable parameter values
• How to run business processes for section records
• How to pass parameters between process elements
• How to pass parameters between business processes
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WORKING WITH DATA
Business processes in bpm’online can interact with bpm’online records, which are generally referred to
as “data”. A business process can let the user interact with data in a specific way, or work with data on
the background, without the user involvement.
This article covers the principles of how business processes work with bpm’online section, detail or
lookup records (a.k.a. “data”).

WHEN AND WHY DO YOU NEED TO WORK WITH DATA
Every practical task in bpm’online involves working with section, detail or lookup records. To automate
these tasks, all business processes in bpm’online have to interact with data in one way or another.
Here are some of the more typical cases of working with data:

EXAMPLE
Check bpm’online marketplace for free business process templates illustrating the examples of
working with bpm’online data using business processes. Click here to download the template.
After installing the marketplace template, a new “Academy examples” folder will appear in the
[Process library] section. It will contain 4 processes: “Read data process element”, “Modify
data process element”, “Delete data process element” and “Add data process element”,
each containing several examples of using the said element, covered in this article.

In all these cases, specific data must be accessed in a business process and specific changes must be
made to the bpm’online database as a result.
When working with data, a business process can obtain it directly from the database, or use data that
has been obtained earlier. Any data obtained from the database, generated by the process itself or
entered by the user are available as the parameter values and can be accessed by the process at any
time.
As you can see, working with data boils down to four basic operations: adding, modifying, reading and
deleting data. In the next chapter we are going to examine how these operations are implemented in
the bpm’online business process engine.

Business task Bpm’online task Process task

Schedule a meeting with the 
customer.

Create a new record in the [Activities] 
section.

Add new data

Set opportunity amount same as 
the opportunity budget

Obtain the value of the [Budget] field 
of a specific record in the 
[Opportunities] section

Read existing data

Modify the [Amount] field of the same 
record.

Modify existing data

Clear employee’s schedule for 
the next week

Delete records in the [Activities] 
section that have specific values in the 
[Owner] and [Start] fields.

Delete data
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OPERATIONS WITH DATA
On the database level, all interactions with data boil down to four basic “CRUD” operations: creating,
reading, updating and deleting records. Most business process tasks perform these operations
automatically, as part of their logic:

• [Perform task], [Send email] – create new records.
• [Open edit page], [Pre-configured page], [Approval] – create and update records.
• [Signal] start event and [Wait for signal] – read records.

In addition, there are four business process elements in bpm’online that are designed for performing
each of the CRUD operations with data. Usually, data-specific tasks are used in the following cases:

• [Read data] – regular process tasks require data that is not available in the process.
• [Add data], [Modify data], [Delete data] – you need to create, update or delete bpm’online

records on the background, without opening any pages or creating tasks for the process user.
Regardless of the use case, setup of each data-related process task includes several typical steps.
READ DATA:

• Identify the object that contains the record to read and the columns whose values must be
read.

• Identify the record whose values must be read.
ADD DATA:

• Identify the object to add records in and the columns will be populated for the new record.
• Identify the data, which will be written into the columns of the new record: these can be static

values, or values obtained from other process parameters.
MODIFY DATA:

• Identify the object that contains the record to modify and the columns whose values must be
changed.

• Identify the record whose values must be modified.
• Identify the data, which will be written into the columns of the modified record: these can be

static values, or values obtained from other process parameters.
DELETE DATA:

• Identify the object to delete records in.
• Identify the record to delete.

As you can see, using the four basic operations in the bpm’online business process engine involves
three general steps: identifying the object and the column, identifying the needed record and
identifying the source of the new data.

IDENTIFYING OBJECTS AND COLUMNS
As you can see, each data-related operation requires that you identify bpm’online object, which
contains the needed data. Additionally, all operations (with the exception of the “Delete data”) require
that you specify the columns, whose values must be read, added or modified. For example:

• To schedule a meeting with a customer in bpm’online, you need to add a record in the
[Activity] object and populate its [Subject], [Start], [Due] as well as [Contact] and/or [Account]
columns.

• To set amount of an opportunity same as its budget, you need to:
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a. Read the value in the [Budget] column of a specific record in the [Opportunity] object.
b. Modify the [Amount] record in the [Opportunity] object, by setting its value to the one

that you obtained from the [Budget] column.
• To clear an employee’s schedule for the next week, you need to delete specific records in the

[Activity] object.
All bpm’online data is stored as column values of records from different objects (Fig. 59):

Fig. 59 “Object - column - record” structure in bpm’online

To use the needed bpm’online data in your business process, you need to identify the needed object,
columns and records:

• The OBJECT (section, detail or lookup). Bpm’online objects are roughly equivalent to database
tables. For example, the [Account] object contains all accounts, [Activity] object contains all
activities, etc. 

• The object COLUMNS (a.k.a. “fields”). Bpm’online columns are equivalent to database table
columns. For example, the “Name” column contains account names, “Created on” – the dates
when accounts were created, etc.

• The RECORD (an “instance” of the object). Bpm’online records are equivalent to database table
rows. For example, a record is a particular account, contact, or activity.

IDENTIFYING NECESSARY RECORDS
When looking for specific data, you usually know the object and the columns, since you understand
what information is needed (e.g., “I need the name of a certain contact”). The trick is to identify the
needed record (in this case, specific contact).
There are two ways of selecting records:
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• Using a logic condition, i.e., a “filter”. For example, you need to read, modify or delete all
records in the [Activity] object, whose [Status] column contains “Canceled”.

• Using a record Id, which can be obtained from a process or element parameter.

Identifying a specific record
Record Id is a column value that uniquely identifies a record in bpm’online database. Record Id is
stored in the [Id] column, which is available in all bpm’online objects (Fig. 60). When working with
business processes, you can obtain a record Id from process or element parameters.
Process parameters are special kind of process properties that store data used for process and
element execution, as well as data that is the result of such execution. Read more >>>

Fig. 60 Schematic view of the [Id] column in the “Contact” object

There are three general cases of obtaining a record Id when designing a business process:
• From a process parameter. Such parameters are usually available in processes that are used as

sub-processes, as well as processes that are run manually, by a specific record.
• From an object signal element – start [Signal] or intermediate [Wait for signal] events in the

“Object signal” mode (triggered by changes in bpm’online records). Read more >>>
• From an outgoing parameter of a process element, that was working with the needed record.

The following process elements work with data automatically and have outgoing parameters that store
field values of bpm’online records:

• [Perform task] – field values of the task activity, including its Id.
• [Open edit page] – field values of the corresponding record.
• [Pre-configured page] – if a data source object is set, the element has parameters for all of the

object columns.
• [Send email] – field values of the email record (“From”, “To”, Ids of linked records, etc.).
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• [Signal] – for object signals, Id of the record that triggered the signal.
• [Wait for signal] – for record signals, Id of the record that triggered the signal.
• [Sub-process] – any outgoing parameters of the business process selected as a sub-process.

You can identify the needed record by Id, obtained from process and element parameters when either
of the following is true:

• The process start element is [Signal] in the “object signal” mode (the process starts
automatically, when data in a specific bpm’online object is changed).

• The process is run by the needed record: initiated manually from the record page or as part as
a dynamic case.

• Previous process elements have already worked with this record, and you need to work with
the same record repeatedly.

If the Id of the needed record is available in a process or element parameter, you can use parameter
mapping to specify it in the filter area of the [Read data], [Modify data] or [Delete data] element
(Fig. 61). You essentially need to create a filter by the [Id] column and select [Compare with Parameter]
in the menu when specifying the column value.

Fig. 61 Filtering a record by Id

In the opened window (Fig. 62), select the process or element that contains the parameter whose value
will be the needed Id.

Fig. 62 Selecting a process parameter that contains the Id of the needed record

As a result, the filter will always return one record, since two records cannot have same Id in
bpm’online database.
More information about mapping parameters is available in a separate article.

Identifying a set of records via conditions
Usually you want to identify by using regular filter criteria if:
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• A process task must work with a selection of records: read a collection of records, modify or
delete all records that match criteria.

• A process task must work with a single record that match the selection criteria (“the first record
in selection”).

To identify records using criteria, you need to apply a filter by the needed columns, using standard
bpm’online filter module in conjunction with record sorting rules (Fig. 63).

Fig. 63 Example of selecting records using criteria

For example, you can select latest completed call, by filtering activities by the type and status fields and
sorting the results in the descending order.
More information about the filter functionality is available in the User Guide.

IDENTIFYING NEW DATA TO WRITE INTO COLUMNS WHEN ADDING OR 
MODIFYING RECORDS
After finishing their operations with data, process elements pass data to their outgoing parameters for
further use. For example, after an activity is created via the [Perform task] element, its Id and other data
is passed to the outgoing parameters (Fig. 64). Using these parameters, you can access that same
activity later, down the process flow.
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Fig. 64 Parameters of a [Perform task] element with activity data

The parameters match name and type of the corresponding bpm’online fields. For example, a
contact’s job title is stored in a “String” (text) field and is passed to a “Text” parameter, while the due
date of an activity is stored in a “Date/time” field, and is passed to a “Date/time” parameter.

PROCESS ELEMENTS FOR WORKING WITH DATA AND THEIR USE CASES
In addition, there are four process elements for working with data specifically, one per each possible
operation:

Read data

Obtain data from the database for later use in the business process. The 
fetched data is stored in the outgoing parameters of the [Read data] 
element. Use cases:

• How to read data from the record that triggered the process
• How to read the data of the record being processed
• How to read data from a record that matches certain criteria
• How to read the data of a record from another object
• How to calculate sum, minimum, maximum and average of

several records
• How to calculate the number of records that match a condition
• How to read data from multiple records (collection)
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SEE ALSO
• Process parameters

Add data

Create new records in the specified bpm’online section or lookup with 
the specified values in the specified fields. Use cases:

• How to add a single record
• How to add multiple records

Modify data

Changes values of the specified fields of a specific section or lookup 
record. Use cases:

• How to modify multiple records that match a condition
• How to modify specific record

Delete data

Automatically deletes records in a specified object. Use cases:
• How to delete all records that match a condition
• How to delete specific record
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FORMULAS
The formula window in the business process element settings enables you to solve many tasks without
developer involvement. The functions of the formula range from automatically generating email
message texts, determining the conditions for transitions between flows. Using formulas requires
knowledge of basic syntax rules, which are covered in this article.

CONTENTS
• Basic syntax rules
• Syntax rules use cases

BASIC SYNTAX RULES
The formula syntax will be familiar to anyone who worked with C#. When entering formulas, it is
important to follow typing. If possible, use values of one type, for example, text values with text values,
numeric values with numeric values. Otherwise, you must convert values to the proper type.
In addition, we recommend you to familiarize yourself with the basic operators that will help to
implement complex conditions in your formulas.

SYNTAX RULES USE CASES
In most cases working with the syntax formulas requires more than just proper placement of characters
and quotes. To solve specific tasks, you must also use simple functions and properties.

NEXT
• How to build a complex text
• How to use different types of data
• How to use date and time parameters
• How to work with lookup parameters and conditional flows

How to build a complex text
The [Formula] field is usually used to generate variable text.

"" Text strings must be enclosed in quotes.

+ Used to connect values.

== Defines the equality of two values.

!= Defines the inequality of two values.

<, > Compares the two values (less than, greater than).

>=, <= Compares the two values (greater or equal, less or equal).

&& Boolean “And”.

|| Boolean “Or”.

true, false Boolean values “True” and “False”.

\n, <br> Text line wrap.
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EXAMPLE
Use a formula to generate a header for the activity to compile product bundle. The header text
must contain the product and the customer for whom the bundle is compiled.

To do this, add the [Read data] element parameters and constant text values to the formula:
"Compile bundle" + [#Read products.First element of the resulting collection.Name#] + "for
customer" + [#Read account data.First element of the resulting collection.Name#]

NOTE
Add spaces between static data and quotation marks "” to separate the resulting text.

EXAMPLE
Copy a complex text to the [Recommendation for filling in the page] business process element

To solve the task, use the \n text wrapping character as follows:
"1. Make an appointment with the manager." + "\n" + "2. Discuss the deal tactics with the
manager."

Thus, you can wrap either textual lines or other formula window parameters. The wrapping character
must always be placed in parentheses " ".

NOTE
To wrap the text lines you can also use the “<br>” HTML tag.

How to use different types of data
When working with the [Formula] element, use a single type of data. There is no need to memorize the
typification — on the formula edit page, the data type of each parameter is marked with:

 — unique identifier;

 — numeric;

 — fractional;

 — text;

 — lookup value;

 — time and date value.

EXAMPLE
Use a formula to generate a header for the activity to compile product bundle. Specify the
product name, customer and the date of product compilation.

In this case, the compilation date parameter cannot be added in the usual way. To do this, you need to
convert the date value to the text value:

"Compile bundle" + [#Read products.First element of the resulting collection.Name#] + “ for
customer " + [#Read account data.The first element of the resulting collection.Name#] + ", due
date " + ([#Read order.First element of the resulting collection.Planned date of
completion#]).ToString()

To convert the [#Read order.The first element of the resulting collection.Planned date of completion#]
parameter, enclose it in parentheses and add the .ToString() property. In this case, the business
process will work correctly.
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How to use date and time parameters
To execute business processes with the use of operations with date and time, you can use the C#
DateTime structure. The main characteristics and methods are as follows:

EXAMPLE
In the lead qualification process, before transitioning between conditional flows, the system
must check whether the decision date field is populated.

To check whether a date field is populated, use the != operator and the DateTime.MinValue
parameter:

[#Read Lead data after Qualification.First element of the resulting collection.Decision
date#]!=DateTime.MinValue

EXAMPLE
To transition between conditional flows, the system must compare closing dates of two
opportunities.

To compare two date values, use the == operator and the .Date property:
[#Read opportunity data 1.First element of the resulting collection.Closing date#].Date 
== [#Read opportunity data 2.First element of the resulting collection.Closing date#].Date

EXAMPLE
During the execution of the business process, it is necessary to calculate the time it took to
close the opportunity. 

If you need to calculate the difference between two date values, use the following construct:
RoundOff()[#Read opportunity data.First element of the resulting collection.Closing
 date#]-[#Read opportunity data.First element of the resulting collection.Creation
date#]).TotalMinutes)

In the formula window, select the [RoundOff] function and fill it in with the necessary process element
parameters, in our case, the difference of values, and then add the .TotalMinutes property. As a result,
you will get the elapsed time in minutes. Use the .TotalHours or .TotalDays properties to obtain same
result in hours or days. 

EXAMPLE
To transition between conditional flows in a business process, you must determine whether the
lead was generated more than 12 hours ago. 

.Date Returns the date value of the selected parameter.

.Hour Returns the hours value of the selected date parameter.

DateTime.MinValue The minimum value of date and time, 00:00, UTC, January 1, 0001.

.TotalMinutes Returns the full date and time value in minutes.

.TotalHours Returns the full date and time value in hours.

.TotalDays Returns the full date and time value in days.

.AddMinutes(), 

.AddHours(),  

.AddDays()

Increase the selected value of the date and time for a certain number of 
minutes, hours or days.
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To do this, add the.TotalHours property to the element parameter, enclose the parameter value in
parentheses, and then compare it with a numeric value:

RounOff()[[#System variable.Current date and time#]-[#Read lead data.First element of the
resulting collection.Creation date#]).TotalHours) > 12

When working with date and time parameters, you can also use .AddMinutes(), .AddHours() and
.AddDays() functions to increment the time and date to a certain value. For example, you can bring the
date and time value to user’s time zone when using the [Read data] element. 

NOTE
In bpm'online the "Date/Time" type data is stored in UTC. The [Read data] element does not adjust this 
data to the current user’s time zone. 

EXAMPLE
When performing lead registration business process, you need to set the call time to 3 hours
after the lead creation.

To do this, add the number of hours in the .AddHours() value:
([#Read lead data.First element of the resulting collection.Creation date#].AddHours(3)).Hour

How to work with lookup parameters and conditional flows
The functionality of the [Formula] element in a conditional flow is same as in other process elements.
That is, the basic rules and operators are relevant. Conditional flows are used to transition to the next
process element, if transition conditions are met.
Often, values of the lookup parameters must be compared with a specific lookup value.

EXAMPLE
Check whether an opportunity is on the “Commercial offer” stage of the corporate business
process.

To do this, compare the current opportunity stage in the conditional flow with the value in the lookup:
[#Read opportunity data.First element of the resulting
collection.Stage#]==[#Lookup.OpportunityStage.Commercial offer#]

EXAMPLE
A conditional flow must be activated if the lead contact lookup field is populated.

To check whether the lookup field is populated, use the following condition: 
[#Read lead data.First element of the resulting collection.Contact#]!= Guid.Empty

Transition must occur if the lead contact lookup field is not populated, use the following construct:
[#Read lead data.First element of the resulting collection.Contact#]==Guid.Empty

EXAMPLE
A transition in the invoice approval must check whether the approval has been acquired.

To do this, use the following condition:
[#Invoice approval.Result,#] = = "Approved"

In this case, the approval result is checked.
Please note, that there may be several solutions of this case. For example, you can use a more complex
structure:

[#Invoice approval.Result#] = = "Rejected" || [#Invoice approval.Result#] = = "Approval
pending”
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In this case, the system checks whether the approval status is not “Rejected” or “Approval pending”.

EXAMPLE
A conditional flow in a sale process must be activated if the presentation has been conducted.

To check the status of your presentation, use the following structure:
[#Give presentation.Result,#] = = true

If the presentation has not been conducted, the conditional flow will not be activated.

SEE ALSO
• Process parameters
78



Advanced process settings
ADVANCED PROCESS SETTINGS
A business process has a number of properties available on the [Settings] tab of the process setup area
(Fig. 65). To open the business process setup area, click anywhere on the working area of the Process
Designer.

Fig. 65 Business process properties area

[Caption] – the title of the business process displayed in the system interface. The caption is displayed
at the top of the setup page and at the top of the working area.
[Code] – the internal name of the business process used by bpm’online to identify it. The default code
is generated automatically, but you can edit it. The code can only contain Latin characters and
numbers and cannot contain any special characters.
[Version] – current version of the process. The field is grayed out. It will be populated automatically
when a new process version is saved.
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NOTE
Whenever a new process version is saved, its version number is incremented by 1.

[Tag] – tags used to filter and identify processes. If the process is marked with the “Business Process”
tag, it becomes available in the [Process library] section.
[Process description] – additional information about the process.
[Package] – the package that contains the process schema.
[Maximum number of repetitions] – a limit for how many times an element can be repeatedly executed
within a single process instance. The purpose of this setting is to avoid infinite process looping. If the
limit is reached on any element, the process will automatically stop.
[Process instance caption] – specify the title that instances of this process will have. The business
process instance titles are displayed in the [Business process tasks] tab of the communication panel. By
default, this property contains the [#Process name#] system variable. Consider adding the process
parameter values and/or text generated via a [Formula] element to make the process notifications
more informative. For example, an invoicing process instance can have the actual number of invoice in
its title: "Processing of invoice No. " + [#Read invoice data.First item of the resulting
collection.Number#]. As a result, business process notifications will show the actual number of the
invoice in processing (Fig. 66).

Fig. 66 Business process notification example

[Active] – this property is always grayed out. To deactivate and activate processes, use the actions of
the [Process library] section.
[Enable logging] – enables process execution in the [Process log] section.
[Serialize in DB] – saves parameter values for the running process in the database. Serialization is used
for long processes. For example, if a new activity is created in the process and should be completed
only after a certain period of time, all process parameters will be saved and the process can be
resumed any time, even when you log out of the system.
If you clear the [Serialize in DB] checkbox, the process parameters will be saved, but not in the
database.

ATTENTION
If you add elements to the process that have the [Serialize in DB] checkbox selected, then this 
checkbox will automatically be selected for the whole process.

[Actual version] – indicates whether the current process version is used for running new instances of
this process. The checkbox is available on the process properties page.
[Use system security context] – manages security context for executing business process logic
implemented in the [Script task] process elements. If the checkbox is selected, the [Script task] element
will be executed in the security context of the “system user” – user account specified in the [System
operations user] system setting. The [Use system security context] checkbox is selected by default for
all new business processes. This enables using the same code without any additional UserConnection
operations for processes intended both for the regular bpm’online users and for portal users. 
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 NEXT
• Process parameters
• Branching processes
• How to work with emails
• How to interact with user interface and pages
• How to use sub-processes
• How to use events

SEE ALSO
• How to disable a business process
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PROCESS VERSION CONTROL
Process version control in bpm’online ensures that business process revisions and updates do not
disrupt any process instances that are in progress. It enables seamless updates to business processes
and easy switching between the existing process versions.
A new process version is saved every time the process schema is modified. The new version
automatically replaces previous versions of this process in all places where this process schema is used
(e.g. sub-processes). However, all unfinished instances of this process continue to work according to
the version they were launched in.
Whenever a process is saved, bpm’online will check:

• Whether there are running instances of the process
• If the process package is available for editing
• If the process is being exported

If the process package is uneditable, bpm'online will ask if you want to save the new version of the
business process. After confirmation, the new version will be saved in the package specified in the
[Current package] system setting.
If there are running instances of the process or if the business process schema has been exported,
bpm’online will ask if you want to create a new version of the schema. If you choose not to, bpm'online
will save the process in the existing schema.
To view the version of a business process, select the process, click the [Properties] button and go to the
[Process versions] tab.

NOTE
If there is no need to create several process versions, you can save the performed changes in the 
current process version. Though if there are any process instances in progress, they might be stopped 
during saving the changes. 

NOTE
Bpm’online saves the actual version of the process directly to the package. If you save the package as 
an archive, and install the package in a different environment, the most actual version of the process 
will be transferred with the package. Bpm’online will always determine the final current version of the 
process based on which package is higher in the hierarchy.

SEE ALSO
• Elements and flows
• How to work with emails
• How to interact with user interface and pages
• How to use sub-processes
• How to use events
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PROCESS DESIGNER BEST PRACTICES
To enhance your skills of working with business processes, please read articles concerning the Process
Designer, elements and process flows, creating and executing processes. Improve your business
processes by monitoring them. Business process examples are available in a separate article.
The business processes are created via the BPMN 2.0 notation developed by the Object Management
Group. Learn more about the BPMN notation on the OMG website.

GENERAL PROCESS FEATURES
Create simple and transparent business processes. Your process description can contain process goal
and hints to use it. 
Create complex processes step by step: build a general process structure and then add blocks to it. 
Combine processes into a single business process for directly connected events. For example, in case
you have set up separate process to read user data and send notifications, the first process might
execute after the second one and the notification will be sent incorrectly. This can be avoided by
setting up a single process to read data and send notifications.

GENERAL RECOMMENDATIONS ON WORKING WITH A PROCESS
The business process structure affects its usability and performance. To optimize the process structure,
we recommend the following:

• Create small processes and divide them into separate blocks. We do not recommend placing
more than 10 - 15 elements on a single diagram. If a process is complex, some element groups
can be implemented by using subprocesses, and then connections between subprocesses
should be set up.

• The alleged primary flow in the process should be lined on a single level, and specific alternate
paths with neutral or negative events should be lined in branches (Fig. 67). For example, in the
opportunity closure business process, elements that lead to successful process execution are
lined on a single level and additional conditional paths are lined in the branches.

Fig. 67  Building primary and additional flows

• Build a process so that the maximum number of flows are lined in one direction. There are two
main methods: building a process downwards and from left to right.  Minimize the number of
intersecting flows for the process to look clearer.

• Name processes by their purpose. Delete obsolete process parameters.
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WORKING WITH PROCESS ELEMENTS
 Work with processes following these recommendations:

• Always name all elements, flows and connections on the process diagram and avoid identical
names. 

• In the element-action names include an action that is executed by the element and an object,
to which said action is applied, for example, “Place order’, “Send message”, “Register issue”.

• By applying the [Read data] element, set up reading of only required columns, if there is no
need to read them all. The [Read data] element prepares data that will be used by other
process elements. Reading all columns might lead to slow business process performance.

• When building branches, set one of the flows to “by default” — this will prevent the business
process from “freezing” if there are no alternative step results. Do not create elements with only
one flow or one flow by default.

• Avoid overlapping of elements and connections, make sure names are clearly visible. 
• When setting up a new process, make sure the diagram does not contain unnecessary

elements. 
For example, when reading the process on the Fig. 68, the element names are not clear and
connections overlap each other.

Fig. 68  Incorrect element and connection name setup

SCRIPT-TASKS
Use the [Script-task] element for unusual tasks, such as:

• complicated mathematical calculations, for example, calculating time and date by the calendar;
• mass record processing;
• executing cycles;
• tasks that are hard to perform using other system elements;
• replacing a number of sequential [Formula] elements. 

Working with the [Script-task] element, follow these recommendations:
• Follow the code structure. After the process is saved, test the element by launching the

process. The element performance depends on the quality of code and qualification of
developer.

• Comment on the primary blocks and tasks executed in the script tasks to explain functions and
purposes of the code parts. 
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• When using third party schemas, specify the exact names of such schemas. Follow these
instructions when using third party schemas. 

• Avoid temporary solutions, because custom code makes it harder to support it. When looking
for errors in business processes, make sure the errors are fixed correctly.

MODIFYING EXISTING PROCESSES
If  the currently used process requires to substantially modified, for example, delete elements, create a
process copy and only then modify it.   

SEE ALSO
• Getting started with Process Designer
• Case Designer guide
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PROCESS DESIGNER ELEMENTS REFERENCE
Primary BPMN elements are introduced in bpm'online. The visual representation and function of
process elements are similar to those of standard BPMN elements.
In the table below, you can find a short description of each process element. More information about
each element can be found in a separate chapter.

CONTENTS
• User actions
• System actions
• Start and end events
• Intermediate events
• Gateways
• Subprocesses
• Flows and connecting objects
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User actions

System actions

[Task] process element
Creates a new task.

[User dialog] process element
Displays a dialog page with a question and a number of options to 
choose from. The process flow may change depending on the option 
that the user chooses.

[Open edit page] process element
Opens a page for editing or creating a record.

[Auto-generated page] process element
Displays the page with specified elements.

[Pre-configured page] process element
Shows a specified page that was customized earlier.

[Send email] process element
Generates a new email page. Automatically creates and sends emails.

[Approval] process element
Used for creating approvals and informing all parties about the 
approval results.

[Validation item] process element (BPMonline lending)
Determines a set of validation actions that a employee must complete.

[Read data] process element
Automatically reads data that can be used by other process elements.

[Add data] process element
Automatically creates new records in a specified object.

[Modify data] process element
Automatically edits records in a specified object.

[Delete data] process element
Automatically deletes records in a specified object.
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[Formula] process element
Automatically conducts calculations during the process.

[Call web service] process element
Calls a web service method with specified request parameters and 
returns web service response as a set of outgoing parameters.

[Change access rights] process element
Creates, edits, or deletes access rights to system objects for specified 
users or roles.

[Predict data] process element
Enables prediction in business processes. This element uses pre-
configured ML models.

[Script task] process element
Executes a C# script. This element is designed for implementation of a 
non-standard logic that cannot be achieved using standard process 
elements.

[Connect process to object] process element
Establishes a connection between a record and a process instance. 
The connected records are displayed on the [Connected objects] 
detail of the [Process log] section.

[User task] process element
Runs various additional tasks. The list of available additional tasks can 
be modified with the help of the Action Designer.
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Start and end events

Intermediate events

Gateways

[Simple] start event
Indicates manual process start, for example, using the [Run process] 
menu.

[Signal] start event
Automatically starts a process when a certain throwing signal is 
activated, as well as when a record is added, edited or deleted in the 
selected object.

[Message] start event
Initiates a sub-process that is activated by a throw message of a parent 
process, as well as by events of an object or page.

[Start timer] event
Initiates an automatic process launch at a specific time, either once or 
regularly.

[Terminate] end event
Completes a process.

[Wait for message] intermediate event
Activates if a certain intermediate throwing message is activated in the 
process.

[Wait for signal] intermediate event
Activates if a certain corresponding throwing signal is activated in the 
current or a different process. This element is also activated when a 
record is added, edited or deleted in the selected object.

[Wait for timer] intermediate event
Pauses the process execution for specified period of time.

[Throw message] intermediate event
When this element is activated, it activates a corresponding catching 
message in the current process.

[Throw signal] intermediate event
When this element is activated, it activates a corresponding catching 
signal in the current process as well as in all active processes. 

Exclusive event-based gateway
Used to create several alternative branches in the process depending 
on a message or signal received.
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Subprocesses

Flows and connecting objects

NEXT
• User actions
• System actions
• Events
• Gateways
• Sub-processes
• Flows and connecting objects

USER ACTIONS
Process elements in the [User actions] group require the process user to perform certain actions, such
as holding meetings, making calls, sending emails. All these steps are separate activities of the process

Exclusive gateway (OR)
Used to direct the flow of a process to one of the available paths.

Inclusive gateway (OR)
Used to create alternative flows in a process. Any number of these 
flows can be executed concurrently.

Parallel gateway (AND)
Used to create several parallel flows, each of which must be executed 
before the process can complete.

[Sub-process] element
Runs a different process as part of the current process.

[Event sub-process] element
A sub-process that is activated when a certain event occurs in the 
current process.

Sequence Flow
Establishes the sequence of process actions.

Conditional flow
Activates next element in the process if specific conditions are met.

Default Flow
Used in conjunction with at least one conditional flow. Moving down 
the flow is performed when it is impossible to move down at least one 
conditional flow.
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that are connected to each other with flows. The activities are represented with the [Perform task] and
[Send email] process elements. Use the [Open edit page] element to let the user manually create or
edit records. Use the [User dialog] element to open a dialog page, where the user can choose one or
more pre-defined options.
When a user activity is run, the system creates an activity that is automatically completed once the user
performs all steps required for this process element.

CONTENTS
• [Task] process element
• [Send email] process element
• [User dialog] process element
• [Open edit page] process element
• [Auto-generated page] process element
• [Pre-configured page] process element
• [Call] process element
• [Approval] process element

[TASK] PROCESS ELEMENT
The [Perform task] process element is designed to create new activities in the system during process
execution.

[PERFORM TASK] ELEMENT SETUP
Specify task parameters on the element setup area (Fig. 69).
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Fig. 69  The [Perform task] element setup area

Most the element parameters, like [Subject], [Owner] or [Account], correspond to the fields on the
activity page. If any parameter field is populated, then when a process creates a new task, the
corresponding field in the task page is automatically populated. If the parameter is not populated, then
the corresponding field in the setup area will be blank and can be populated manually.
You can populate these fields using the parameter value window.
Enter the element caption at the top of the element setup area. The caption is displayed on the
process diagram. By default, the “Perform Task” caption is used.
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[What should be done?] – enter the subject of the task. As a rule, the purpose of the task is indicated in
this field. This is a required field.
[Task category] – Select the category of the new task, for example, “To do” or “Meeting”. This is a
required field.
[Start in] – specify the time period after which the activity should start. The time can be specified in
minutes, hours, days, weeks and months. This parameter is used to populate the [Start] field of the
activity page. This is a required field.

NOTE
The [Start] field of the activity is populated with the [Start in] field value plus current user time. For 
example, if “30 minutes” is specified in the [Start in] field, and the task was created at 12:00, then 
“12:30” will be specified in the [Start] field of the created task.

[Planned duration] – enter the activity duration using minutes, hours, days, weeks or months. This
parameter is used to populate the [Due] field of the activity page. This is a required field.

NOTE
The [End] field of the activity page is populated with the value from the [Start] field incremented by the 
value in the [Planned duration] field.

Select the [Show in calendar] checkbox to make the task appear in the [Calendar] view of the
[Activities] section.

NOTE
If you do not select the [Show in calendar] checkbox, the activity will still be available in the [Calendar] 
view of the [Activities] section.

[Show page automatically] – If the checkbox is selected, the activity execution page is displayed
automatically as soon as the process initiates the activity.
[Owner] – Specify the user responsible for performing the task.
[Hint for user] – enter additional information about the task. The user will be able to view the hint by
clicking the  button on the activity page. The hint button is displayed on the displayed page.
[Remind in] – Indicate the time period for a reminder before the activity starts. When the specified time
comes, the system will automatically create a notification for the corresponding employee.
[Connected to] – specify other system records that are connected to this task. As a result, the task will
be added to the [Activities] detail of the corresponding record. By default, [Account] and [Contact]
fields are displayed, but you can add fields to connect the task to other records by clicking the 
button.

NEXT
• [Send email] process element
• [User dialog] process element
• [Open edit page] process element
• [Auto-generated page] process element
• [Pre-configured page] process element
• [Call] process element
• [Approval] process element
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[SEND EMAIL] PROCESS ELEMENT
Use the [Send Email] process element (Fig. 70) for sending email messages as part of a business
process. The element can send an email automatically or open a new email page for the process user.
It uses all common email integration features available in bpm’online, such as macros, templates and
linking emails to section records.

Fig. 70 The [Send email] element on the process diagram

NOTE
Email server integration is required to work with emails in bpm’online.

The [Send email] element provides a means of automating email communications without the
developer involvement. For example, with the help of this element you can:

• Move on to the next step in the business process while bpm’online automatically sends emails
to multiple recipients on your behalf.

• Automatically send important system messages, notifications and updates.
• Use macros to personalize emails with information available in other process parameters.
• Automatically assign email-related activities to other employees in your company.

If you choose to send emails manually, all due email tasks (drafts) will be displayed on your
communication panel.
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ELEMENT OPERATION

COMMON ELEMENT PROPERTIES
The following [Send Email] element properties will be displayed regardless of how the email is sent
(automatically or manually) and how the message text is generated (template message or custom

Execution When the [Send email] element is activated, its behavior depends on 
how the message is sent.
If the email is sent manually:

• A new email window will open for the process user if the [Show
page automatically] checkbox is selected and if the element is
not run in the background. All properties populated in the [Send
Email] element (e.g., the email template, the mailbox account,
etc.) will be used in the draft.

• The email task will be displayed on the communication panel for
the process user if the [Show page automatically] checkbox is
cleared in the element properties.

If the email is sent automatically, bpm’online will create a message 
based on the properties of the [Send Email] element (e.g., the email 
template, the mailbox account, etc.) and send it automatically from the 
email account specified in the [From] field.

Completion The completion of the [Send email] element depends on how the 
message is sent.
If the email is sent manually, the element will be deemed complete as
soon as the email is successfully sent.
If the email is sent automatically, the element does not require any user
actions and will be deemed complete as soon as the email is sent.
If any errors occur while sending, the completion of the [Send Email]
element is determined by the [Ignore errors on sending] checkbox:

• If the [Ignore errors on sending] checkbox is selected, the
element is deemed complete as soon as the first sending
attempt is made, regardless of its result. For example, if the email
server returns a sending error, the element will still be
successfully completed and activate its outgoing flows.

• If the [Ignore errors on sending] checkbox is cleared, the
element is deemed complete only if the email is sent successfully.
If email-related errors occur, the element will end with errors and
the process will not progress to the next element on the diagram.
You can view any process-related errors in the [Process log]
section.

Result Upon completion, the element will update the values of its parameters 
according to changes made by the user on the email page and activate 
its outgoing flows.
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message):

From An email account integrated with bpm'online and used for sending 
emails. This parameter is populated with the values from the [Mailbox 
synchronization settings] lookup. There are several ways you can 
populate this parameter:

• Specify the email account directly by selecting it from the
[Mailbox synchronization settings] lookup.

• Specify a system setting that uses the [Mailbox synchronization
settings] lookup values, such as “Mailbox for sending email with
information on approval”.

• Map any other process parameter that uses the [Mailbox
synchronization settings] lookup values. Learn smore about
mapping parameters in the corresponding article.

If the email is sent automatically, the [From] parameter is required. If the
email is sent manually, this parameter is optional: a process user may
select an email account from the available list on the email pageю
Please note that email server integration is required to send emails
directly from bpm’online.

To
Cc
Bcc

The recipient's email addresses. Click the  button to add carbon copy 
(Cc) and/or hidden copy recipients (Bcc).
You can choose one of the following options in each of the To/Cc/Bcc 
parameters:

• Enter email addresses manually (e.g.,johnbest@gmail.com). To
add multiple recipients manually, click the  button and specify
additional addresses in each field.

• Select the necessary accounts/contacts from a lookup.
• Select system settings, whose values are email addresses (e.g.,

“1st-line support”).
• Select account or contact email address of the user who runs the

process (“Current user account”, “Current user contact”).
• Obtain email from another process parameter. You can map any

parameter of the “text” type. Note that the value of the mapped
parameter must still be a valid email address, otherwise the
element will not execute properly. Learn more about mapping
parameters in the corresponding article.

If either a contact or an account is selected, the email address will be
pulled from the [Communication options] detail. If there are multiple
emails specified for an account/contact, bpm’online will use the most
recent email added to the detail.

What is the message? Select “Custom message” in this field to create a unique email for the 
business process using the content designer.
Select “Template message” in this field to use one of the email templates 
from the [Email templates] lookup.
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CUSTOM MESSAGE PROPERTIES
The following properties will be displayed if you select “Custom message” in the [What is the
message?] field:

TEMPLATE MESSAGE PROPERTIES
The following properties will be displayed if you select “Template message” in the [What is the
message?] field:

How is the message 
sent?

If the “Send email manually” option is selected in this field, the email edit 
page will open (or the email activity will be created) for the process user 
once the [Send Email] element is activated on the process diagram.
If the “Send email automatically” option is selected in this field, the email 
will be sent automatically from the mailbox specified in the [From] field 
once the [Send Email] element is activated on the process diagram.

Subject Enter the subject of the email. You can choose one of the following 
options in this field:

• Enter the subject manually.
• Map a process parameter of the “text” type. Learn more about

mapping parameters in the corresponding article.
• Select a system setting of the “text” type.
• Use a formula to create a personalized subject line, e.g., “Hi, John

Best!”, where the name “John Best” is received from the previous
process element. Please refer to the following article to learn
more about formulas.

The subject text is also displayed on the [Business process tasks] tab of
the communication panel. If you select a template, this field will be
automatically populated with the subject specified in the template.

Email body The area below the [Subject] field displays a snapshot of your email text. 

Hover your cursor and over this area click   to open the content 
designer to create a custom message.

Template message Choose an email template from the [Email templates] lookup. Click the 

 button to open the currently selected template in the content 
designer. Learn more about using templates in the email body in the 
following article.
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NOTE
You can generate dynamic text for email subject and body using the [Formula] process element or the 
[Formula] option of the parameter value menu. Please refer to the following article to learn more. 
Please note that to populate the email body using a formula, you need to switch the [Send email] 
element setup area to the "advanced mode".

PROPERTIES FOR SENDING EMAIL AUTOMATICALLY
The following properties will be displayed if you select “Send email automatically” in the [How is the
message sent?] field:

Record for macros The record whose values are used for email template macros. For 
example, if the email template contains macros like [#Contact.Name#] 
and [#Contact.Mobile phone#], the actual name and phone number in 
the sent email will be relevant to the contact specified in the [Record for 
macros] field.
Learn more about mapping parameters in the corresponding article.
This field is linked to the [Macro source] field in the selected email 
template record. For example, if "Contact" is specified in the [Macro 
source] field, the value in the [Record for macros] field should be a 
specific contact record.
You can choose one of the following options to select a record that will 
be used to populate macros in the email template body:

• Map a process parameter. The parameter should be of a
"Lookup" type and the lookup itself should correspond to the
object selected in the [Macro source] field in the email template. 

• Select a record from a corresponding lookup.
• Select a system setting of a "Lookup" type, whose lookup

corresponds to the one selected in the [Macro source] field in
the email template. (e.g., “Test email recipient”).

Importance The value of this property is used to populate the [Priority] field of the 
corresponding email activity.

Ignore errors on 
sending

If this checkbox is selected, the process will progress further even if 
email-related errors occur. If the checkbox is selected, and errors are 
received, the [Send email] element will end with an error and will not 
activate its outgoing flows. You can view any process-related errors in 
the [Process log] section.

Run following 
elements in the 
background

If this checkbox is selected, any process elements activated by the [Send 
email] element outgoing flows will be performed in the background 
without displaying the loading mask.
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PROPERTIES FOR SENDING EMAIL MANUALLY
The following properties will be displayed you select “Send email manually” in the [How is the
message sent?] field

Who is the sender? This parameter is used to assign the user, for whom the email page will 
open when the [Send email] element is executed. By default, it is the user 
who runs the business process. Populate this parameter if the email must 
be sent by a different user.
Once the process reaches the [Send Email] element, the email task will
be displayed on their communication panel or the email edit page will
open (if the [Show page automatically] checkbox is selected). 
The parameter is populated with the values of the [Mailbox
synchronization settings] lookup. You can map it to a different
parameter or a system setting, provided their values are selected from
the same lookup.

Hint for user A text shown for the user who performs this process task. The user can 

view their hint by clicking the  button on the email page.

Show page 
automatically

If this checkbox is selected, the email edit page will open for the user 
selected in the [Who is the sender?] property once the process reaches 
the [Send Email] element.
Please note that if the Run following elements in the background
checkbox is selected for the preceding process element, the email edit
page will not open once the process reaches the [Send Email] element
even if the [Show page automatically] checkbox is selected.

Run following 
elements in the 
background

If this checkbox is selected, all process elements connected with the 
outgoing flows to this element will be performed in the background 
without displaying the loading mask or opening their windows 
automatically.

Email connections Use this property to connect the created email to other records in 
bpm’online. Connected records will be displayed in the [Connected to] 
field block, and in the form of email links on the [Email] tab of the 

communication panel. Click the  button to add different record types.
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NOTABLE OUTGOING PARAMETERS

[SEND EMAIL] ELEMENT USE CASES
• How to use process parameters in the email body
• How to send emails automatically on cue
• How to use email templates in business processes
• How to specify recipients or senders in the [Send email] element
• How to link emails to bpm’online records

NEXT
• [User dialog] process element
• [Open edit page] process element
• [Auto-generated page] process element
• [Pre-configured page] process element
• [Call] process element
• [Approval] process element

SEE ALSO
• Process parameters
• How to work with emails

[USER DIALOG] PROCESS ELEMENT
The [User dialog] process element is designed for input from the process user by offering them to
choose from a set of available options. The selected option determines the result of the process
element execution and further process flow.
The element setup panel contains text (a question, for instance) and a number of options to choose
from (Fig. 71).

 Task Id
The Id of the task activity, created during element execution. Type: “Id”. 
All manually created emails and drafts in bpm’online are considered 
activities, and have a unique identifier in the database. More information 
on identifying records by Id is available in the “Working with data” article.

 Recommendation The value of this parameter is received from the [Hint for user] field 
(displayed only for manual send outs). Type: “Text”. 

 Ignore email 
errors

The value of this parameter is received from the [Ignore errors on 
sending] property (displayed only for automatic send outs). Type: 
“Boolean”.
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Fig. 71  User dialog page

[USER DIALOG] ELEMENT SETUP
Specify task parameters in the element setup area (Fig. 72).

Fig. 72 [User dialog] element setup area
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[User dialog] – Enter the element caption. The caption is displayed on the process diagram.
[What should the dialog text display?] – Specify the text of the question on the user dialog page. Use
the parameter value window to enter the dialog text.
[Owner] – Specify the user, for whom the page will open. Use the parameter value window to specify
the value.
[Hint for user] – Enter additional information that will be displayed for users by clicking the  button
on the opened dialog page. The hint button is displayed on the displayed page.

Dialog mode
“User can choose one option“ – This option enables users to choose only one of the available options.
In this case the options are displayed in the dialog as a radio buttons. If this option is selected, the
process will branch using the [Exclusive gateway (OR)] element (Fig. 73).

Fig. 73  Using the [User dialog] task in single selection mode

“User can choose multiple options“ – This option enables users to select more than one option. In this
mode, the options on a dialog page are shown as checkboxes.
If the “User can choose multiple options“ mode is selected, the [User dialog] element must be followed
by an [Inclusive gateway (OR)] element, whose outgoing flows will correspond to the options that the
user can choose (Fig. 74).

Fig. 74  Using the [User dialog] task in multiple selection mode

In this case, only those conditional flows that correspond to the options selected by the user are
activated.
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Options
Add options that the user can choose from in the [Reply options] block. The order of options in the list
corresponds to the order in which the options are located on the dialog page. You can change the
order using the [Move up] and [Move down] actions in the reply list menu (Fig. 75).

Fig. 75  Changing the order of reply options

NOTE
By default, the element setup area contains fields for entering user options. If you fill in only two of 
them, then only two fields will be displayed next time the page opens.

You can also use this menu to choose the option that will be selected on the dialog page by default.
Regardless of the dialog mode, only one option can be set as default.
Select the [Reply required] checkbox if the user must select at least one option to execute the dialog
element. If the user saves the dialog page without selecting any options, the default flow will be
activated.
To add a new option, click [Add reply option].

NOTE
The reply options of user dialogs are used to branch processes. Read more...

NEXT
• [Open edit page] process element
• [Auto-generated page] process element
• [Pre-configured page] process element
• [Call] process element
• [Approval] process element

SEE ALSO
• Process parameters
• Inclusive gateway (OR)
• Exclusive gateway (OR)

[OPEN EDIT PAGE] PROCESS ELEMENT
During the process execution, the [Open edit page] process element will display edit page of the
selected section. The element can open a page for adding a new record, or open the page of an
existing record for editing.
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[OPEN EDIT PAGE] PROCESS ELEMENT SETUP
Specify the edit page parameters in the element setup area (Fig. 76).

Fig. 76  The [Open edit page] element setup area

You can fill in these fields using the parameter value window.
Enter the element caption at the top of the element setup area. The caption is displayed on the
process diagram.
[Which page to open?] – select the edit page that the element will display to the process user. This is a
required field.
[Editing mode] – there are two modes available:

• [Add new record] – select this option if you need to open edit page of a new record. In this
mode, the [Which default values to set in the fields of new records?] field becomes available.
Click the [+] button and select fields that must be populated (Fig. 77).
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Fig. 77 Selecting fields of the new record to fill in with predefined values

• [Edit existing record] – select this option if you need to open the page of an existing record. In
this mode, the [Record ID] field becomes available.

[Who fills in the page] – specify the user responsible for editing the page. This is a required field.
[Recommendations for filling in the page] – enter the text that will be displayed on the opened edit
page to let the user know that the page was opened as part of a business process and which fields the
user should fill in to complete this process element. This is a required field.
[Hint for user] – enter additional information that the user will be able to view by clicking the  button
on the opened edit page. The hint button is displayed on the displayed page. The hint button is
displayed on the displayed page.
[Create a list of results by column] – select this checkbox if the process must diverge, depending on the
value in a certain column of the created or edited record. After you select the checkbox, additional
field will appear, where you need to specify the column that will contain the result of the process
element. For example, after the opportunity page is populated, the process may schedule a meeting
for conducting the presentation or create a new contract, depending on which stage will be selected
on the opportunity page. In this case, the list of results must be created by the [Stage] column.
[When is the element considered complete?] – select the conditions for completing the element. 

• “Immediately after saving the record“ – the element will be considered completed once the
user saves the record page.

• “If the record matches conditions“ – the element will be considered completed only if after
saving, the record matches specific filter conditions. You can set up the filter by columns of the
selected object or one of its subordinate objects. You can specify the filter value in two ways:

a. [Compare with parameter] – Specify the filter value using the parameter value window.
Select a process or element parameter.

b. [Compare with value] – Specify a static value for the filter value.

NOTE
If several [Open edit page] elements for the same object are executed in the parallel flows of a process, 
and if they are set to complete “Immediately after saving the record” or if no conditions for their 
completion are set, then, when one of these elements completes, all other elements with the same 
completion condition will be considered completed as well.
To avoid this scenario, add additional conditions for completing the [Open edit page] elements.

NEXT
• [Auto-generated page] process element
• [Pre-configured page] process element
• [Call] process element
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• [Approval] process element

SEE ALSO
• Process parameters

[AUTO-GENERATED PAGE] PROCESS ELEMENT
The [Auto-generated page] element is used for opening custom pages, generated according to the
element parameters by the system.
The auto-generated pages contain buttons, that can be used for process branching, and fields, whose
values can be passed to the process or process element parameters.

[AUTO-GENERATED PAGE] ELEMENT SETTINGS
Specify the auto-configured page parameters in the element setup area (Fig. 78).
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Fig. 78  [Auto-generated page] element setup area

You can fill in these fields using the parameter value window.
Enter the element caption at the top of the element setup area. The caption is displayed on the
process diagram.
[Page title] – Enter the page name.
[To whom should the page be shown?] – Specify the user for whom the page must open. You can fill
in this parameter using the parameter value window.
[Recommendation to user] – Enter the text that will be displayed on the page when running the
process element. This is a required field.
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[User hints] – Enter additional information that will be displayed by clicking the  button. The hint
button is displayed on the displayed page.
[Connected object] – If the action execution relates to a particular record in the system object, specify
this object.
[Record of connected object] – The record to which the action execution will be connected. If the
connected object is specified, the field becomes available and required.

NOTE
When the action is executed, the record with the specified binding object and the record that relates to 
the action execution will be added to the [Connected items] block of the [Process log] page. Also, the 
[Move down the process] menu will become available on the edit page of the connected record.

Buttons
This block contains a list of buttons that can be displayed on an auto-generated page. Click  to add
a new button and specify its parameters (Fig. 79).

Fig. 79  Adding a button on the auto-generated page 

[Caption] – Enter a button caption. This is a required parameter.
[Code] – Enter the button unique name that can be used when writing the code that will implement
the button logic. Required parameter.
[Style] – Select one of the common styles used for the BPMS buttons. Required parameter.
[Generates signal] – Enter the signal to be generated by the process once the button is clicked. Other
items that wait for the generation of this signal can be added to the process.
[Active] – Select this checkbox if the button must be active when the page is opened.
[Performs value validation] – Select this checkbox to check if all required fields are populated once the
button is clicked.
Click the [Save] button of the parameter value window.
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Clicking any button added to the page completes the element and defines its result. If you add
outgoing conditional flows to the auto-generated page, the buttons added to the page will be
available as completion conditions for these flows.

To manage the button display order and edit the button properties, click the  button.

Page items
This block contains a list of items that can be displayed on an auto-generated page, such as text
comments, fields or groups of fields. Click  to add a new item and specify its parameters (Fig. 80).

Fig. 80  Selecting the type of item to add

Populate the item parameters. The list of parameters may differ, depending on the page item type
(Fig. 81).

Fig. 81  Adding a page item to an auto-generated page

[Title] – Enter a caption for the page item. This is a required parameter.
[Code] – Enter a unique code that contains the page item value.
[Text] – Enter default text for the “Notes” page item.
[Can be minimized] – Select this checkbox to enable the user to minimize an “Item block” page item.
[Minimized] – Select this checkbox to minimize. an “Item block” page item.
[Required] – select the checkbox to make the new field required. This parameter is available for all
field-type page items.
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[Multiline] – select the checkbox to make a field multiline. Available for the “Text field” type.
[Data source] – Specify the lookup object. This parameter is available for lookup fields.
[View] – Select the means of filling out the field: by using a drop-down list or selecting a lookup value.
This parameter is available for lookup fields.
[Date format] – Select the display format for the “Date/Time” field.
To manage the page item display order and edit and delete items, use the menu that appears when
you click the  button.

NEXT
• [Pre-configured page] process element
• [Call] process element
• [Approval] process element

SEE ALSO
• Process parameters

[PRE-CONFIGURED PAGE] PROCESS ELEMENT
Use the [Pre-configured page] element (Fig. 82) to open a custom page as part of a business process.
You can design a new custom page or open an existing page.

Fig. 82 The [Pre-configured page] element on a process diagram

This enables easy use of custom UI elements for interaction with the business process users. For
example, as part of an outgoing call campaign, an agent must invite customers to an event, update
email subscription and verify customer contact information. This involves creating and updating
records in several sections, such as [Contacts] and [Events], each of which normally has a separate
page. Using the [Pre-configured page] element (Fig. 82), you can design a single custom page (Fig. 83)
for all these actions.
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Fig. 83 Pre-configured page opened as part of a business process

NOTE
To display standard pages, e.g., contact or invoice pages, use the [Open edit page] element. If you 
need to implement a page with a simple layout, without using extra components (tabs, details, widgets 
or business rules), consider using the [Auto-generated page] element.

NOTE
The [Events] section is available in bpm’online marketing products

PRE-CONFIGURED PAGE OPERATION

Execution When the incoming flows of a [Pre-configured page] element are 
activated:

• in the regular mode, the element opens the specified page for
the specified user. A corresponding task is added on the [Process
tasks] tab of the communication panel.

• in the background mode, the page does not immediately open
for the user, but a corresponding task is added on the [Process
tasks] tab of the communication panel. The process user can click
the task to open the pre-configured page.

Completion The element is deemed complete when the user clicks a button that 
closes the page. Leaving the pre-configured page otherwise (e.g., 
clicking a different section on the side bar, running global search, etc.), 
will close the page but will not complete the element (it will remain 
available on the [Business process tasks] tab of the communication 
panel).

Result Upon completion, bpm’online will record any values entered on the 
page in the corresponding parameters or data source objects and 
activate its outgoing flows.
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PRE-CONFIGURED PAGE PROPERTIES
The [Pre-configured page] element setup area largely depends on the selected pre-configured page.

PAGE DESIGNER
You can create custom pre-configured pages via a page designer (Fig. 84), which is similar to the one
used in the section wizard.

Which page to open? Select a bpm’online page, which the element will open on execution. If 
the page has its own parameters, they will be displayed along with other 
properties in the [Page parameters] block. To create a new page via the 
page designer, click the  button.
To modify the currently selected page, click the  button.

For whom to open 
page?

Select the user who will be working with the page. You can populate this 
parameter using the parameter value window.

Recommendations 
for filling out the 
page

Enter the text that will be displayed right below the title of the opened 
edit page and on the [Business process tasks] tab of the communication 
panel. For example, here you can specify what the user should do to 
advance to the next process step or how their choices will affect the 
process flow.

User hints Enter additional information that will be displayed when the user clicks 
the  on the opened page.

Connected object,
Record of connected 
object

The section and its record to which the process element will be linked. 
You can populate this field using the parameter value window.
The record specified in the [Record of connected object] parameter will 
be added to the [Connected to] block of the [Process log] section after 
you save the pre-configured page during process execution.
Also, the [Move down the process] menu options will become available 
on the edit page of the connected record.

Page parameters Any page parameter fields that you add to the page in the page 
designer are displayed in this block.

• You can set the default values for the page fields by populating
the parameter values.

• You can also use the values that the process user enters in these
fields during the process flow by mapping parameters of
subsequent elements to the page parameters.
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Fig. 84 Pre-configured page designer

To open the page designer:

• click  in the [Which page to open?] field to create a brand-new page. If the field is already
populated, you will need to clear it first.

• click  in the [Which page to open?] field (Fig. 85) to open the currently selected page for
editing. If the currently selected page was created via the page designer, it will be opened in
the page designer.

Fig. 85 Opening the page designer

Selecting a page template
Each time you create a new pre-configured page, you will be offered to select a template. The
template determines the layout of page areas (e.g., tabs, profile area, etc.) where you can add page UI
elements. Please note, that you cannot change a page template after you click the [Select] button on
the template selection screen.

NOTE
The pre-configured page templates are client view model schemas, which can be customized using 
development tools.
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Adding a page data source on a pre-configured page
If you plan to add or update bpm’online records using your pre-configured page, consider adding
corresponding bpm’online object as the data source. For example, to add or modify a contact record,
add the Contact object as the data source.
To add a page data source, click [Add data source] (Fig. 86) in the page designer menu.

Fig. 86 Adding a page data source

A data source page will open. Populate its fields:

The object from 
which to read data

Select a section, detail or lookup object, whose records will be added or 
updated on the pre-configured page. For example, to set up a page, 
where the process user will be able to modify the name of a contact, 
select the “Contact” object.

Data source name If necessary, enter a custom name for the data source. This name will be 
displayed in the page designer menu.

The parameter of the 
page to which the 
current record is 
transferred

Enter the name for the [Pre-configured page] element parameter, which 
will store the Id of the created or modified record of the data source 
object.
You can select an existing parameter or type in the parameter name to 
add a new one. A corresponding field will be added to the [Page 
parameters] menu and the [Page parameters] block of the element 
setup area.
Population of this parameter depends on whether you need to add a 
new record in the data source, or modify an existing one:

• To add new records via the pre-configured page, leave this
parameter empty. In this case, any information the user enters in
the fields of this data source will be saved as a new record. The Id
of the saved record will be passed to this parameter when the
[Pre-configured page] element completes its execution.

• To modify existing records, map this parameter to the Id of the
needed record. In this case, the fields of the data source will
display field values of the selected record. Modifying these
values on the page will modify the corresponding record.
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You can add multiple data sources to a single page. Page data sources are displayed in the page
designer menu, marked with the  icon.

Adding fields on a pre-configured page
To add a field on a page, drag&drop it from the page designer menu to the page layout grid. You can
add two types of fields to a pre-configured page:

•  Data source fields correspond to the columns of the object selected as the page data
source. Use these to add or update bpm’online records. For example, adding a [Full name] field
from the [Contact] data source will enable you to edit a contact name.

•  Page parameter fields represent parameters of the current [Pre-configured page] element.
Adding a new page parameter field will add a corresponding parameter to the [Page
parameters] block of the [Pre-configured page] element setup area. Use the page parameter
fields to pass any information that goes beyond the scope of objects used as page data
sources.

NOTE
Adding fields in the page designer is similar to adding fields in the section wizard. Read more in the 
“How to set up page fields”.

For example, to verify the contact’s name and job title during a call, add the [Contact] data source and
its [Full name] and [Full job title] fields to the page. Additional business process-specific information,
such as [Agreed to participate in the email campaign] checkbox, can be added as a page parameter
field.

Adding dashboards (widgets) on a pre-configured page
You can add summary analytics data from any bpm’online section to the pre-configured page. Before
adding a dashboard becomes possible, the page must be saved.

NOTE
Adding dashboards is similar to adding dashboards in the section wizard. Read more in the 
“Dashboards on a record page” User Guide article.

Adding details and field groups on a pre-configured page
You can add tabs with field groups and details to the pre-configured page tab area. This area is
available in all templates, except for the “Grid page” template.

NOTE
Adding details is similar to adding details in the section wizard. Read more in the“How to set up page 
details and field group” article. Use the detail wizard to create new details that you can later add on a 
pre-configured page.

When adding details on a pre-configured page, you will need to select a pre-configured page
parameter, which will be used to filter detail records. Usually, these are the parameters, where the Id of
the current data source record is passed.
For example, when you add a [Contact] data source to the page, a [Contact] parameter is also added
to store the contact Id. If you need to add the [Contact addresses] detail to display contact information
of a particular contact, select the [Contact] parameter in the [Object column] field on the detail settings
page.
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Configuring buttons on a pre-configured page
You can add buttons to the pre-configured page and define their logic. Buttons can save and/or close
the page, as well as serve as conditions for process branching using conditional flows. You can add
buttons below the page title. By default, the [Save] and [Close] buttons are available on the page.
To modify a button properties, double-click it. To delete a button, select it and click “X” in the top right
corner.
Use the following properties to set up button functions:

Adding business rules to a pre-configured page
Use the [Business rules] tab to add custom business logic to a pre-configured page.

NOTE
Adding business rules to a pre-configured page is similar to adding business rules in the section 
wizard. Read more in the “Business rule edit page” article. 

For example, you can make the [Subscribe to bulk email] lookup field editable only when the [Agreed
to email campaign] checkbox is selected (Fig. 87).

Fig. 87 Business rule example

Setting up default values for pre-configured page fields
You can set up default values for the parameter fields of a pre-configured page, using the parameters
of the [Pre-configured page] element. Each field in the [Page parameters] -> [Existing parameters]
menu corresponds to a parameter of the [Page parameters] block of the [Pre-configured page]
element setup area (Fig. 88).

Completes the 
process step

If this checkbox is selected, the button closes the page and terminates an 
element with a specific result that can be used in conditional flows 
(similar to the [Perform task] element). All the buttons that close the 
page can be used in conditional flows.

Validates and saves 
the entered data

Select this checkbox to check if all required fields are populated and save 
the data entered in the page fields before closing the page.

Generates a signal Select this checkbox and enter the signal to be generated upon the click 
of this button, similar to the [Throw signal] element.

Active Select this checkbox if the button must be active when the page is 
opened. You can add buttons that are inactive by default and become 
active according to the page business rules.
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Fig. 88 Page parameter fields in the page designer (left) and page parameters in the [Pre-configured 
page] element setup area (right)

These parameters serve two functions:
• Values passed to the page parameters determine the default values of the corresponding fields

when the page is opened during business process execution.
• Any values entered in the corresponding fields when the pre-configured page opens during

the process flow will be written as parameter values when the element completes its execution.
These parameter values can be mapped further down the process.

For example, a page has a [Contact] data source and contains several fields from the [Contact] object,
as well as the [Communication options] detail. To populate these fields and detail with the data of a
particular contact, populate the [Contact] parameter with the Id of the needed contact (Fig. 89).
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Fig. 89 Setting up parameters of the pre-configured page elements

If you leave the [Contact] parameter empty, any information entered in the [Contact] object fields and
the [Communication options] detail will be saved as the data of a new contact.

NOTE
More information about setting up the parameters can be found in the “How to work with the 
parameter values” article.

NEXT
• [Call] process element
• [Approval] process element

SEE ALSO
• Process parameters
• How to configure section pages
• Dashboard tiles
• Setting up the business rules
• How to set up page details and field groups

[CALL] PROCESS ELEMENT
The [Call] element is used to create a new activity of the “Call” type when running a process in the
system.

NOTE
The [Call] process element is unavailable for new business processes starting from version 7.8 and is 
displayed only on the process diagrams that were configured in earlier versions.

[CALL] PROCESS ELEMENT SETUP
Specify call parameters in the element setup area (Fig. 90).
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Fig. 90  The [Call] element setup area

Most item parameters, like [Subject] or [Owner], correspond to the fields in the activity page and
determine values in these fields when a new record is created by the process. If any parameter field is
populated, then when a process creates a new task, the corresponding field in the task page is
automatically populated. If the parameter is not populated, then the corresponding field in the setup
area will be blank and can be populated manually.
You can fill in these fields using the parameter value window.
Enter the element caption at the top of the element setup area. The caption is displayed on the
process diagram. By default, the “Call” caption is used.
[What is the subject of the call?] – enter the subject of the activity. purpose of the call is indicated in this
field. This is a required field.
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[Start in] – specify the time period after which the activity should start. The time can be specified in
minutes, hours, days, weeks and months. This parameter is used to populate the [Start] field of the
activity page. This is a required field.

NOTE
The [Start] field of the activity is populated with the [Start in] field value plus current user time. For 
example, if “30 minutes” is specified in the [Start in] field, and the task was created at 12:00, then 
“12:30” will be specified in the [Start] field of the created task.

[Planned duration] – enter the activity duration using minutes, hours, days, weeks or months. This
parameter is used to populate the [Due] field of the activity page. This is a required field.

NOTE
The [End] field of the activity page is populated with the value from the [Start] field incremented by the 
value in the [Planned duration] field.

[Show in calendar] – select the checkbox to make the activity appear in the [Calendar] tab of the
[Activities] section.

NOTE
If you do not select the [Show in calendar] checkbox,

[Show page automatically] – If the checkbox is selected, the activity execution page is displayed
automatically as soon as the process initiates the activity.
[Owner] – Specify the user responsible for performing the task.

[User hints] – Enter additional information for users by clicking the  button on the opened edit page.
The hint button is displayed on the displayed page.
[Remind in] – Indicate the time period for a reminder before the activity starts. When the specified time
comes, the system will automatically create a notification for the corresponding employee.
[Connected to] – Specify other system records that are connected to this call activity. You can fill in
these fields using the parameter value window. As a result, the call will be added to the [Activities]
detail of the corresponding record.

NEXT
• [Approval] process element

SEE ALSO
• Process parameters

[APPROVAL] PROCESS ELEMENT
Use the [Approval] element to:

• Set up the process of adding a new approval in bpm’online and identifying the approver.
• Enable or disable an option to delegate the approval to another user or group of users.
• Set up notifications for approval participants about the approval process and its result,

THE [APPROVAL] ELEMENT SETTINGS
Specify the approval parameters in the element setup area (Fig. 91).
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Fig. 91 The [Approval] element properties

Specify the process element purpose by typing in a header at the top right-hand side of the properties
are. This will make the element more recognizable on the process diagram.
[Approval purpose] – default purpose is “Approval required”. The approval purpose will be displayed in
the [Approval objective] field on the [Approvals] tab. You can edit the value in the [Approval purpose]
field directly or map it using the parameter value menu.
[Approval object] – a bpm’online object whose record is being approved. This is a required field.

NOTE
The list contains only objects in which approvals have been enabled. More information about approval 
setup is available in a separate article.

[Record Id] – the record being approved. You can map this parameter using the parameter value
menu. This is a required field.
[Approver] – specify the approver user. Approver can be a specific employee, manager of a specific
employee, or any employee who is a member of a bpm’online organizational or functional role.
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• If you select “Employee”, specify bpm’online user who is the approver in the [Employee] field.
• If you select “Employee's manager”, specify bpm’online user whose direct superior is the

approver. Direct superior is specified in the [Manager] profile of the employee's record in the
[Employees] section.

NOTE
If employee’s manager cannot be found, the approval will still be created, but the [Approver] field in it 
will be empty. In this case, a system administrator user can use the [Change approver] command in the 
actions menu of the [Approvals] detail to assign an approver.

NOTE
You can specify employee using the parameter value menu.

• [Roles] – select an approver’s role. In this case, any employee who belongs to the selected role
will be able to set this approval.

[Approval may be delegated] – select the checkbox to allow the approver to forward the approval to
another employee.
In the [Send email notification] area, set up sending of email notifications for the employee who
created the approval and the approver. 

ATTENTION
Set up the mailbox for email notifications in the [Mailbox for sending email with information on 
approval] system setting. Access the system setting in the Process Designer by clicking the  button 
in the [Send email notification area].

NOTE
Create email templates in the content designer, for the corresponding object. For example, to set up a 
notifications for document approvals, create a template using the [Approvals in section Document] 
object. The approval objects are created automatically, when you select the [Enable approval in 
section] checkbox in the section wizard.  If the lookup of the [Enable approval in section] does not 
contain the template you need, click  in the right part of the field to add a new email template. The 
process of creating an email template is described in a separate article.

• Select the [Notify that approval is required] checkbox to notify the approver. As a result, the
approver user will be notified whenever a record is submitted for approval. If you select “Role”
in the [Approver] field, all members of the corresponding role will receive notification.

• [Email template] – select a notification email template from the [Email templates]
lookup.

• Select the [Notify about the approval result] checkbox to notify the employee about the result
of the approval.

• [Recipient] – specify who will receive the notification (either an email address, a contact
or an account).  You can edit the value in the [Recipient] field directly or map it using
the parameter value menu. Usually, the recipient in this case is mapped to the [Owner]
field of the record submitted for approval.

• [Email template] – select a notification email template from the [Email templates]
lookup.

[Ignore errors on sending] – select the checkbox to send email despite email-related errors. If there
was an issue with sending an email, the business process will also end with an error.
For outgoing flows:

• Use conditional flows  if the process must branch, depending on the approval result.
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• Use sequence flow  if the approval result does not affect the process flow.
Click the corresponding flow to select it. Working with flows is covered in a separate article.

WHAT HAPPENS WHEN THE [APPROVAL] PROCESS ELEMENT IS ACTIVATED
• A new approval record is created. All approval information, such as the approver, approval

result, comments, etc. is displayed on the [Approvals] tab of the record that was submitted for
approval. More information about the [Approvals] tab is available in a separate article.

• The first email notification is sent at the moment the approval record is created.
• After the approver approves or denies the approval, another email notification is sent to the

employee specified in the [Recipient] field under the [Notify about the approval result]
checkbox.

NEXT
• System actions
• Events
• Gateways
• Sub-processes
• Flows and connecting objects

SEE ALSO
• Process parameters
• How to configure a document approval process

[VALIDATION ITEM] PROCESS ELEMENT (BPMONLINE LENDING)
The [Validation item] process element is used in the process of verifying loan applications by
underwriters. This process element is available only in BPMonline lending. Use this element to create a
validation checklist that an underwriter must complete to approve or deny a loan application. The
[Validation item] element automates the credit loan review. by determining the process flow based on
the validation results.

NOTE
For more details on the application review automation, please see a separate article.

[VALIDATION ITEM] ELEMENT SETUP
Specify the validation parameters on the element set up page (Fig. 92).
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Fig. 92 The [Validation item] element settings

Use the parameter value window and parameter value menu to populate the element parameters.
Specify the case element purpose by typing in a header at the top right-hand side of the element
setup area. This will make the element more recognizable on the process diagram. Set up the element
parameters.
[Which validation item to execute?] – select an item from the [Validation items] lookup. The lookup
contains the list of actions that consist of validation questions and additional information that the
employee may need during the validation process. This is a required field.
[Application] – specify the application to validate. Use the parameter value window to specify the value
(for example, you can map the application that the process was run for). By default, it is the application
that the process was run for. This is a required field.
[Execute on page] – specify the page where the validation item must be performed. By default, a pre-
set BPMonline validation item page is used. This is a required field.
[How to perform validation?] – select a validation method that corresponds to the chosen validation
item and general goal of the business process. This is a required field.
If the [Single participant validation] is selected, populate the following fields:
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[Participant role] – role of the application participant. This is a required field.
[Participant application form] – application form of the participant (optional).

If the “Multiple participant validation” is selected, fill in the [Participant role] field.
[Who performs the task?] – select an employee or a group of employees who perform the validation.
For example, the loan manager or the verification group. This is a required field.
If the validation action is performed by a group of employees, fill in the following field:

[Role of employees] – user group responsible for the validation. The validation item will be
available only for the employees who are members of the specified user group. This is a
required field.

If the “Responsible employee” is selected, fill in the following field:
[Owner] – the user who will be performing validation. This is a required field.

[How to display on Validation detail?] – select a method for displaying the validation result on the
[Validation] detail of the application page. 
If you select “Add new record”, bpm’online will add a new record on the [Validation] detail.
If you select [Edit existing record], bpm’online will update a specific record on the [Validation] detail. In
this case you will need to specify the record to update in the additional field:

[Record identifier] – unique identifier of a record on the [Validation] detail.

NEXT
• [User dialog] process element
• [Open edit page] process element
• [Auto-generated page] process element
• [Pre-configured page] process element
• [Call] process element
• [Approval] process element

SEE ALSO
• Process parameters
• Page configuration

SYSTEM ACTIONS
Process elements in the [System actions] group combine all actions that do not require user interaction
to perform. System actions include adding, modifying and deleting records, sending emails and
executing custom logic via scripts and formulas. System actions also include utility elements that can
read data for the process to use, modify access rights in the system and connect process instances to
system records for reporting purposes.

CONTENTS
• [Read data] process element
• [Add data] process element
• [Modify data] process element
• [Delete data] process element
• [Formula] process element
• [Call web service] process element
• [Change access rights] process element
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• [Script task] process element
• [Connect process to object] process element
• [User task] process element

[READ DATA] PROCESS ELEMENT
The [Read data] element (Fig. 93) obtains field values of the needed records from the database for
later use down the process flow.

Fig. 93 The [Read data] process element

Whenever a business process needs to work with the data from bpm'online database, the
corresponding field values must be fetched (i.e., “read”). The fetched data is stored in the outgoing
parameters of the [Read data] element.
The [Read data] element can read data from any object, regardless of the access permissions of the
user who runs the process.
The element has four modes (Fig. 94).

Fig. 94 Selecting a mode for a [Read data] element

Read the first record in the selection
The [Read data] element obtains a list of records that match a filter, sorts it and reads field values of
the first record in the filtered and sorted list. For example, you can get the subject, type and assignee
of a specific activity.
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Calculate function
The [Read data] element obtains a list of records that match a filter, and then calculates the specified
function (sum, average, minimum or maximum) by the values of a specific column for filtered records.
For example, you can calculate the duration of all activities of a specific user for a period. The following
functions can be calculated:

• SUM (numeric columns only) – the element calculates the sum in the specific columns of the
records that match the filter.

• AVERAGE (numeric columns only) – the element calculates the arithmetic mean of the values in
the specified column for the records that match the filter. 

• MINIMUM (date and numeric columns) – the element analyzes the records that match the filter
and determines the minimum value in the specified column.

• MAXIMUM (date and numeric columns) – the element analyzes the records that match the
filter and determines the maximum value in the specified column.

The function result is passed into the element’s outgoing parameter.

Calculate the number of records
The [Read data] element obtains a list of records that match a filter, then calculates the number of
records in the list and passes the result in its outgoing parameter. For example, you can calculate the
number of accounts assigned to a specific account manager. Additionally, this function is useful for
determining whether specific records exist at all, for example, whether a contact with certain name or
phone number exists in the database.

Read collection of records
The [Read data] element obtains a list of records that match a filter, sorts it and reads field values of a
set number of records (e.g., first 50 records in the filtered and sorted list).
The data obtained from multiple records is passed to a special parameter of the “Collection” type.
Collection parameters contain nested parameters (Fig. 95), which represent columns in the collection
of records. For example, if you read names and job titles of all contacts from a specific account, the
resulting collection parameter will contain the nested parameters – “Full name” and “Job title”.

Fig. 95 An example of a collection parameter
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An actual collection of read records would look like this: 

You can pass a collection of records to another parameter of a “collection” type. For example, you can
pass a collection of records to a [Call web-service] element that has a collection in its request
parameters. Additionally, you can use the [Script task] element to process the parameters of the
“collection” type. For example, you can use script to parse the collections of records into separate
records that can be passed to other process elements.

USE CASES
Information on how to use each of the modes is available below:

• How to read data from the record that triggered the process
• How to read the data of the record being processed
• How to read data from a record that matches certain criteria
• How to read the data of a record from another object
• How to calculate sum, minimum, maximum and average of several records
• How to calculate the number of records that match a condition
• How to read data from multiple records (collection)

NEXT
• [Add data] process element
• [Modify data] process element
• [Delete data] process element
• [Formula] process element
• [Change access rights] process element
• [Script task] process element
• [Connect process to object] process element
• [User task] process element

[ADD DATA] PROCESS ELEMENT
Use the [Add data] element (Fig. 96) to automatically create new records in a specific object.

Fig. 96 The [Add data] process element

FULL NAME JOB TITLE BIRTH DATE

Jane Barber Account manager 04/12/1991

Aaron Shepard Sales manager 10/24/1985

Kate Smith System administrator 12/05/1989
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The records are added in the background, without opening any pages. This is useful for adding
records automatically, without the user interference, or adding records to objects that do not have
proper UI (e.g. a record page) for the user to populate them.
The [Add data] element will add records in any object, regardless of the access permissions of the user
who runs the process.
The element has two modes (Fig. 97).

Fig. 97 Selecting a mode for an [Add data] element

Add one record
The element adds a new record in the specified object (section, detail or lookup) with the specified
field values. For example, you can add the current user as a participant of an activity that triggered the
process. The element will return only the Id of the added record. To retrieve the remaining data from
the added record, use the [Read data] element after the [Add data] element.

Add selection
The element adds multiple records to the target object (section, detail or lookup) based on a filtered
list of records (a “selection”) from a reference object. The number and contents of the added records
will depend on the records from the selection, namely:

• For each record of the selection, a new record will be created in the target object.
• You can populate fields of the new records with values from the corresponding records in the

selection. To do this, select the [Column from this selection] option when specifying column
values of the records to add (Fig. 98).
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Fig. 98 Mapping column values of the new records to the columns from the selection

USE CASES
Information on how to use each mode is available below:

• How to add a single record
• How to add multiple records

NEXT
• [Modify data] process element
• [Delete data] process element
• [Formula] process element
• [Change access rights] process element
• [Script task] process element
• [Connect process to object] process element
• [User task] process element

[MODIFY DATA] PROCESS ELEMENT
The [Modify data] process element (Fig. 99) is used to change field values of specific existing records.

Fig. 99 The [Modify data] process element

The element can modify any number of records in one batch, but the changes in all of these records
will be the same. For example, you can use the [Modify data] element to change the status of all
activities to “Canceled”. To set different values for different records, use several [Modify data] elements.
The records to modify are selected using the standard filter. For example, you can modify all activities
whose due date was yesterday. You can modify one or several fields of the selected records.
The changes are made on the background without opening the record edit pages. Use the [Modify
data] element for any changes that do not require user interference or editing records in objects that
do not have proper UI (e.g. a record page) for the user to edit them manually.
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The element can modify any record, regardless of the permissions of the user who runs the process.

USE CASES
Information on how to use each of the modes is available below:

• How to modify multiple records that match a condition
• How to modify specific record

NEXT
• [Delete data] process element
• [Formula] process element
• [Change access rights] process element
• [Script task] process element
• [Connect process to object] process element
• [User task] process element

[DELETE DATA] PROCESS ELEMENT
The [Delete data] element (Fig. 100) deletes specified records.

Fig. 100 The [Delete data] element

Deleted records are selected using a standard filter. For example, you can delete all canceled future
activities or a specific activity, created earlier in the process flow.
When executed, the element deletes records automatically, without user interaction. The [Delete data]
element will delete any record in any object, regardless of the access permissions of the user who runs
the process.

USE CASES
Information on how to use each of the modes is available below:

• How to delete all records that match a condition
• How to delete specific record

NEXT
• [Formula] process element
• [Change access rights] process element
• [Script task] process element
• [Connect process to object] process element
• [User task] process element

[FORMULA] PROCESS ELEMENT
With the [Formula] process element, you can use the calculation results as parameter values for other
elements.
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For example, you can determine the start time of the next task based on the duration of the preceding
tasks.
The [Formula] element is also used to define conditions for moving down the conditional flows.

[FORMULA] PROCESS ELEMENT SETUP
Specify the parameter values in the [Formula] setup area (Fig. 101).

Fig. 101 The [Formula] element setup area

You can populate these fields using the process parameters.
Enter the element caption at the top of the element setup area. The caption is displayed on the
process diagram.
[Which parameter to set the formula value to?] – Specify the parameter whose value will contain the
calculation result. For example, specify the [Duration] parameter of the [Perform task] process element
if the formula is used to calculate the duration of a task. You can select a parameter whose value is a
number, date and/or time, as well as text and boolean parameters.

ATTENTION
The resulting data type will correspond to the data type of the parameter specified in the [Set 
parameter value] field.

When adding the [Formula] process element, you can only specify the parameters that already exist in 
the process. Each [Formula] process element performs calculations for one parameter only.

[Formula value] – use the parameter value window to construct the formula. The formula value is
entered in the text field. The formula can contain elements from the [Process elements], [Process
parameters], [System settings], [Lookup], [System variables], [Functions] and [Date and time] tabs.

NOTE
Working with parameter values is covered in a separate article. Read more

NEXT
• [Call web service] process element
• [Change access rights] process element
• [Script task] process element
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SEE ALSO
• Process parameters

[CALL WEB SERVICE] PROCESS ELEMENT
The [Call web service] process element is a means of sending web service method requests and
processing the response as part of a business process flow. Before using this element, you need to set
up web service integration in the [Web services] section of the system designer.
The function of the [Call web service] element largely depends on the integrated web service. For
example, you can use this element to obtain latest exchange rates as part of a process flow (Fig. 102),
by calling a web service, which returns currency exchange rates in its response.

Fig. 102 Calling a web service as part of a business process and displaying results

ATTENTION
Detailed instructions on setting up integration with the “http://fixer.io/” web service are available in a 
separate article. Read more >>>

When its incoming flows are activated, the [Call web service] element:
1. Executes the needed web service method request with the specified request parameters.
2. Waits for a response from the web service, according to integration settings.
3. Records results to its outgoing parameters.
4. Activates own outgoing flows.

SETTING UP [CALL WEB SERVICE] ELEMENT PROPERTIES
To integrate a web service into your business process, add the [Call web service] element to the
Process Designer working area, select a web service and method to call, then specify the parameter
values on the [Call web service] element setup area (Fig. 101).
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Fig. 103  The [Call web service] element setup area

[Which service to call?] – select one of previously set up web service integrations For example, if you
previously set up integration with the “Fixer” currency exchange rate service, you will be able to select
it here. Click the  button to open a new web service integration page. You can set up integration
with a new web service on this page. If a web service is already selected, click  to open its setup area.
[Which method to call?] – select a web service method to call when executing the web service request.
The available values of this parameter depend on web service integration specifics.
[Maximum execution time, in seconds] – Limit total time for calling the web service by this element.
The limit includes retries. When the execution time is exceeded and there have been responses with
error status (400, etc.), the outgoing parameters will be populated according to the last received
response from the web service.
[Request parameters] – If the selected method has request parameters, they will become available
here, once a method is selected. Business processes treat them as “incoming” parameters for the
corresponding [Call web service] process element. 
For example, according to the web service information available at http://fixer.io/, we have set up
integration with this web service using the following request parameters:

• [Base currency] – the base currency for exchange rates to retrieve.
• [API key] – the web service API key. You will need to register on  https://fixer.io/. to obtain your

API key.
• [Endpoint] – the web service endpoint (will be added right after URI and before the query

parameters). In the case of http://fixer.io/ it can be either “latest” – to request latest available
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exchange rates, or a specific date in the text format (such as “2000-01-03”) – to request rates
for that date. All required parameters should be populated. If left empty, the query parameters
will still be part of request, but will not have values. For example: “?parameter-With-Value-
1=Value-1&parameter-With-No-Value-1&parameter-With-No-Value-2”.

NOTE
You can enter request parameter values manually or map them to other process parameters. Working
with parameter values is covered in a separate article. Read more >>>

WORKING WITH REQUEST PARAMETERS OF THE COLLECTION TYPE
If the request parameter is a collection (the “Is array” checkbox is selected in the properties of
parameter at the web service record), the nested collection parameters will be displayed under the
collection name in the process element parameters (Fig. 104). For example, bpm'online “batch query”
service can insert several records (e.g. contacts) to bpm'online. To do this, the service would require
information to write into the fields of each inserted record (e.g. contact names and types). In this case,
you can pass the values as a request parameter of an array type, where “Name” and “Type” will be
nested parameters and each instance of the collection would represent data for a separate contact
record.

Fig. 104 An example of request parameters, one of which is a collection
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The values of collection parameters of one [Call web service] process element can be mapped to the
nested parameters of another collection of a [Read data] or [Call web service] process
element(Fig. 105, Fig. 106).

Fig. 105 Mapping values for collection parameters

Fig. 106 Selecting a nested parameter of another collection to map

The parameters of the collection of process element can be mapped to the process parameter of the
“Collection of values” data type (Fig. 107).
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Fig. 107 Adding a collection process parameter

PROCESSING WEB SERVICE CALL ERRORS
When the [Call web service] element is activated, it executes a web service request, obtains and parses
response and populates its outgoing parameters. Each [Call web service] element has the two
outgoing parameters for processing errors – [Success], [Http status code]:

• If the call is successful (response code is <400) the [Success] parameter will be set to “true”.
• If the call resulted in error (response code is 400 and up), the [Success] outgoing parameter

will be set to “false” and the [Http status code] parameter will be populated. Use these
parameters to process errors of the web service call in the business process. You can call the
web service later automatically, use other call parameters or terminate the process.

WORKING WITH WEB SERVICE RESPONSE
Each response parameter that you set up for a web service method will be added as an additional
outgoing parameter to the [Call web service] element, where this method is selected in the [Which
method to call] property.
To use this information in your business processes, map process and process element parameters to
the outgoing parameters of the [Call web service] element.

EXAMPLE
In the current “Fixer” web service integration, the following outgoing parameters will be
available in addition to the error processing parameters: “Base currency” (“string” parameter),
“Date” (“date” parameter) and a separate decimal parameter for each currency rate, i.e.,
“RatesAUD”, “RatesEUR”, etc. You can display the received data via the pre-configured page by
setting up its field connection with the corresponding outgoing parameters of the [Call web
service] element (Fig. 108, Fig. 109). As a result, the page fields (Fig. 110) will contain the data
received from the web service response.
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NOTE
The list of actions to display the web service data is described in the “Testing the web service 
integration” article. More information about setting up the parameters can be found in the “How to 
work with the parameter values” article.

Fig. 108 Setting up page parameters on the pre-configured page element setup area

Fig. 109 Mapping parameters of the pre-configured page to the [Call web service] element
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Fig. 110 Currency exchange rates displayed on a pre-configured page

WORKING WITH RESPONSE PARAMETERS OF THE COLLECTION TYPE
Response parameters of a web service can also be collections. The Response parameters are available
on the [Parameters] tab of the [Call web service] element in the advanced mode (Fig. 111). The nested
collection parameters will be displayed under the collection name.
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Fig. 111 Collection in response parameters

The values of collection parameters of a [Call web service] process element can be mapped to the
nested parameters of another collection of a [Read data] or [Call web service] process element
(Fig. 105, Fig. 106).

NEXT
• [Change access rights] process element
• [Script task] process element
• [Connect process to object] process element
• [User task] process element

SEE ALSO
• Process parameters
• [Pre-configured page] process element
• How to use web service integration for updating currency exchange rates in the [Currencies] 

lookup
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[CHANGE ACCESS RIGHTS] PROCESS ELEMENT
The [Change access rights] element (Fig. 112) is designed to grant or deny permissions to bpm’online
records.

Fig. 112 [Change access rights] elements on a process diagram

Use this element to automate distribution of access permissions for employees, for instance, when an
account owner changes.
This element is also used for setting access permissions required for performing a user action in a
business process flow. For example, before an [Open edit page] action can be performed, a user must
be granted access to view the record whose page will open.

ATTENTION
If a user, who is supposed to perform a process action does not have access permissions required to 
perform that action, the corresponding process task will not be able to complete. Correspondingly, if 
the completion of this task is required for the process completion, the business process will not be able 
to complete as well.

Permissions can be granted or revoked for a user, role or a selection of users (selected via a filter).
bpm’online BPMS 141



User guide
[CHANGE ACCESS RIGHTS] ELEMENT OPERATION

[CHANGE ACCESS RIGHTS] ELEMENT PROPERTIES

An “access permission” in bpm’online implies a certain level of access for a certain user or role to
perform certain operations with a record. You can set access permissions for specific users
(“employees”) or user groups (“roles”).

Fig. 113 Adding access permissions

Execution When activated, the [Change access rights] element uses a filter to obtain 
a list of records in the specified object, then grants or revokes permissions 
to the specified users or roles.

Completion The element completes its operation and activates its outgoing flows after 
the corresponding permissions have been updated.

Which object to 
apply access rights 
to?

The object that contains records for which the permissions must be 
updated. For example, to change access permissions to specific activities, 
select the “Activity” object, to change permissions to certain accounts, 
select “Account”, etc.

Apply access rights 
to all records that 
match conditions

Set up a filter to select records whose permissions must be modified. To 
change permissions for a specific record, set up a filter by the [Id] column.

Which access rights 
to remove?

Specify access permissions that will be revoked on the element’s 
execution. Click [+] to add a new permission. On the element execution, 
the specified permissions will be revoked for the specified users and 
roles.

Which access rights 
to add?

Specify access permissions that will be granted on the element’s 
execution. Click [+] (Fig. 113) to add a new permission. On the element 
execution, the specified permissions will be granted for the specified 
users and roles.
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You can set access permissions for the following operations:

When granting permissions to the mentioned operations, you can also select the level of access
(Fig. 114):

Fig. 114 Selecting level of access

•  Permit – the user has access to perform the operation with the records.

•  Permit with rights to delegate – the user has access to perform the operation with the
records, as well as grant access to same operations with the same records to other users.

•  Restrict – the user is denied access to perform the operation with the records.

SEE ALSO
• How to manage access permissions

NEXT
• [Script task] process element
• [Connect process to object] process element

 Read Enables viewing the record, without the ability to modify or delete 
them. Without a permission to view a record, a user is unable to 
see the record or the values of the record’s fields in the list or on a 
page. The read permission is required to open a record in a record 
page.

 Edit Enables populating and modifying a record’s field values. The user 
must have a “read” permission to the record as well, since without 
one they won’t be able to open it for editing. Both permissions are 
required if the user needs to edit records.

 Delete Enables deleting records. The user must have a “read” permission 
to the record as well, since without one they won’t be able to select 
it for deleting. Both permissions are required if the user needs to 
delete records.
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• [User task] process element

[PREDICT DATA] PROCESS ELEMENT
The [Predict data] process element uses trained machine learning (ML) models to predict data for
records as part of a business process.
Learn more about using ML models in this process element in the “How to use ML models” article.

SEE ALSO
• How to use ML models
• Predictive analysis

[SCRIPT TASK] PROCESS ELEMENT
The [Script-task] process element is a system action that executes the C# code and provides its
interaction with other elements of the business-process. Use this element to implement logic that the
standard process elements cannot provide.
To edit the script code, double-click the diagram. The element setup area will open, where you can
enter and edit the script code (Fig. 115).

Fig. 115  Editing tab of the script task code

 – expand the script code window.

 – collapse the script code window.

 – search text in the script code.

 – show the hidden symbols (spaces, tabulations, etc.) in the text code.

NOTE
Bpm'online enables you to execute processes without publishing them. However, the use of methods 
and [Script-task] elements requires the schema publication. For more information about calling 
business process methods, please refer to the dedicated article.
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CODE SYNTAX FOR INTERPRETED PROCESSES
Starting with version 7.12.3, all new business processes in bpm’online are interpreted. Use get and set
methods (Fig. 116) to reference the parameter values of an interpreted process.
The Get method returns the value of an item or process.
Method signature: 

Get<T>(string path)

where:
T — parameter value type.
path — a string that specifies the path to a parameter or property. The path is built according
to these rules:

• “parameter name”
• “property name”
• “element name.parameter name”
• “element name.property name”

The Set method sets the value of an item or process.
Method signature:

Set(string path, T value)

where:
value — the specified value.
path — a string that specifies the path to a parameter or property. The path is built according
to the rules described above for the Get method:

Fig. 116 The [Script-task] element body that contains the call to the interpreted process parameter

NEXT
• [Connect process to object] process element
• [User task] process element

SEE ALSO
• An example of using the built-in object process. How to add auto-numbering to the edit page 

field
• How to run a process from client module

[CONNECT PROCESS TO OBJECT] PROCESS ELEMENT
Business processes in bpm'online can be run multiple times. Each time a process is run, a separate
process instance is created. This instance can be linked to different existing records in the system, and
records created during a process flow.
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To monitor the processes that affect different system records, a list of linked business processes can be
saved for those records.
All records that a process is connected to are displayed on the [Linked objects] block of the [Process
log] page.
The [Link process to object] item (Fig. 117) is used to connect a process to a certain record in the
system. 

Fig. 117 [Connect process to object] process element

[CONNECT PROCESS TO OBJECT] PROCESS ELEMENT SETUP
Specify the parameters of linking a process to an object using the [Connect process to object] element
setup area (Fig. 118).

Fig. 118 [Connect process to object] process element

[Connected object] – This field contains the name of the object with which the process should be
connected. You can fill in this field using the parameter value window.
In the [Record of connected object] field you can specify the record with which the process should be
connected. You can fill in this field using the parameter value window. You can select a specific record
or define it based on information from other process elements.

NEXT
• [User task] process element

SEE ALSO
• Process parameters
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[USER TASK] PROCESS ELEMENT
The [User task] process elements represent generic activities that are performed within a process. The
function of the [User task] element and its parameters depend on the type of user task selected in the
element setup area (Fig. 119).

Fig. 119 The [User task] element setup area

[User task] – shows the type of user task. After this field is populated, the user task parameters will be
added on the [Parameters] tab of the setup area (Fig. 120).

Fig. 120  List of user task parameters
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You can fill in these fields using the parameter value window.

NOTE
You can select a specific record or define it based on information from other process elements.

Use the  button to open the User Task Designer for editing the parameters.
The [Elements] menu includes basic activities (“Perform task” and “Write email”) that you can use when
creating business processes. 
In addition to basic process activities, the list also contains system user tasks used to implement the
basic logic of sections, for example, initializing details in the section. As a rule, system user tasks are
used in the base page and object processes, and can be inherited by other pages and objects.

NEXT
• Events
• Gateways
• Sub-processes
• Flows and connecting objects

EVENTS
According to BPMN, an “event” is something that “happens” during the course of a process. The
“events” affect the flow of the process and usually have a cause or an impact and in general require or
allow for a reaction. 
In bpm’online, we view “events” as elements that start, stop or terminate the process flow. Unlike
process actions, events do not perform any actual tasks themselves.
There are three types of event elements in business Process Designer: 

START EVENTS
Start events activate business processes. They normally occur outside of the corresponding processes.
These events initiate a new business process instance and enable execution of all other elements on
the process diagram. No process element (e.g., intermediate signals or timers) can be triggered before
the start element of the corresponding process is executed.
The following start events are available in bpm’online:

 [Simple] event – used for starting processes manually (by a user) or running sub-processes
as part of a parent process.

 [Signal] event – used for running processes automatically, triggered by changes in
bpm’online records or events in other processes.

 [Message] event – used for running event sub-processes.

 [Start timer] event – used for running processes automatically at specific time or according
to a specific schedule.

INTERMEDIATE EVENTS
Intermediate events occur during the process flow. Intermediate events in a business process perform
two primary functions: throwing and catching.
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Throwing events generate or “broadcast” signals:

 [Throw message] event – generates an event that can be processed only in the current
business process.

 [Throw signal] event – generates an event that can be processed in any active business
process. Signals can also run other processes.

Catching events wait until the corresponding event (such as the signals or messages) is generated by
other elements:

 [Wait for message] event – used for resuming the process flow by an event generated
within the same business process.

 [Wait for signal] event – used for resuming the process flow upon changes in bpm’online
records or an event generated in a different process.

 [Wait for timer] event – used for resuming the process flow after a certain period of time.

END EVENTS
 [Terminate] event immediately ends the process execution. No other element on the

process diagram can be executed after an end event is triggered.

SEE ALSO
• [Simple] start event
• [Signal] start event
• [Message] start event
• [Start timer] event
• [Throw signal] intermediate event
• [Throw message] intermediate event
• [Wait for signal] intermediate event
• [Wait for message] intermediate event
• [Wait for timer] intermediate event
• [Terminate] end event

[SIMPLE] START EVENT
The [Simple] start event (Fig. 121) is used when a process is initiated by a user directly, as opposed to
being started by a signal or timer. The element initiates two types of processes:

• Processes that are run manually, by a bpm’online user. Different methods of running business
processes manually in bpm’onlne are covered in a separate article. 

• Processes that are used as sub-processes.

NOTE
Start events initiate a new process instance and enable execution of all other elements on the process 
diagram. No process element (e.g., intermediate signals or timers) can be triggered before the start 
element is executed. 
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Fig. 121 A business process initiated with a [Simple] start event

For example, you can use the [Simple] start event in a “Corporate sale” business process, if it is usually
initiated manually as a result of an executive decision.

[SIMPLE] START EVENT OPERATION

[SIMPLE] START EVENT PARAMETERS

SEE ALSO
• Process library folders
• How to run a business process
• Sub-processes

[SIGNAL] START EVENT
Use the [Signal] start event (Fig. 122) to run a process automatically, as opposed to being started by a
user directly. Use this element to initiate the following types of processes: 

• Processes run through a signal from another process (triggered by a [Throw signal] event)
• Processes run upon changes in bpm’online records (when adding, editing or deleting records

in a specified object).

NOTE
Start events trigger business processes and enable execution of all other process elements. No process 
element can be triggered before the start element.

Activation The element is triggered whenever a user runs the business process, e.g., 
by clicking the [Run] button in the [Process library] section or running a 
process from the Command line. Alternatively, the element can be 
triggered by the parent process, if the current process is run as a sub-
process.

Execution When triggered, the event activates its outgoing flows, which enables the
execution of the other actions in the business process flow.

Run following 
elements in the 
background

Select this checkbox, if you want any “User action” elements activated 
with the outgoing flows of the current element to run “in the 
background”. When process elements are executed in the background, 
their loading mask is not displayed, no windows pop up for the user, etc. 
The user will be able to interact with the elements via the [Business 
process tasks] tab of the communication panel.
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ATTENTION
By default, all diagrams contain a [Simple] start event as an initial event of a business process. If you 
want to start your business process with a [Signal] start event, delete the default [Simple] start event 
from the diagram first.

Fig. 122 The “Score new Opportunity” business process run through a signal

For example, you can use the [Signal] start event in the “Score new Opportunity” business process that
starts automatically when a new opportunity is added in bpm’online.

[SIGNAL] START EVENT OPERATION

[SIGNAL] START EVENT COMMON PARAMETERS
The [Signal] start event parameters depend on the type of the received signal, which determines the
[Signal] start event mode. The common element parameters include:

Activation Depending on its mode, the element is triggered in one of the following
cases:

• A corresponding signal is generated by the [Throw signal] event
in any other business process.

• A corresponding bpm’online object record is added, modified or
deleted.

Execution When triggered, the event activates its outgoing flows, which enables the
execution of the other actions in the business process flow. If the
element has been triggered by an added/modified/deleted bpm’online
record, the Id of that record will be passed in the element outgoing
parameter.

Which type of signal 
is received?

Choose which event activates the signal: 
• Select “Custom signal” if this process is activated by a [Throw

signal] intermediate event in a different process 
• Select “Object signal” if the process is activated whenever a

certain type of record is created, modified or deleted in
bpm’online. 

The selected option determines what following parameters will appear in
the element setup area.
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The remaining parameters in the element setup area differ depending on the values in the [Which type
of signal is received?] and [Which event should trigger the signal?] fields.

CUSTOM SIGNAL MODE PARAMETERS
The parameters in the element setup area differ depending on the values in the [Which type of signal
is received?] and [Which event should trigger the signal?] fields:

Fig. 123 Specifying the name of the signal that activates the [Signal] start event in the “Custom 
signal’ mode

Run following 
elements in the 
background

Select this checkbox, if you want any “User action” elements activated 
with the outgoing flows of the current element to run “in the 
background”. When process elements are executed in the background, 
their loading mask is not displayed, no windows pop up for the user, etc. 
The user will be able to interact with the elements via the [Business 
process tasks] tab of the communication panel.

Signal Enter the name of the signal event that will activate this element. Make 
sure that the custom signal name matches the one specified in the 
[Which signal is generated?] field of the [Throw signal] element (Fig. 123 
and Fig. 124) in the corresponding process(es).
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Fig. 124 Example of a [Throw signal] element that generates the corresponding signal

OBJECT SIGNAL “RECORD ADDED” MODE PARAMETERS
Object signal in the “Record is added” mode activates a process when a record is added in a specified
bpm’online object. The signal creates a new business process instance upon each added record.

OBJECT SIGNAL “RECORD MODIFIED” MODE PARAMETERS
Object signal in the “Record is modified” mode activates a process when a record is modified in a
specified bpm’online object. The signal creates a new business process instance upon each modified
record.

Object Adding a new record in this object will activate the [Signal] element

Which event should 
trigger the signal?

Select the “Record added” event from the drop-down list. Whenever a 
record is added in the specified object, the [Signal] element will activate.

The added record 
must meet the filter 
conditions

If the added record does not match the filter conditions, the process will 
not start. For example, the process must start each time an account of 
the “Customer” type is added. In this case, the process will not start if 
different type of account is created. Leave the filter empty, if you need 
the process to start whenever any type of record is added in the object.

Object Editing or otherwise modifying a record in this object will activate the 
[Signal] element.

Which event should 
trigger the signal?

Select the “Record modified” event from the drop-down list. Whenever a 
column value changes in the specified object, the signal will be 
generated and the process will start.
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OBJECT SIGNAL “RECORD DELETED” MODE PARAMETERS
Object signal in the “Record is deleted” mode activates a process when a record is deleted in a
specified bpm’online object. The signal creates a new business process instance upon each deleted
record.

[SIGNAL] START EVENT OUTGOING PARAMETERS
The [Signal] start event outgoing parameters include: 

[SIGNAL] START EVENT USE CASES
How to run a process automatically upon changes in bpm’online
How to run a process from another process using signals

SEE ALSO
• [Throw signal] intermediate event
• Process library folders

Changes expected You can start business process on any changes in the target object, or 
monitor only specific fields for changes:

• Select “In any field” to run business process automatically, upon
changes in any field of the selected object

• Select “In any of the selected fields” to run business process
automatically, upon changes in specific fields only. Click [+Add
column] and select the needed fields. For example, a business
process can run only if an activity status is modified. If a change
occurs in a different column (e.g. activity assignee is changed),
the process will not start. 

The modified record 
must meet the filter 
conditions

If the modified record does not meet the filter conditions, the process 
will not start. For example, you can run a process only if the status of an 
activity is changed to “Closed”.

Object Deleting a record in this object will activate the [Signal] element.

Which event should 
trigger the signal?

Select the “Record deleted” event from the drop-down list. Whenever a 
record is deleted in the specified object, the signal will be generated and 
the process will start.

The record must meet 
the filter conditions

If the deleted record does not meet the filter conditions, the process will 
not start. For example, you can trigger the signal each time a record of 
the “Call” type is deleted from the “Activity” object. If the filter 
parameters are not set, then adding, modifying or deleting any record in 
the object will trigger the signal.

Unique identifier of 
record

The parameter contains the identifier of the added/modified/deleted 
record that triggered the signal. Note that the data of a deleted record 
can only be read if the process is not run in the background mode.
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[MESSAGE] START EVENT
The [Message] start event (Fig. 125) is used to activate event sub-processes within a parent business
process. Such event sub-processes are run through the [Throw message] intermediate event in the
corresponding parent business process.

Fig. 125 [Message] start event (activating a sub-process)

For example, your sales process can include an event sub-process during which the list of ordered
products is modified. The customer can modify the list of ordered products at any time, any number of
times. Each case of modifying the order must be followed with a [Throw message] event, which would
activate the [Message] start event of the order modification event sub-process.
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[MESSAGE] START EVENT OPERATION

[MESSAGE] START EVENT PARAMETERS:

Fig. 126  Specifying the name of a message that activates the [Message] start event

Activation The element is triggered by a [Throw message] event on the same 
business process diagram.

Execution When activated, the [Message] start event initiates the event sub-
process. The [Message] start event activates its outgoing flows and 
enables execution of the other actions in the event sub-process. Same 
[Message] start event can be triggered multiple times within a process 
instance.

Which message event 
should start the 
process?

Enter the name of the message event that will activate this element. 
Make sure that the message name matches the one specified in the 
[Which message to generate?] field of the [Throw message] element 
(Fig. 126 and Fig. 127) on the same process diagram.

Run following 
elements in the 
background

Select this checkbox, if you want any “User action” elements activated 
with the outgoing flows of the current element to run “in the 
background”. When process elements are executed in the background, 
their loading mask is not displayed, no windows pop up for the user, etc. 
The user will be able to interact with the elements via the [Business 
process tasks] tab of the communication panel.
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Fig. 127 Example of a [Throw message] element that generates the message event

SEE ALSO
• [Event sub-process] element
• [Throw message] intermediate event

[START TIMER] EVENT
The [Start timer] event enables you to run the process either once at a specified time, or regularly with
a specified frequency.
You can select the frequency in the [Process launch frequency] field. The parameters of the [Start
timer] event will differ depending on the selected option.

• Parameters of the “Once” frequency option
• Parameters of the “Minute/hour” frequency option
• Parameters of the “Day” frequency option
• Parameters of the “Week” frequency option
• Parameters of the “Month” frequency option
• Parameters of the “Year” frequency option
• Parameters of the “Other frequency” option

The base settings of the element are different depending on the frequency. Additional parameters are
available for all frequency options (Fig. 128).
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Fig. 128 [Start timer] element setup area with common parameters

[Process start time] – the time at which the process will start.
[Timer validity] – the life cycle of the [Start timer] event, i.e., a time period during which the event is
considered relevant and can be triggered. Populate these fields if you need to limit the period during
which the [Start timer] event can be triggered for a process e.g., if you need the process to run every
Friday for the next five weeks only).
[Repeat on misfire] – select this checkbox to ensure that the process launches even if the [Start timer]
element cannot be triggered at the intended time, e.g., due to a server reboot.
[Time zone] – the time zone of the [Start timer] element. By default, the element time zone is set
according to:

• The time zone of the user who created a campaign.
• The time zone specified in the [Default TimeZone] system setting (if no time zone has been set

in the user profile).
If the time zone cannot be set according to the rules above, the [Time zone] field of a new campaign
will have the “(GMT) UTC Time Format” default value.

PARAMETERS OF THE “ONCE” FREQUENCY OPTION
Select the "Once” frequency option in the [Process launch frequency] to run the business process only
once at a specified time (Fig. 129).
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Fig. 129 The [Start timer] event setup for one-time process launch

[Launch on] – the time at which the process will start.

PARAMETERS OF THE “MINUTE/HOUR” FREQUENCY OPTION
Select the "Minute/Hour” option in the [Process launch frequency] field to launch the process several
times a day (e.g., working hours) (Fig. 130).
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Fig. 130 The [Start timer] event setup for running the process every hour from 8 am till 8 pm

[Run every] – a process launch frequency in minutes or hours, as well as a time frame the process will
be limited to. For example, you can run the process every hour from 8 am till 8 pm.

PARAMETERS OF THE “DAY” FREQUENCY OPTION
If you select the "Day” option in the [Process launch frequency] field to launch the business process
once a day at a certain time with specific intervals (e.g., every three days) (Fig. 131).
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Fig. 131 The [Start timer] event setup for running the process every three days at 11 am

[Run every] – a launch frequency in days and a launch time. For example, you can run a process every
three days at 11 am.

PARAMETERS OF THE “WEEK” FREQUENCY OPTION
Select the "Week” option in the [Process launch frequency] field to repeat the business process weekly
on specified days at the specified time (Fig. 132).
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Fig. 132 The [Start timer] event setup for running the process every Tuesday and Thursday at 9 am

[Launch on] – the time at which the process will be launched (e.g., 9:00 am).
[Which days of the week to run?] – select weekdays on which the process must start.

PARAMETERS OF THE “MONTH” FREQUENCY OPTION
Select the "Month” option in the [Process launch frequency] field to launch the business process
monthly at certain days (Fig. 133).
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Fig. 133 The [Start timer] event setup for running the process monthly

[Run every] – enter a time gap in months between each process launch. For example, you can
automatically run the process every third month.
[Start day] – specify the launch day of the process. You can choose from the following options:

• "Day of the month" is a specific day of month (e.g., every tenth of the month). For
example, every tenth of the month.

• "Day of the week" is the number and the day of the week of the month (e.g., every third
Friday of the month).

• "First / last work day" is the first or last business/regular day of the month.

PARAMETERS OF THE “YEAR” FREQUENCY OPTION
Select the "Year” option in the [Process launch frequency] field to run the business process every year
on a certain date at the specified time (Fig. 134).
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Fig. 134 The [Start timer] event setup for running the process every third Monday of October every 
year

[Start day] – select the day and the month when the process will start.  For example, 8th of March or
every third Monday of October.
[Launch on] – the time at which the process will be launched (e.g., 9:00 am).
[Timer validity] – the life cycle of the [Start timer] event, i.e., a time period during which the event is
considered relevant and can be triggered.
[Repeat on misfire] – select this checkbox to ensure that the process launches even if the [Start timer]
element cannot be triggered at the intended time, e.g., due to a server reboot.

PARAMETERS OF THE “OTHER FREQUENCY” OPTION
Select the "Other frequency” option in the [Process launch frequency] field to set a custom process
frequency via a cron-expression (Fig. 135).
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Fig. 135 The [Start timer] event configured to launch a process from 14:00 to 14:59 and from 18:00 
to 18:59 daily

NOTE
Cron is a planning utility widely used in UNIX-based operating systems. You can configure a more 
flexible launch date of a process using cron-expressions. We recommend consulting with your 
company’s system administrators before working with cron-expressions.

1. A cron-expression consists of numbers, words and symbols placed in a strictly defined order to
specify the time, date, and year of the process launch. The following table shows a basic
structure of cron-expressions:

TIME UNITS ACCEPTABLE VALUES SPECIAL CHARACTERS

Second 0 , - * /

Minute 0-59 , - * /

Hour 0-23 , - * /

Day of the month 1-31 , - * ? / L W

Month 1-12 or JAN-DEC , - * /

Day of the week 1-7 or SUN-SAT , - * ? / L #
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NOTE
If the cron-expression is correct, you will see the time/date of the process launch in the traditional 
format in the [Cron-expression] field. If the expression is incorrect, bpm’online will display an error.

Examples of cron-expressions
0 * 14 * * ? – launches the process every minute from 14:00 to 14:59 daily.
0 0/5 14,18 * * ? – launches the process every 5 minutes from 14:00 to 14:59 and from 18:00 to
18:59 daily.
0 10,44 14 ? 3 WED – launches at 14:10 and 14:44 every Wednesday of March.
0 0 12 1/5 * ? – launches the process at 12:00 every 5 days, starting from the first day of the
month on a monthly basis.

Learn more about cron expressions in the QARTZ documentation.

[THROW SIGNAL] INTERMEDIATE EVENT
The [Throw signal] intermediate event (Fig. 136) is used to broadcast signals that can be caught by
corresponding process elements in any business process. It works in the same manner as the [Throw
message] intermediate event, but unlike the latter, the signal of the [Throw signal] intermediate event is
sent to all active processes in bpm’online.

Fig. 136 [Throw signal] intermediate event

For example, after finishing processing an order as part of one process, you can notify all other
processes that a new order has been processed.
This signal will advance another process to the shipment document preparation stage (Fig. 137)

Fig. 137 Activating the [Wait for signal] intermediate event

At the same time, the same [Throw signal] event will initiate a “post-order survey” process

Year empty value or 1970-2099 , - * /

TIME UNITS ACCEPTABLE VALUES SPECIAL CHARACTERS
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Fig. 138 Activating the [Signal] start event

[THROW SIGNAL] INTERMEDIATE EVENT OPERATION

[THROW SIGNAL] INTERMEDIATE EVENT PARAMETERS

Fig. 139 Specifying the name of a signal that activates the [Wait for signal] intermediate event(s) or 
the [Signal] start event in the corresponding business processes

Activation When the element incoming flow is activated, the [Throw signal] event
broadcasts its signal and activates its outgoing flows. As a result:

• All [Wait for signal] elements in the “Custom signal” mode that
await the generated signal and whose incoming flows have been
activated - will activate their outgoing flows.

• All business processes whose starting element is [Signal] start
event in the “Custom signal” mode, which awaits the generated
signal - will start.

Execution After broadcasting the signal, the [Throw signal] element activates its 
outgoing flows.

Which signal is 
generated?

Enter the name of the signal event that will be broadcast. Make sure that 
the signal name (Fig. 139) matches the name(s) of the signal(s) specified 
in the [Signal] field of the [Wait for signal] (Fig. 140) and the [Signal] start 
event (Fig. 141).
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Fig. 140 Example of the [Wait for signal] intermediate event that catches the corresponding signal

Fig. 141 Example of the [Signal] start event that is triggered by the corresponding [Throw signal] 
event

[THROW SIGNAL] INTERMEDIATE EVENT USE CASES
How to run a process from another process using signals
How to resume a process using a message

SEE ALSO
• [Signal] start event
• [Wait for signal] intermediate event
• [Throw message] intermediate event

[THROW MESSAGE] INTERMEDIATE EVENT
The [Throw message] intermediate event (Fig. 142) is used to broadcast messages within a current
business process. The generated message will activate a [Wait for message] element or a [Message]
start element within the same process.
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Fig. 142 [Throw message] intermediate event

For example, the “Invoice is paid” message is thrown by the [Throw message] intermediate event within
a business process for checking invoice payments. This message triggers all “Invoice is paid” [Wait for
message] events in this process (Fig. 143). 

Fig. 143 Activating the [Wait for message] intermediate event within a current business process

The same [Throw message] event can initiate event sub-processes within the current business process
(Fig. 144)

Fig. 144 Event sub-process activated by the [Message] start event in the same business process 
diagram

The message generated by the [Throw message] event cannot be sent to a different process.
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[THROW MESSAGE] INTERMEDIATE EVENT OPERATION

[THROW MESSAGE] INTERMEDIATE EVENT PARAMETERS

Fig. 145 Specifying the name of a message to broadcast

Fig. 146 Example of the [Wait for message] intermediate event that catches the corresponding 
message

Activation When the element incoming flow is activated, the [Throw message] 
event generates a specific message that triggers all [Wait for message] 
elements within the process that are configured accordingly to catch this 
specified message.

Execution After broadcasting the message, the [Throw message] element activates 
its outgoing flows.

Which message to 
generate?

Enter the name of the message event that will broadcast. Make sure that 
the message name (Fig. 145) matches the name(s) of the message(s) 
specified in the [Which message should be received?] field of the [Wait 
for message] element (Fig. 146) and/or the [Message] start event 
(Fig. 147) on the same process diagram.
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Fig. 147 Example of the [Message] start event that is triggered by the corresponding [Throw 
message] event

SEE ALSO
• [Start timer] event
• [Throw signal] intermediate event
• [Wait for message] intermediate event
• [Event sub-process] element

[WAIT FOR SIGNAL] INTERMEDIATE EVENT
The [Wait for signal] intermediate event (Fig. 148) is used for resuming a business process by events
that occur in other processes or whenever a specific record is modified or deleted in bpm’online.

Fig. 148 [Wait for signal] intermediate event

For example, a business process can wait until the user starts working on an activity (its status is
changes to “In progress”) before proceeding to the next step.
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[WAIT FOR SIGNAL] INTERMEDIATE EVENT OPERATION

[WAIT FOR SIGNAL] INTERMEDIATE EVENT PARAMETERS

CUSTOM SIGNAL MODE PARAMETERS
In the “Custom signal” mode, the [Wait for signal] event is triggered by a [Throw signal] intermediate
event from another process(es).

Activation After the element incoming flow is activated, the [Wait for signal]
intermediate event waits for the corresponding signal. Depending on the
element mode, the [Wait for signal] element will wait for one of the
following events:

• A corresponding signal is generated by the [Throw signal]
intermediate event in any other business process.

• A corresponding bpm’online record is modified or deleted.

Execution When the expected signal is generated by a [Throw signal] event, or the 
monitored record is modified or deleted, the [Wait for signal] element 
activates its outgoing flows and enables the execution of the other 
actions in the business process.

Which type of signal 
is received?

Choose which signal activates the event:
• Select “Custom signal” if the event is activated by a [Throw

signal] intermediate event in any business process (the current
business process or any other).

• Select “Record signal” if the event is activated whenever an
object record is modified or deleted in bpm’online. 

The selected option determines what following parameters will appear in
the element setup area.

Run following 
elements in the 
background

Select this checkbox, if you want any “User action” elements activated 
with the outgoing flows of the current element to run “in the 
background”. When process elements are executed in the background, 
their loading mask is not displayed, no windows pop up for the user, etc. 
The user will be able to interact with the elements via the [Business 
process tasks] tab of the communication panel.

Signal Enter a signal value. Make sure that the field is populated with the 
custom-generated signal name matching the name of the signal 
specified in the [Which signal is generated?] field of the [Throw signal] 
element (Fig. 149 and Fig. 150) in the corresponding process. Such signal 
name can be generated by user at random.
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Fig. 149 Specifying the name of a signal that activates the [Wait for signal] intermediate event in the 
“Custom signal’ mode

Fig. 150 Example of a [Throw signal] element that generates the corresponding signal

RECORD SIGNAL MODE PARAMETERS
In the “Record signal” mode, the [Wait for signal] element is triggered when an object record is
modified or deleted in bpm’online.

Record Id Specify the record that triggers the [Wait for signal] element. Learn more 
about how to work with parameter values in a separate article. For 
example, if the process waits for a signal from an activity record, specify 
the unique identifier of an activity. 

Object Select the object whose record generates the signal. For example, to 
catch a signal from an activity record, select the “Activity” object. Note 
that if you specify the [Record Id] field value via a corresponding lookup, 
the [Object] field value will be populated automatically with the name of 
the corresponding object.
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[WAIT FOR SIGNAL] INTERMEDIATE EVENT OUTGOING PARAMETERS
The [Wait for signal] intermediate event outgoing parameters include: 

SEE ALSO
• [Throw signal] intermediate event
• [Throw message] intermediate event
• [Wait for timer] intermediate event
• [Start timer] event
• [Signal] start event

[WAIT FOR MESSAGE] INTERMEDIATE EVENT
The [Wait for message] intermediate event (Fig. 151) is used for resuming a business process branch
when the corresponding [Throw message] intermediate event is triggered within a current business
process.

Which event should 
trigger the signal?

Choose whether the element should activate when the record is 
modified or deleted:

• Select “Record modified” if editing the specified object record
activates the signal.

• Select “Record deleted” if deleting the specified object record
activates the signal. 

Changes expected The field becomes available when the “Record modified” is selected in
the [Which event should trigger the signal] field.

• Select “In any field” to run business process automatically, upon
changes in any field of the selected object record.

• Select “In any of the selected fields” to run business process
automatically, upon changes in specific fields only. Click [+Add
column] and select the needed fields. For example, if the signal
can be activated only if an activity status is modified, add the
[Status] column. If a change occurs in a column that has not been
added, the process will not start. 

The record must meet 
the filter conditions

If the record does not meet the filter conditions, the element will not be
activated. For example, the signal should only be activated if the status of
an activity is set to “Completed”. If the filter is not set, the signal will be
activated on any modification of record (for “Record modified” mode) or
on deletion of any record (for “Record deleted” mode).

RecordId The parameter contains the identifier of the modified/deleted record 
that triggered the signal. Note that the data of a deleted record can only 
be read if the process is not run in the background mode.
This parameter is similar to the [Unique identifier of record] parameter of 
the [Signal] start event.
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Fig. 151  Using the [Wait for message] process element

For example, use the [Wait for message] intermediate event in a business process that waits for the
“Invoice paid” message after issuing an invoice to a customer and then sends payment confirmation.

[WAIT FOR MESSAGE] INTERMEDIATE EVENT OPERATION

[WAIT FOR MESSAGE] INTERMEDIATE EVENT PARAMETERS

Fig. 152 Specifying the name of a message that activates the [Wait for message] intermediate event

Activation After an incoming flow is activated, the [Wait for message] intermediate 
event waits until a specific message is generated by a [Throw message] 
intermediate event within the same process.

Execution When the message is received by the [Wait for message] event, it 
activates its outgoing flows.

Which message 
should be received?

Enter the name of the message event that will be processed by the [Wait 
for message] element. Make sure that the message name matches the 
one specified in the [Which message to generate?] field of the [Throw 
message] element (Fig. 152 and Fig. 153) on the same process diagram.

Run following 
elements in the 
background

Select this checkbox, if you want any “User action” elements activated 
with the outgoing flows of the current element to run “in the 
background”. When process elements are executed in the background, 
their loading mask is not displayed, no windows pop up for the user, etc. 
The user will be able to interact with the elements via the [Business 
process tasks] tab of the communication panel.
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Fig. 153 Example of a [Throw message] element that generates the corresponding message

SEE ALSO
• [Wait for signal] intermediate event
• [Wait for timer] intermediate event
• [Throw signal] intermediate event
• [Throw message] intermediate event

[WAIT FOR TIMER] INTERMEDIATE EVENT
The [Wait for timer] intermediate event (Fig. 154) is used to pause the process for a certain period of
time.

Fig. 154 [Wait for timer] intermediate event

For example, a process can create a task for the user to check for invoice payment five days after the
invoice had been issued.
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[WAIT FOR TIMER] EVENT OPERATION

[WAIT FOR TIMER] EVENT PARAMETERS

SEE ALSO
• Process parameters
• [Wait for signal] intermediate event
• [Wait for message] intermediate event

[TERMINATE] END EVENT
Use the [Terminate] event (Fig. 155) to terminate a process instance immediately. This event is the last
element in the process diagram.

Fig. 155 [Terminate] end event

Unless a [Terminate] event is activated in a process instance, it will remain active, until canceled in the
[Process log] section.

[TERMINATE] END EVENT OPERATION

ATTENTION
Business processes with several branches that have the [Terminate] end event in them may end as soon 
as the first branch activates the [Terminate] event. The other branches in this case will not be executed.

Activation After the element incoming flow is activated, it starts the countdown.

Execution When the specified period of time expires, the [Wait for timer] element 
activates its outgoing flows.

Start in (sec.) Specify the process pause duration in seconds (e.g., specify “3600” for 1 
hour). This field is populated using the parameter value window.

Activation When the [Terminate] end event incoming flow is activated, the whole 
business process terminates. If there are any process elements that have 
not been executed before activation of the [Terminate] end event 
incoming flow, such elements are disregarded.

Execution The [Terminate] end event is not supposed to have any outgoing flows. 
Any process parameter values will be recorded as the outgoing 
parameter values of the completed process instance.
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SEE ALSO
• How to complete or cancel a process instance

GATEWAYS
Gateways are used to manage the flow of a process and to converge and diverge the sequence flows
in particular.
Sequence flow divergence occurs in the following cases:

• Alternative paths of a process flow exist;
• Two or more stages of a process must be executed simultaneously.

Sequence flow convergence is used when a certain stage of a process must begin after several process
branches are executed.
The logic of converging and diverging differs depending on the type of the gateway used.
For converging and diverging sequence flows any type of gateway can be used. For converging flows
it is recommended to use the same type of gateway that was used earlier in the process for diverging.

CONTENTS
• Exclusive gateway (OR)
• Inclusive gateway (OR)
• Parallel gateway (AND)
• Exclusive event-based gateway

EXCLUSIVE GATEWAY (OR)
The [Exclusive gateway (OR)] is used when only one of the parallel flows in the process can be selected,
for example, you can offer a discount or standard price to a customer (Fig. 156).

Fig. 156  Diverging exclusive gateway

In this case only one of the two actions can be executed.
When diverging, an exclusive gateway usually requires an outgoing default flow. Default flow is
activated when it is impossible to activate at least one of the conditional flows.
The converging exclusive gateway is used to merge several parallel flows. In this case every incoming
sequence flow is routed to a single outgoing flow.
For example, after delivery conditions were offered to the customer (either with or without a discount),
the quotation must be prepared (Fig. 157).
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Fig. 157  Converging exclusive gateway

When the converging [Exclusive gateway (OR)] is used, the process will continue after either of the
incoming flows is activated.

NEXT
• Inclusive gateway (OR)
• Parallel gateway (AND)
• Exclusive event-based gateway

SEE ALSO
• Conditional flow
• Default Flow

INCLUSIVE GATEWAY (OR)
You can use the inclusive gateway to create the alternative flows in the process that can be executed
concurrently. When diverging, an inclusive gateway activates the conditional flows whose conditions
are met. Both one or several outgoing flows can be activated.
For example, if the account annual revenue is 100000 or more, it is considered a large customer, and if
its annual revenue is more than 200000, then this customer is considered VIP (Fig. 158).

Fig. 158  Diverging inclusive gateway

If the customer annual revenue is 150000, it will be classified as a large customer. If the customer
annual revenue is more than 200000, it will be added to the large customers group and also have VIP
status. In case the annual revenue is less than 100,000, the default flow is used.
The diverging inclusive gateway element requires an outgoing default flow. The default flow is
activated when it is impossible to activate at least one of the conditional flows.
A converging inclusive gateway works in the same way as a converging exclusive gateway.
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NEXT
• Parallel gateway (AND)
• Exclusive event-based gateway

SEE ALSO
• Conditional flow
• Default Flow

PARALLEL GATEWAY (AND)
When diverging, a parallel gateway is used to create several parallel flows in a process. For example,
after a contract draft has been prepared, it must be agreed upon by both the company lawyer and
CEO (Fig. 159).

Fig. 159  Diverging parallel gateway

In this case, after the “Prepare contract” user task, the “Agree with lawyer” and “Agree with CEO” user
tasks will begin simultaneously.
You can also use the [Parallel gateway (AND)] for converging several parallel flows in one, if the
execution of all parallel flows is necessary for continuing the process. For example, the contract can be
signed only after it has been agreed with the lawyer and company CEO (Fig. 160).

Fig. 160  Diverging parallel gateway

In this case, the “Sign contract” user task will start only after both the “Agree with lawyer” and “Agree
with CEO” user tasks are completed. The process will not continue unless both tasks are completed.
When converging, a parallel gateway is used with the sequence flows.

NEXT
• Exclusive event-based gateway
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SEE ALSO
• Default Flow

EXCLUSIVE EVENT-BASED GATEWAY
An exclusive event-based gateway is used to branch a process when alternative paths are determined
by events (message, signal and timer) rather than by conditional flows.
This can happen when the decision about one of the alternative paths is taken by someone out of the
process. For example, a signing contract process expects a signal regarding a client's decision during
the negotiation process. Further development of the process depends on this decision (Fig. 161).

Fig. 161  Exclusive event-based gateway

Depending on which event occurs first, the process will take the corresponding path. In the mentioned
example, if the customer agreed to the conditions, the process will proceed with the “Sign contract”
user task, and if the customer refuses – the process will end. In any case, only the expected event that
occurs first will be processed, and all subsequent events will be considered no longer valid.
Outgoing flows for the exclusive event-based gateway are sequence flows. The gateway is used in
conjunction with intermediate catching events: [Wait for message], [Wait for signal] or [Wait for timer].
As soon as the first catching event is triggered, the gateway activates the corresponding outgoing flow
and then ignores any other events.

NEXT
• Sub-processes
• Flows and connecting objects

SEE ALSO
• Conditional flow
• Sequence Flow
• [Wait for message] intermediate event
• [Wait for signal] intermediate event

SUB-PROCESSES
The elements of the [Sub-processes] group are used to:

• optimize the structure of business process diagrams (i.e., decompose long and complicated
diagrams thus making them easier to read)

• run separate processes as actions of another process (see the [Sub-process] element)
• run specific process sequences each time certain messages are thrown within the parent

process (see the [Event sub-process] element)
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CONTENTS
• [Sub-process] element
• [Event sub-process] element

[SUB-PROCESS] ELEMENT
Use the [Sub-process] element (Fig. 162) to run a business process from another process.

Fig. 162 [Sub-process] element in a business process diagram

Using the [Sub-process] element to run other processes has the following specifics:
• Process parameter values can be passed from the parent process to its sub-process and vice-

versa. This means that you can run a sub-process with specific parameter values, and after the
sub-process completes – use its results in the parent process.

• The [Sub-process] element will activate its outgoing flows only after the corresponding sub-
process is complete.

Using sub-processes is recommended to avoid creating process diagrams that are too large and
complex to efficiently use or maintain. In addition, large process diagrams are more resource-heavy.
The [Sub-process] element also enables re-using business processes that already exist in bpm’online.
For example, you can use the [Sub-process] element in an opportunity process that includes a
“Meeting with customer” stage, which exists as a separate business process in bpm’online. 
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[SUB-PROCESS] ELEMENT OPERATION

NOTE
The actual version of the process used as the sub-process can be found in the [Versions] detail of the 
[Process versions] tab, when you select this process in the Process Library record list and click 
[Properties].

Execution When its incoming flow is activated, the [Sub-process] element activates 
the [Simple] start event of the process specified in the [Which process to 
run?] field. As a result, the actual version of the sub-process is launched 
as a new independent process instance.
If any of the parameters are populated in the [Process parameters] block 
of the [Sub-process] element, the process will be run with those 
parameter values.
If the “actual” sub-process version changes after the [Sub-process] 
element has been launched, the [Sub-process] will execute according to 
the version that was active at the time of its launching.
Note that the sub-process creates a separate instance in the [Process 
Log] section, which displays the sub-process tasks in its [Process 
elements] detail in the order of their execution. The parent process 
instance displays the entire sub-process as a regular process task in its 
own [Process elements] detail.

Completion The [Sub-process] element is considered complete when the 
corresponding sub-process instance completes its execution. 
Upon completion, the [Sub-process] element updates its parameter 
values from the corresponding parameters of the completed sub-
process instance and activates own outgoing flows.
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[SUB-PROCESS] ELEMENT PARAMETERS

SEE ALSO
• [Process library] section
• Process version control
• Process parameters
• [Event sub-process] element
• [Simple] start event

[EVENT SUB-PROCESS] ELEMENT
Use the [Event sub-process] element (Fig. 163) when you need to perform a sequence of tasks
whenever a specific event occurs. Event sub-processes can be performed several times during
business process execution and can be used for implementing cyclic or repeated activities. 

Which process to 
run?

Specify a business process to use as the sub-process: 
• you can select an existing bpm’online business process to use it

as a sub-process from the drop-down list
• you can add a new process via the Process Designer by clicking

, if the needed process is not available on the list

 – opens the process selected as a sub-process in a new Process 
Designer window.
Note that to be eligible as a sub-process, a business process must start 
with a [Simple] start event.

Process parameters When you select an existing bpm’online process from the list, the 
parameters of the selected process are displayed in this block of the 
[Sub-process] setup area. You can populate the parameter values to run 
the sub-process with these values. During the execution of the sub-
process, these values can be populated or updated, based on the logic 
of each specific sub-process. You can also map subsequent elements of 
the parent process to these parameters.
To add/edit/delete the element parameters, use the diagram of the 
process selected in the [Which process to run?] field.
Before making any changes to a business process, which is used as a 
sub-process, make sure that such changes will not affect other 
processes. For example, if you edit data type of a parameter and change 
it from the “Lookup” value to “Boolean” in a business process, this may 
lead to errors in any processes that use it as a sub-process.
You can view the list of other processes that use the current sub-process 
as their element in the [Used as sub-process in processes] detail of the 
[Launch options] tab, when you select this process in the Process Library 
record list and click [Properties]. If this process has any sub-processes of 
its own, they will be displayed in the [Sub-processes] detail of the [Sub-
processes] tab.
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Fig. 163  [Event sub-process] element with a [Message] start event and a process task placed 
inside it

For example, during a sale process, a customer can modify the list of ordered products at any stage of
the negotiations, any number of times. In this case, your sales process can include an event sub-
process for updating the list of ordered products.
In bpm’online, event sub-process is not a typical process element. Please take the following into
account when creating event sub-processes:

• Unlike regular business process elements, the event sub-process is displayed as a separate
diagram area. It is not supposed to connect with the rest of the diagram via flows. 

• Any regular elements placed on the event sub-process (e.g., activities, gateways, events and
sequence flows) are considered elements of that sub-process and will be executed only if the
event sub-process is triggered.

• In bpm’online, the event sub-process must always start with a [Message] start event. The
diagram of the event sub-process will be executed once for each execution of the
corresponding [Throw message] event in a process instance.

• The [Terminate] end event in an event sub-process flow will terminate the entire process.
Normally, event sub-processes do not have the [Terminate] event, unless the function of the
event sub-process includes terminating the entire process (e.g., the event sub-process handles
the cancellation of a sale, etc.). 
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[EVENT SUB-PROCESS] OPERATION.

Fig. 164 Execution diagram of a business process using the [Event sub-process] element, which was 
triggered twice during the instance shown

[EVENT SUB-PROCESS] ELEMENT USE CASES
How to use event sub-processes

SEE ALSO
• [Message] start event
• [Throw message] intermediate event

Activation The [Event sub-process] element executes each time the [Message] start 
event is triggered by the corresponding [Throw message] event 
(Fig. 164). Same event sub-process can be activated several times in a 
single process instance.

Execution When the corresponding message is thrown by the process [Throw
message] event, the [Message] start event activates its outgoing flow
and enables the execution of the other actions in the event sub-process
flow.
The event sub-process actions are executed as regular elements of the
current business process and do not interrupt its execution.
Pending user actions of both the event sub-process and the regular
process can be performed in any order by the users.
Unlike regular Sub-processes, event sub-processes do not create a
separate process instance in the [Process Log] section. The event sub-
process tasks are displayed in the [Process elements] detail of the
process log as regular business process tasks, in the order of their
execution.
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FLOWS AND CONNECTING OBJECTS
Flows and connecting objects are used to display relationships between user tasks and other process
elements. The following types of flows are used in bpm’online: sequence flows, default flows and
conditional flows.

CONTENTS
• Sequence Flow
• Conditional flow
• Default Flow

SEE ALSO
• Elements and flows

SEQUENCE FLOW
Sequence Flow is used to define the order of execution for actions. For example, a contract must be
approved and then signed by the parties (Fig. 165).

Fig. 165  Sequence flow

Moving down the sequence flow is performed after the source process element is completed.
Any process element can have more than one outgoing sequence flow. In this case, moving down all
outgoing flows is simultaneous. Using multiple outgoing sequence flows is equal to using a parallel
gateway.

NEXT
• Conditional flow
• Default Flow

SEE ALSO
• Elements and flows
• Parallel gateway (AND)

CONDITIONAL FLOW
Moving down the conditional flow is done upon fulfilling the condition specified for a flow. For
example, if a customer is interested in your products or services, the relevant information must be
forwarded to them (Fig. 166).
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Fig. 166  Conditional flow

Conditions for gateways are set in the same manner. If a process element (for example, “Perform task”)
is connected to a gateway with a sequence flow, then when you add conditional flows between this
gateway and subsequent process elements, it is necessary to specify the conditions for moving down
these flows.

CONDITIONS OF FLOWS
Depending on the element they originate from, the conditional flows can be assigned conditions by
selecting a preset condition in the element setup window of a conditional flow, or specifying a custom
condition using a formula.

Selecting a condition from the list
When you add an outbound conditional flow to an action, such as [Perform task], you can select task
results as a condition for activating this conditional flow (Fig. 167).

Fig. 167  Selecting a condition for a conditional flow

NOTE
Possible results of the [Perform task] element are stored in the [Activity results] lookup. The list of 
possible options depends on the type of activity.
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In this case only one of the outgoing conditional flows can be activated, as with an exclusive gateway.

Using a formula to create a condition
If a conditional flow originates from any process element whose results cannot be determined by the
value in a certain column, you need to specify the condition using parameter value window. Formulas
are also used for conditional flows outgoing from gateways.
When you add such a conditional flow, the [Formula] element card is opened. Use it to set conditions
for moving down this flow ().
When a formula is used to set conditions for conditional flows, the result of the formula is treated as a
Boolean value. The logic is the same as that of the standard [Formula] item whose value is passed to a
parameter with the boolean data type.

NEXT
• Default Flow

SEE ALSO
• Elements and flows
• [Formula] process element
• Exclusive gateway (OR)
• [Task] process element
• [Call] process element

DEFAULT FLOW
Moving down a default flow is done when it is impossible to move down any of the conditional flows.
For example, by default products are sold to the customer at a standard price, but for large orders the
customer can get a discount (Fig. 168).

Fig. 168 Default flow

A default flow is used when there is at least one conditional flow outgoing from the same process
element.
As a rule, source process elements for a default flow are gateways, but activities can be used as well.

SEE ALSO
• Elements and flows
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BUSINESS PROCESS ADMINISTRATION
CONTENTS

• Running business processes
• Monitoring business processes
• [Process log] section
• [Process library] section



Running business processes
RUNNING BUSINESS PROCESSES
Once a business process is started, it starts executing actions in the system. These actions include
opening record pages, creating activities and other records, sending emails, etc.
A business process ends after its last action has been processed. You can manually start and stop
business processes or have them set up to start automatically.

CONTENTS
• How to run a business process
• How process actions are performed
• How to resume a process
• How to complete or cancel a process instance
• How to disable a business process

HOW TO RUN A BUSINESS PROCESS
This chapter covers different ways of running a business process in the system. A business process in
bpm'online can be started through the following: 

• Command line
• Side panel
• Any section that has processes associated with it
• Any edit page that has process associated with it
• [Process library] section

Business processes can also be run automatically, triggered by a system-wide event.

ATTENTION
You can manually run only active published processes with the “Business Process” tag. Processes of 
other types cannot be run manually. When you try to run an unpublished or inactive process an error 
message is displayed.

This chapter covers different ways of running a business process in the system.

CONTENTS
• How to run a process from the command line
• How to run a process from the side panel
• How to run a process from a section or record page
• How to run the Process Designer from the [Process library] section
• How to run a process automatically

HOW TO RUN A PROCESS FROM THE COMMAND LINE
To run a process using the command line:

1. Enter “Run process“ followed by the name of a process in the command line (Fig. 169).
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Fig. 169  Running a process from the command line

2. Click the  button.

NOTE
You can find more details about the command-line functionality in the documentation for your 
bpm'online application.

HOW TO RUN A PROCESS FROM THE SIDE PANEL
To run a process using the side panel:

1. Click the  button on the side panel.
2. Select a process to run (Fig. 170).

Fig. 170  Running a process from the side panel

NOTE
The list of processes that can be run using the  button can be configured using the process 
properties page of the [Process library] section.

To run a process that is unavailable in the list of the  button:
1. Select the [Another process] command (Fig. 171).

Fig. 171  Running a process that is not available in the process button of the side panel
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2. Select a process in the opened window and click the [Run] button.

NOTE
The same window opens when you click the  button in the side panel and select the [Run process] 
option.

HOW TO RUN A PROCESS FROM A SECTION OR RECORD PAGE
If a bpm'online section has a list of processes that can be run from it, then the [Run process] button will
be displayed in the toolbar of that section. 
To run a process from a section:

1. Click the [New process] button.
2. Select a process to run (Fig. 172).

Fig. 172  Running a process from the section

The same process list is displayed on the record page when you click the [Process] button in toolbar
(Fig. 173).

Fig. 173  Running a process on the record page

HOW TO RUN THE PROCESS DESIGNER FROM THE [PROCESS LIBRARY] 
SECTION
To run the Process Designer from the [Process library] section:
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1. Click the  to open the System Designer.
2. Click [Process library].
3. Select a business process and click [Run] (Fig. 174).

Fig. 174  Running a process from the [Process library] section

NOTE
The [Run process] button is displayed for active processes only

HOW TO RUN A PROCESS AUTOMATICALLY
Processes can be run automatically when certain events occur. These events include adding, modifying
and deleting records. Such processes are run automatically when triggered by specified events.
You can configure a process to run automatically upon an event using the Process Designer.

SEE ALSO
• How process actions are performed
• How to resume a process
• How to complete or cancel a process instance
• How to disable a business process

HOW PROCESS ACTIONS ARE PERFORMED
When a business process is started, the system performs the sequence of steps (process actions). As
the process is executing, bpm'online prompts the user to enter required data, for example, to specify
the results of actions performed outside the system or to make a decision by choosing how a process
should continue.
The process steps can be performed in the following ways:

• automatically, for example, when deleting certain records;
• with some form of participation from the user, for example, the process opens a record page,

which the user must fill in. The process will resume, when the user completes their actions, such
as filling out and saving a page.
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If a user is responsible for performing a user action as part of a business process, a corresponding
process task will display for that user on the [Business process tasks] tab of the Communication panel.
The behavior of each particular process task depends on whether it is run in the “background mode”:

• If a user action is run in the background mode, it will not perform any logic until the user opens
the corresponding page from the [Business process tasks] tab of the Communication panel and
all system operations of the process will be performed in the background without displaying
the loading mask.

• If a user action is not run in the background mode, it will attempt to open the corresponding
page and perform other logic the moment it is activated as part of the process flow,
interrupting any activities in bpm'online the user may be performing at the same time.

NOTE
The background mode is enabled in the advanced settings of the corresponding process elements in 
the Process Designer.

For detailed information on each step of the process, use the tips that can be added by the author of
the process. Hints are available by clicking the  button.
This chapter covers different user activities performed as part of business process execution.

CONTENTS
• How to perform process activities
• How record pages are filled in
• How to work with user dialogs
• How to work with custom pages
• How to open a process diagram

SEE ALSO
• How to run a business process

HOW TO PERFORM PROCESS ACTIVITIES
If a task must be performed as part of a process, an activity is created and the process proceeds to the
next step only after the activity is completed with a result (Fig. 175). The list of possible results can be
limited to only those values that are provided in the process item.

Fig. 175  Selecting the process activity result

If you cannot complete the activity immediately upon its activation, enter new date and time in the
[Start] and [Due] fields of activity page and save the record. You can come back to this step later.

NOTE
Activities created by process are available in the [Activities] section like usual records created manually.

NEXT
• How record pages are filled in
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• How to work with user dialogs
• How to work with custom pages
• How to open a process diagram

SEE ALSO
• How to resume a process
• How to run a business process
• How to complete or cancel a process instance

HOW RECORD PAGES ARE FILLED IN
As part of a business process, the system can offer users to fill out the page of a new or an existing
record. For example, to enter information for a new contact or to specify the status of the existing
document (Fig. 176).

Fig. 176  Filling a record page in the course of the process

The process proceeds to the next step after record is saved. Process may also have additional
configured conditions under which the task will be considered completed, for example, when specific
fields are filled.
If a process action cannot be completed immediately after activation, it can be postponed. Click the
[Perform later] button. System will show additional area, where you can indicate a new date and time
for the step (Fig. 177).
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Fig. 177  Postponing process step

NEXT
• How to work with user dialogs
• How to work with custom pages
• How to open a process diagram

SEE ALSO
• How to run a business process
• How to resume a process
• How to complete or cancel a process instance

HOW TO WORK WITH USER DIALOGS
A process can display a page with a question (user dialog). Depending on the process configuration
you can select one or several answers (Fig. 178), which will affect the further process flow.

Fig. 178  Example of the user dialog that is displayed in the course of the process

The process proceeds to the next step when you select an answer and save the page.
If you cannot answer the question immediately, postpone it by clicking on the [Perform later] button.

NEXT
• How to work with custom pages
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• How to open a process diagram

SEE ALSO
• How to run a business process
• How to resume a process
• How to complete or cancel a process instance

HOW TO WORK WITH CUSTOM PAGES
A process can open a custom page for a user to fill in if needed. Custom pages contain fields and
buttons that are not otherwise available on any standard edit pages. For example, a process can
display pages where you can fill out step-by-step forms that contain custom buttons, comments or
used to select values from a lookup (Fig. 179).

Fig. 179  An example of the custom page that opens by the process

The process proceeds to the next step only when all the required fields are filled in.
If you cannot complete the step immediately, postpone it by clicking on the [Close] button.

NOTE
[Pre-configured page] and  [Auto-generated page] are the process items displayed as the custom 
pages.

NEXT
• How to open a process diagram

SEE ALSO
• [Auto-generated page] process element
• [Pre-configured page] process element
• How to run a business process
• How to resume a process
• How to complete or cancel a process instance

HOW TO OPEN A PROCESS DIAGRAM
Use process diagrams to track business process execution. Each process item on the diagram contains
indicator that shows how many times the element was executed during a process instance. You can
also track process flows.
To open a process instance diagram:
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1. Click the  to open the System Designer.
2. Click [Process log].
3. Select a process instance and click the [Execution diagram] button (Fig. 180).

Fig. 180  Opening a process instance diagram

NOTE
To open process execution diagram in alternative way, by running the [Execution diagram] action in 
the [Actions] menu of a process instance page in the process log section.

4. Click a process element on the diagram to highlight its incoming and outgoing flows (Fig. 181).

Fig. 181  Flows highlighted on the process diagram

The top right corner of the process item indicates how many times the item has been performed in this
particular process.

NEXT
• How to resume a process
• How to complete or cancel a process instance

SEE ALSO
• How to run a business process
• Monitoring business processes
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HOW TO RESUME A PROCESS
If a process step was postponed or a step was activated without opening any pages, you can resume
the process in the following ways:

• In the [Activities] section
• From a record connected to the postponed process step
• In the [Process log] section

CONTENTS
• How to resume a process in the [Activities] section
• How to resume a process from a connected record
• How to resume a process from the [Process library] section

HOW TO RESUME A PROCESS IN THE [ACTIVITIES] SECTION
Processes often create activities for users to complete. A list of activities is displayed in the [Activities]
section and on the [History] tab in other sections.
To resume a process, open a connected activity in the list of the [Activities] section (Fig. 182).

Fig. 182  Opening a process activity

When the [User dialog] and [Open edit page] elements are activated, a process creates activities of the
"Task" type in the [Activities] section. If you open such an activity, the dialog page opens instead of the
default activity page.

NOTE
Custom pages open only for incomplete activities. After the process element is completed, the default 
task page will open for this activity.

HOW TO RESUME A PROCESS FROM A CONNECTED RECORD
A process can perform steps that do not include any activities, for example, when a page must be
activated during a process, or the action is connected with a specific record in the system.
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If such a step is postponed, you can return to it by using the [Process] button on the page of the
record that is connected to the step (Fig. 183). If the record is connected to multiple tasks, you can
select the required task from the list.

Fig. 183  How to resume a process from a connected record page

If this record is selected from a list, system also displays [Move down the process] button (Fig. 184).

Fig. 184  Resuming a process from a list

If you click the [Move down the process] button and the record is connected to one incomplete
process step, the corresponding page will be opened. If there are several steps for the record, an
additional window will open where you will have the possibility to select the required step.

HOW TO RESUME A PROCESS FROM THE [PROCESS LIBRARY] SECTION
You can resume any step in a process in the [Process log] section regardless of the process type. 
To do this:

1. Click the  to open the System Designer.
2. Click [Process log].
3. Open a running business process (Fig. 185).
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Fig. 185  Selecting a running process from the [Process log] section

4. On the [Process elements] detail, select a step that must be resumed and click the [Run item]
button (Fig. 186).

Fig. 186 How to resume a process from the [Process log] section

The page of the selected process step will open.

SEE ALSO
• How to run a business process
• How process actions are performed
• How to complete or cancel a process instance

HOW TO COMPLETE OR CANCEL A PROCESS INSTANCE
A process ends automatically when the end event is activated or when all active process steps are
completed. When a process instance is completed, the system calculates the duration.

NOTE
Only completed processes are taken into account when calculating statistics.

HOW TO CANCEL A PROCESS INSTANCE
If you need to stop a process, you can cancel it.
Cancel option is available in the [Process log] section. 
To cancel a process instance:

1. Open the process log from the system designer.
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2. In the list of the process log, select a process instance that is in progress and click the [Cancel
process] button (Fig. 187).

Fig. 187 How to cancel process execution

SEE ALSO
• How to run a business process
• How process actions are performed
• How to resume a process
• How to disable a business process

HOW TO DISABLE A BUSINESS PROCESS
To disable a business process:

1. Open the system designer by clicking the  and click the [Process library] link.
2. Select a process that must be disabled and click the [Properties] button (Fig. 188).

Fig. 188  Selecting a process to disable

3. Click the [Actions] button and select the [Deactivate process] (Fig. 189).
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Fig. 189 Disabling a business process

NOTE
If you are deactivating a process that has uncompleted instances, the system will warn you. If you 
choose to deactivate such a process, all running instances of the process will be cancelled.

The [Active] checkbox on the process settings page will also be unchecked. Deactivated processes are
not displayed in the menu and cannot be run from the command line.

SEE ALSO
• How to run a business process
• How process actions are performed
• How to resume a process
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MONITORING BUSINESS PROCESSES
Regular process monitoring allows you to analyze employee productivity and to track "bottlenecks" in
diagrams for optimization.

CONTENTS
• How to view a process history
• How to trace process parameter values
• How to view process statistics

SEE ALSO
• [Process log] section
• How to complete or cancel a process instance

HOW TO VIEW A PROCESS HISTORY
Once a business process is initiated, information about the process instance is saved in the [Process
log] section. The log record page contains the name of the employee who initiated the process, the
status of the process instance (“Running” or “Completed”), and a list of the activated process steps.
To view process history:

1. Click the  to open the System Designer.
2. In the [Processes] group, click [Process log].
3. Select a process and click the [Open] button (Fig. 190).

Fig. 190  Selecting a process

4. Process log page opens, with the process execution history (Fig. 191).
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Fig. 191  Viewing the process execution history

NEXT
• How to trace process parameter values

SEE ALSO
• How to open a process diagram
• How to resume a process
• How to complete or cancel a process instance
• [Process log] section

HOW TO TRACE PROCESS PARAMETER VALUES
Process element parameters determine the behavior of the element in each particular process
instance. Tracing the actual parameter values that were used in a specific process instance is a great
way to test and debug business processes in bpm’online.
You can enable tracing for a particular process by selecting the [Trace enabled] checkbox on the
process properties page of the [Process library] section. Trace data becomes available on the [Process
elements] detail of the process log page for all process instances that have been run while the
checkbox is selected.

ATTENTION
Parameter data can be traced for the following process elements: all elements in the User actions 
group, as well as the Read data, Add data, Modify data, Delete data, Change access rights, Call web 
service, and Subprocess elements.

To trace process parameter values:
1. Enable parameter value tracing for that process:

a. Go to the [Process library] section.
b. Select the needed process and click [Properties].
c. Select the [Trace enabled] checkbox on the process properties page.
d. Save changes made to the process properties page.

2. Run the process.
3. Go to the [Process log] section.
4. Open the process log entry for the process instance that you just run.
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5. On the [Process elements] detail, select a process element whose parameter values you need
to check.

6. Click the [Show trace data] button (Fig. 192).

Fig. 192 Viewing parameter information of a process element

As a result, a parameter trace dialog will open, showing values for all parameters of the process
element, before and after element execution (Fig. 193). The trace data are shown in JSON format. The
trace log displays both the element parameters and the process parameters before and after element
execution.

Fig. 193 Parameter trace data of a process element

For example, according to the text on the figure, the value of the “Approval objective” parameter has
changed from empty to “Approve contract specification”, the value of the “Delegation permitted”
parameter changed from “False” to “True”, etc.

NEXT
• How to view process statistics
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SEE ALSO
• Process parameters
• Process properties page
• Process instance page

HOW TO VIEW PROCESS STATISTICS
Use the analytic view of the [Process log] section to analyze statistics collected and calculated during
process execution.
For example, you can analyze the number and duration of  processes and their items using pre-
configured metrics. If you need to customize the source data of the statistics, just use the standard
filters in the section.
To view process statistics:

1. Click the  to open the System Designer.
2. In the [Processes] group, click [Process log].
3. Open the section analytics view. Process dashboard will open (Fig. 194).

Fig. 194  Browsing process statistics

NOTE
How to work with dashboards and standard filters is described in the documentation of the bpm'online 
application.

SEE ALSO
• [Process log] section
• How process actions are performed
• How to resume a process
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[PROCESS LOG] SECTION
In the [PROCESS LOG] section, you can see the list of all started business processes (process instances)
in the system and their statuses. 
A business process can be started several times by different users at different times. A new “process
instance” is created on each launch of process. Each instance of the process corresponds to a record n
the [Process log] section. Records are added to the section automatically when the business process
starts. Information about each instance will be displayed as a separate log record, which is added to
the section list when you start a business process.

ATTENTION
The information in this section is added automatically and cannot be edited.

NOTE
Access to the section can be granted in the [Object permissions] section. You can find more detailed 
descriptions of the administration tools ob bpm'online Academy website.

VIEWS
This section contains several views:

•  – the list of processes. Displays information about the started processes as a list of
records. All list columns are described below in the context of the Read more >>>. 

•  – process analytics. It displays charts, indicators and ratings, which can be used for
analyzing processesRead more >>>. 

FILTERS
•  – processes that were launched today.

•  – processes that were launched current week.

•  – shows records for the standard period, for example, “Yesterday”, “Current week”, “Next
week”, “Previous month”, and so on. You can also set a custom period by specifying its start and
end dates using the built-in calendar.

•  – processes that were launched by specific employee.
• [Archived] – select the checkbox to display archived processes.

ARCHIVING PROCESS LOG RECORDS
To speed up the work with the log, process records completed more than 30 days ago are
automatically archived. Their data is saved in its entirety, including connections to other system objects.
Select the “Archived” checkbox to view all archived process records.

NOTE
The interval in days after which the records will be transferred to the archive is configured in the 
“Process log archiving period(days)” system setting. More information about the system settings is 
available in a separate article Read more >>>.

TOOLBAR
The toolbar is available for the selected section record. It contains the [Open] and [Cancel execution]
button and can also have more buttons for additional actions with the selected process instance.
Click the [Process Designer] button to open the process diagram in the Process Designer. You can edit
the instance of the running process.
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Click the [Execution diagram] button to open a graphical process diagram on the additional page. The
top right corner of the process item indicates how many times the item has been performed in this
particular process.

NEXT
• Process instance page
• Actions in the [Process log] section
• Reports in the [Process log] section

SEE ALSO
• Monitoring business processes
• Running business processes

PROCESS INSTANCE PAGE

THE [GENERAL INFORMATION] TAB
The fields are non-editable and are filled in automatically.

Process items
This block contains a list of steps in a selected process that have been completed or are currently
running.

Title Name of the process initiated.

Owner The user on behalf of which the process has been launched.

Start date Start date and time of the process instance.

End date End date and time of the process instance.

Trace data available This checkbox is selected for process instances that were run while the 
[Trace enabled] checkbox was selected on the process properties page 
of the [Process library] section for the corresponding process.

Duration, days Duration of the process instance in days, hours and minutes. Values are 
calculated when the process ends. The fields are not displayed on the 
record page, but can be displayed in the list.Duration, hours

Duration, minutes

Process status Status of the launched process, for example, “Completed” or “Running”.

Parent Name of the parent process. The field is not displayed on the record 
page, but can be displayed in the list.

Caption Caption of the process item on the diagram.

Status Status of the process item, for example, “Completed” or “Running”.

Issued on Start date and time of the process item.
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Depending on the selected process item status, some additional buttons may be displayed:
• [Run item] – resume the process from the selected step. This action is available for process

items with a "Running" or "Error" status.
• [Show trace data] – view parameter values of the currently highlighted process element. Trace

data displays the element parameter values at the time when the element was run (incoming
parameter values). If the element status is “Completed”, the trace data will also include the
values of the element’s parameters at the time the element was completed (outgoing
parameter values). The button is available for processes where the [Trace enabled] checkbox is
selected on the process properties page of the [Process library] section.

• [Download error description] — save file with the description of the error, which occurs
during the process item, locally using browser tools. The description file will be saved as TXT.
This action is available for process items with the "Error" status.

Connected objects
This block contains a list of the records that are connected to the selected process instance. For
example, a sale process can be connected to a certain account, its primary contact and the contract
signed after the sale has been closed. In this case the [Connected objects] block will contain links to the
corresponding records: account, contact and contract. then the information on this detail is added
automatically and cannot be edited.

NEXT
• Reports in the [Process log] section
• Actions in the [Process log] section

SEE ALSO
• Monitoring business processes
• Running business processes

ACTIONS IN THE [PROCESS LOG] SECTION
In addition to the default actions, such as adding or excluding records from a folder, this section
provides actions for working with processes.

Completed on Completion date and time of the process item.

Duration, days Duration of the process item in days, hours and minutes. Values are 
calculated when the process item ends. The fields are not displayed on 
the detail by default.Duration, hours

Duration, minutes

Owner Owner of the process item.

Title Title of the record connected to the selected business process instance. 
For example, a campaign name, task subject, or invoice number. 
Contains a link to the corresponding record.

Object Name of the connected object. For example, “Account”, “Activity”, or 
“Document”, depending on the system object type.
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CANCEL EXECUTION
This action is used to terminate a selected process. After the action is confirmed, the status of the
selected process is changed to “Canceled”.
This action is available in the list toolbar (Fig. 195) and on the process log page.

Fig. 195  [Cancel Execution] action on the list toolbar

Use the [Select multiple records] command in the [Actions] menu to cancel more than one record.
Select processes to cancel and perform the [Cancel Execution] action in the [Actions] menu (Fig. 196).

Fig. 196 Canceling multiple business processes

NOTE
Use the “Cancel running processes” system operation to access the [Cancel Execution] action.

NEXT
• Process instance page
• Reports in the [Process log] section
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SEE ALSO
• Monitoring business processes
• Running business processes

REPORTS IN THE [PROCESS LOG] SECTION
The ANALYTICS view contains a summary of the section information: charts, metrics, rating lists and
reports.

[PROCESS ANALYTICS] TAB
Summary information about the running processes.

NOTE
Filters set in the section are applied to all dashboard components.

NOTE
How to work with analytics and the analytics setup can be found in the documentation of your 
bpm'online application.

SEE ALSO
• How to view process statistics
• Process instance page
• Actions in the [Process log] section
• Running business processes

Number of completed 
processes

This indicator that displays the total number of processes in the 
“Completed” status.

Average process 
duration

This indicator displays the average process duration in days. Only 
completed processes are taken into account.

Processes duration This diagram displays the total duration of all process instances for each 
process in days. The data is sorted in descending order of total duration. 
Only completed processes are taken into account.

Number of tasks within 
processes

This diagram displays the total number of steps that were created during 
performing all instances of each process. The data is sorted in 
descending order of the total number of steps. Only steps performed by 
users are taken into account (the diagram does not include the 
automatic actions).
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[PROCESS LIBRARY] SECTION
The [PROCESS LIBRARY] section stores business process diagrams configured in bpm’online. 

NOTE
The process library displays the list of BPMN processes whose [Tag] parameter value is “Business 
Process”. By default, “Business Process” tag is set for all processes that the users configure in the 
Process Designer. You can view and modify the process tag text on the business process properties 
ares in the Process Designer. 

The [Process library] section enables you to:
• search and group business processes using the business process library folders.
• view business process properties. 
• manage business process status: run, disable and activate business processes.
• open the Process Designer for viewing and modifying business process diagrams and creating

new business processes. To begin designing a new business process, click the [New process]
button. To open a previously created process for editing, select it in the list of business
processes and click [Open].

• Open the [Process log] section for viewing information about execution of business processes.
You can quickly open the process log by clicking the [Process log] button on the section toolbar

[PROCESS LIBRARY] SECTION LIST
Business processes whose diagrams contain a start timer or a signal event are indicated with the
corresponding icons in the list (Fig. 197). These icons match the process element icons for the start
timer and start signal events, respectively. If a business process uses different types of start events, the
corresponding record will contain several icons.

Fig. 197 Business processes initiated with starting signal events

The following buttons are available in the list of the process library.
• [Open] – opens the process diagram in the Process Designer. 
• [Properties] — opens the process properties page, which contains summary information about

the process.
• [Copy] – creates a copy of the business process.
• [Deactivate] – clears the [Active] checkbox for the business process. Deactivated processes

cannot be run from anywhere in bpm’online – from the menu, via signals, etc. (but can still be
run as a sub-process by other processes). The [Deactivate] button is displayed for active
processes only. 

• [Activate] – selects the [Active] checkbox for the business process. The [Activate] button is
displayed for deactivated processes only.

• [Run] — starts a selected business process. The [Deactivate] button is displayed for active
processes only. 
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FILTERS
The [Process library] section contains the “Active” filter for displaying only business processes with the
[Active] checkbox selected.

PROCESS LIBRARY FOLDERS
The folder tree is displayed in the [Process library] section b default (Fig. 198). In addition to standard
folders, the tree contains folders that are generated automatically, based on the processes currently
available in the library.

Fig. 198 Folders in the [Process library] section

All standard folder functions are available in the [Process library] section.

NOTE
More information about working with folders is available in a separate article.

By default, the folders in the [Process library] section contain folders that group the processes by the
type of their starting event. These folders have unique icons to visually distinguish them from regular
folders. These folders cannot be edited. 
The folders that group business processes by the type of their starting events are displayed only if
corresponding processes exist in the library. 
These folders also have automatically generated subordinate folders that further group the processes
by their starting event parameters:

• In the “Run by object signal” folder, further grouping is done by objects that trigger processes
(Fig. 199). 
bpm’online BPMS 215

https://academy.bpmonline.com/documents?product=marketing&ver=7&id=1235


User guide
Fig. 199 Grouping of processes by objects in the “Run by object signal” folder

• In the “Run by timer” folder, further grouping is done by the timer settings.

Fig. 200 Grouping of processes by timer settings in the “Run by timer” folder

NEXT
• Process properties page
• Actions in the [Process library] section

SEE ALSO
• Business process use cases
• How to run the Process Designer from the [Process library] section
• How to resume a process from a connected record
• How to disable a business process

PROCESS PROPERTIES PAGE
The process properties page contains complete information on the business process structure, starting
conditions, execution and use, as well as links to other processes. Click the [Properties] button to open
the process properties page. 
The process properties page consists of the general information area and several tabs (Fig. 201). Click
the [Open in designer] button to open the business process diagram in the Process Designer for
editing.
216



[Process library] section
Fig. 201 Process properties page

GENERAL INFORMATION
General information about the process. You can specify the values of non-editable fields in the process
properties using the Process Designer. 

Title Process name displayed in the [Run process] menu and used in the 
command line when running processes. This is a non-editable field.

Opportunity name Unique identifier of the process in the system. This is a non-editable field.

Active This checkbox identifies process status. Only active processes can be 
executed in the system. This is a non-editable field. Use the [Activate] 
and [Deactivate] buttons to manage the business process availability. If 
the deactivated business process is used as a sub-process in other 
processes, the [Active] checkbox value will be ignored.

Package Package name where the process is saved. This is a non-editable field. 

Version Number of the current business process version. This is a non-editable 
field.

Trace enabled Select this checkbox to trace parameter values during the process 
execution. The trace data is available on the [Process elements] detail in 
the [Process log] section.

Display in run process 
button list

Select this checkbox to display the process in the quick launch list 
(opened by clicking the  button on the side panel).
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THE [PROCESS VERSIONS] TAB
This tab displays information about process versions. The data cannot be edited and are added to the
detail automatically, each time a new process version is saved.

NOTE
Only one of versions of the same process can be set as actual. Any version can be used as a sub-
process, though.

NOTE
Bpm’online saves the actual version of the process directly to the package. If you save the package as 
an archive, and install the package in a different environment, the most actual version of the process 
will be transferred with the package. Bpm’online will always determine the final current version of the 
process based on which package is higher in the hierarchy.

THE [LAUNCH OPTIONS] TAB
The tab contains information about all options for launching the business process, both manual and
automatic. All information on this tab is added automatically and is unavailable for editing.

Launch from sections
This detail contains a list of sections in which you can run this business process.

NOTE
Use the section wizard to set up running business processes from sections. Read more >>> 

If a section is in the list of the [Launch from sections] detail, then this business process will be available
in the menu of the [Run process] button in the section’s list and record page (Fig. 202). 

Fig. 202 List of processes available in a section

Title The process version title. Click the title to open business process diagram 
in the Process Designer. 

Created on Date when the process version was saved.

Package The package where the process version was saved. 

Version The process version number. 

Actual version Indicates if the process version is the one currently used. All new
instances of this business process will be run using the actual version. To
set a process version as actual, select it in the list and click [Set as actual

version] in the  button menu.
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[Process library] section
Launch from details
This detail contains a list of details in which you can run this business process.

NOTE
Use the detail wizard to set up running business processes from details. Read more >>> 

Each detail on this tab has the  button with the list of available business processes (Fig. 203). 

Fig. 203 Launch of the process for the [Participants] detail record of the activity page

Used as subprocess in processes
The detail contains the list of processes where the current ptocess is used as sub-process. 

Scheduled launch
The detail contains information about start timer events used in the process. The data is added to the
detail automatically and cannot be edited. 

NOTE
More information about start timer event setup is available in a separate article.

Process Process title Clicking the title will open the parent process properties 
page. 

Active This checkbox identifies the parent process status. 

Created on Date when the version of the parent process was created.

Modified on Date when the version of the parent process was modified. 

Actual version Indicates if the parent process version is actual.

Element name Name of the timer element on the process diagram. 

Task state Status of the scheduler task for running this process.

Next fire time Time when the next process instance will start. The time is calculated 
automatically, based on the start timer event settings. 

Previous fire time Actual time of last element start
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Launch by signals
The detail contains information about start signal events used in the process. The records are added to
the detail automatically, if a [Start signal] element exists on the process diagram. 

NOTE
More information about start signal event setup is available in a separate article.

THE [SUB-PROCESSES] TAB
The tab contains the list of processes used by the current process as sub-processes. The records are
added to the detail automatically, if a [Sub-process] element exists on the process diagram. 

THE [PROCESS LOG] TAB
The tab contains information about all instances of the current process and their current status. The
records are added automatically, each time the process is run. 

NEXT
• Actions in the [Process library] section

Element name Name of the timer element on the process diagram. 

Object The object (“Account”, “Contact”, “Activity”, etc.) whose signal initiates 
the process. 

Signal type Object signal type (i.e., “Inserted” “Updated” or “Deleted”) that triggers 
the process start.

Process title The name of the process used a sub-process. Clicking the title will open 
the sub-process properties page. 

Active This checkbox identifies the sub-process status. 

Created on Date when the used version of the sub-process was created.

Modified on Date when the used version of the sub-process was modified. 

Title Process title

Package Package name where the process is saved. 

Version The version number used in the process instance.

Owner The user on behalf of which the process has been launched.

Process status Status of the launched process, for example, “Completed” or “Running”.

Start date Start date and time of the process instance.

End date End date and time of the process instance.
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SEE ALSO
• Process parameters
• Getting started with Process Designer
• Running business processes
• Process version control

ACTIONS IN THE [PROCESS LIBRARY] SECTION

RUN PROCESS
Select this action to start process execution. Read more >>> 
This action is available for active processes only and is similar to clicking the [Run] button in the process
list.

DEACTIVATE PROCESS
This action clears the [Active] checkbox on the process settings page. Disabled processes can only be
run as sub-processes.
The action is similar to clicking the [Deactivate button] in the section list.

NOTE
If the deactivated business process is used as a sub-process in other processes, the [Active] checkbox 
value will be ignored.

ACTIVATE PROCESS
This action selects the [Active] checkbox on the process settings page. The process will become
available for running manually and will run based on starting events and timers, if it has any.
The action is similar to clicking the [Deactivate] button in the section list.

SEE ALSO
• Process properties page
• Getting started with Process Designer
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BUSINESS PROCESS USE CASES
The following business process design cases cover the functions in bpm'online sales. The designer
functions are identical in all bpm’online products but the system sections available in your
configuration may differ from those used as examples in this document.

CONTENTS
• How to use events
• How to use parameters
• How to work with data
• How to work with emails
• How to interact with user interface and pages
• How to manage access permissions
• How to use sub-processes
• End-to-end use cases
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How to use events
HOW TO USE EVENTS
CONTENTS

• How to use events for processes branching
• How to run a process automatically upon changes in bpm’online
• How to run a process from another process using signals
• How to run a process on a specific date
• How to run a process weekly
• How to run a process according to custom schedule (cron expression)
• How to resume a process using a message

HOW TO USE EVENTS FOR PROCESSES BRANCHING
To branch processes depending on an activated event, the [Event-based gateway] operator is used.
Events used for process branching are placed on the gateway outgoing flows (Fig. 204).

Fig. 204  Using the event-based gateway

EXAMPLE
After you have created a contract, you need to send it for approval. The execution of a
business process will depend on the approval results. Upon receiving the approval, the
contract must be signed. If a contract wasn't approved, it must be sent back for revision.

To create a contract, use the [Open edit page] element. Settings here are identical to the settings used
when creating a new document.
To send a contract for approval, you must use the [Auto-generated page] element. Working with the
[Read data] element is covered in a separate article. After the contract has been sent to approval, you
have to add approval to the contract page. Use the [Add data] element to automatically add new
system records.
A schema with branching is displayed on Fig. 205.
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Fig. 205  The contract approval process

To build a process branching, the outgoing flow of each branch has to be activated depending on the
result:

1. Place the [Event-based gateway] operator after the "Add approval" action and connect them
with a sequence flow.

2. Place the [Wait for signal] element after the gateway and connect them with a sequence flow.
3. Populate the [Wait for signal] element settings page if the contract has been approved

(Fig. 206).
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Fig. 206  — Setting up the [Wait for signal] element for a contract to be approved

a. In the [Which type of signal is received?] field, select “Object signal”.
b. Click the [Record ID] field to open the parameters window.

• Select the [Add approval] element on the [Process elements] tab.
• Double-click the [Record ID] parameter. The corresponding value will be added

to the text field at the top of the parameter value window.
• Click the [Save] button.

c. Specify the object to receive a signal from. For example, "Contract approval".
d. In the [What event should happen?] field, set "Record changing".
e. Select the column whose event must activate the signal. For example, the "Status"

column.
f. Specify the filter conditions that the modified record must meet. For the signal to

activate after the approval and the previously created contract page to open, the
contract status has to be "Approved".
bpm’online BPMS 225



User guide
4. Place one more [Wait for signal] element after the gateway and connect them with a sequence
flow. This signal should activate when a contract has not been approved.

5. Populate the [Wait for signal] element setup area (Fig. 207). Settings are identical to the signal
which is triggered after obtaining an approval, however you must specify “Status=Negative” in
the filtering criteria.

Fig. 207  Setting up the [Wait for signal] element for a contract to be approved

6. Add the [Open edit page] element after the “Contract approved” and “Send for revision”
elements. If a contract has been approved, the previously created contract opens in which you
must change the status to "Approved". If a contract was rejected, the previously created
contract page will open for revision.

7. Save the process.

ATTENTION
The [Event-based gateway] operator requires the process to be published. All created processes are 
checked during the publication.
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SEE ALSO
• [Wait for message] intermediate event
• [Wait for signal] intermediate event
• Exclusive event-based gateway

HOW TO RUN A PROCESS AUTOMATICALLY UPON CHANGES IN 
BPM’ONLINE
Business processes can start automatically, whenever a bpm’online record is added, modified or
deleted. To set up such a process, use the [Signal] element as the process start event.
For example, a customer onboarding process can start automatically, each time a new customer
account is added in bpm’online.
To run a process automatically, based on changes in bpm’online, add the [Signal] element as the
process initial event (Fig. 208) and populate the [Signal] element setup area (Fig. 209):

Fig. 208 A process with the [Signal] start event

Fig. 209 Configuring the [Start] signal parameters

1. In the [Which type of signal is received?] field, select “Object signal”.
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2. In the [Object] field, select the object (section, detail or lookup), whose changes will
automatically initiate the process. For example, to run a process in response to changes in the
[Accounts] section, select the “Account” object.

3. In the [Which event should trigger the signal?] field, select the type of event (adding, editing or
deleting a record) in the chosen object that will automatically run the process. For example, to
run the process each time a new account is added, select “Record added”.

4. Specify any additional requirements to the record that must initiate the signal. For instance, to
activate the signal only when adding an account of the “Customer” type, set the “Type =
Customer” filter.

5. Save the process.
As a result, the process will launch automatically each time the corresponding changes occur in
bpm’online records. For example, a customer onboarding process can start automatically whenever a
new account of the “Customer” type is added.

SEE ALSO
• How to use events
• [Signal] start event

HOW TO RUN A PROCESS FROM ANOTHER PROCESS USING SIGNALS
To run a process from another process using signals, add intermediate [Throw signal] event to the
parent process and have the triggered process start with a custom [Signal] event.
For example, a “Preparation for webinar” business process must initiate a number of parallel
independent business processes, such as sending reminders, collecting feedback, etc.

1. Add the [Throw signal] intermediate event element on the diagram of the business process
that must trigger the associated processes. For example, associated processes must run after
the “Confirm the webinar date” task is complete. Thus, a [Throw signal] event, (e.g.,“Webinar
date confirmed”), must be added to the process flow after this task (Fig. 210).

Fig. 210 Placing the [Throw signal] event on the diagram of the parent business process

 

2. Populate the [Which signal is generated?] field of the [Throw signal] setup area with the name
of the custom signal which will be generated. Make sure that different custom signals do not
have matching texts. You can use any custom text, for example, use the
“WebinarDateConfirmed” signal name (Fig. 211).
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Fig. 211 [Throw signal] element setup area

3. Add the start [Signal] event on the diagram of the triggered process (Fig. 212) 

Fig. 212 Starting element of the process triggered by a custom signal

4. Populate the [Signal] element setup area (Fig. 213).

Fig. 213 [Signal] element setup area

a. In the [Which type of signal is received?], select “Custom signal”.
b. In the [Signal] field, copy the name from the [Throw signal] element of the main

process, e.g. “WebinarDateConfirmed”.
5. Save the process.
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As a result, the associated processes will be run automatically upon generating a corresponding signal
in another process.

SEE ALSO
• How to use events
• [Signal] start event
• [Throw signal] intermediate event

HOW TO RUN A PROCESS ON A SPECIFIC DATE
You can run a business process once, on a specific date, using the [Start timer] element.
For example, you can schedule preparation of a customer presentation for specific date and time. 
To set up a process that runs on specific date, add the [Start timer] event element on the process
diagram as the initial event (Fig. 214) and populate the [Start timer] element setup area (Fig. 215):

Fig. 214 Running a business process on specific date

Fig. 215 [Start timer] element setup area for running the process on specific date

1. In the [Frequency of process start] field, select “Once”.
2. In the [Start date time] field, select the date and time when the process should run.
3. Select the [Repeat on misfire] checkbox in the [Additional settings] section to ensure that the

business process launches even if the [Start timer] element cannot be triggered at the intended
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time, e.g., due to a server downtime. In this case, the process will run automatically at the
nearest time available after the intended time has passed.

4. Select the needed time zone in the [Time zone] field. The process will run according to the
time in that time zone.

5. Save the process.
As a result, the process will run automatically at the time specified in the parameters of the [Start timer]
element. 

SEE ALSO
• How to use events
• [Start timer] event

HOW TO RUN A PROCESS WEEKLY
You can set up a process that starts automatically, on a regular weekly basis, on the specified day and
at the specified time.
For example, a business process can send reminders about a weekly webinar held regularly on Fridays
in October. 
To set up a process that runs automatically on a weekly basis, add the [Start timer] event element on
the process diagram as an initial event (Fig. 216) and populate the [Start timer] element setup area
(Fig. 217): 

Fig. 216 Running a business process weekly 
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Fig. 217 [Start timer] element setup area for running the process weekly

1. In the [Frequency of process start] field, select “Week”.
2. In the [Process start time] field, select the time when the process should run.
3. In the [Which days of the week to run?] field, select the days of the week on which the process

should run.
4. In the [Timer validity] fields, specify the period of time during which the process run schedule

will repeat. For example, if you need to run your process during October, select 10/1/2018 in the
[Start date and time] field and 10/31/2018 in the [End date and time] field.

5. Select the [Repeat on misfire] checkbox in the [Additional settings] section to ensure your
business process launches even if the [Start timer] element cannot be triggered at the intended
time, e.g., due to a server downtime. In this case, the process will run automatically at the
nearest time available after the intended time has passed.

6. Select the needed time zone in the [Time zone] field. The process will repeat according to date
and time in that time zone.

7. Save the process.
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As a result, the process will run automatically, according to the specified schedule during the specified
period. For example, the process will run every Friday in October, at 9:45 AM, Central Time.

SEE ALSO
• How to use events
• [Start timer] event

HOW TO RUN A PROCESS ACCORDING TO CUSTOM SCHEDULE 
(CRON EXPRESSION)
You can set up custom schedules for running business processes using cron-expressions in
bpm’online. Scheduling possibilities of cron-expressions enable you to be more flexible and implement
long and short-term schedules using special cron characters. Learn more about syntax of cron-
expressions in QARTZ documentation.
For example, a business process must run at a certain time on the 15th day of every month during
October, November and December.
To run a process according to custom schedule, add the [Start timer] event element on the process
diagram as the start process event (Fig. 218) and populate the [Start timer] start element setup area
(Fig. 219):

Fig. 218 Business process run according to custom schedule
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Fig. 219 [Start timer] element setup area for running the process according to custom schedule

1. In the [Frequency of process start] field, select “Other frequency”.
2. In the [Cron expression] field, type in the cron-expression implementing your custom schedule.

If the cron-expression is correct, you will see the time/date of the process launch in the
traditional format under the [Cron-expression] field. For example, use the “0 15 10 15 * ?”
expression to run the process at 10:15am on the 15th day of every month. Learn more about
using cron characters in QARTZ documentation.

3. In the [Timer validity] fields, specify the period of time during which the process run schedule
will repeat. For example, if you need to run your process October through December 2018,
select 10/1/2018 in the [Start date and time] field and 10/31/2018 in the [End date and time]
field.

4. Select the [Repeat on misfire] checkbox in the [Additional settings] section to ensure your
business process launches even if the [Start timer] element cannot be triggered at the intended
time, e.g., due to a server downtime. In this case, the process will run automatically at the
nearest time available after the intended time has passed.

5. Select the needed time zone in the [Time zone] field. The process will run according to the
time in that time zone.
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6. Save the process.
As a result, the process will run automatically, according to the specified custom schedule within the
specified period. For example, the process will run on the 15th day of every month, October through
December 2018, at 10:15 AM, Central Time.

SEE ALSO
• How to use events
• [Start timer] event

HOW TO RESUME A PROCESS USING A MESSAGE
Use intermediate messages to synchronize independent flows within one process. You can set up a
business process that stops at a certain point and waits for the corresponding message before
activating its next element.
For example, a business process must wait until invoice payment has been received before initiating a
task to dispatch the goods.
To set up a process that resumes using a message:

1. Add the two intermediate message events on the diagram (Fig. 220)
a. Add [Throw message] event after the process task, which are supposed to trigger the

event.
b. Add [Wait for message] event before the process task which is supposed to be

executed after the event.

Fig. 220 Resuming a process using a message 

2. In the [Throw message] element setup area (Fig. 221), specify the custom message in the
[Which message to generate?] field. You can use any custom text, for example, “InvoicePaid”.
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Fig. 221 [Throw message] element setup area

3. Populate the [Wait for message] element setup area (Fig. 222):

Fig. 222 [Wait for message] element setup area

a. In the [Which message should be received?] field, copy the message from the [Throw
message] element.

b. If you select the [Run following elements in the background] checkbox, all the following
system operations of the process will be performed in the background, without
displaying the loading mask.

4. Save the process.
As a result, the process will stop at the [Wait for message] element and will be resumed only after the
message specified in the [Throw message] element is caught

SEE ALSO
• How to use events
• [Wait for message] intermediate event
• [Throw message] intermediate event
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HOW TO USE PARAMETERS
CONTENTS

• How to specify static and variable parameter values
• How to run business processes for section records
• How to pass parameters between process elements
• How to pass parameters between business processes

SEE ALSO
• How to work with emails
• Branching processes
• How to interact with user interface and pages
• How to use sub-processes

HOW TO SPECIFY STATIC AND VARIABLE PARAMETER VALUES
Static parameter values are specified directly, when the process is designed and are always the same in
all process instances. The parameters are populated in the same way as section record fields of the
corresponding type (text, numeric, date, etc.). 
Certain parameters allow you to select variables, such as system settings, current date and time or
current user contact as their values.
For example, when populating the [Who performs task] parameter of the [Perform task] element, you
can select a specific contact, e.g. “John Smith”, or the “Current user” variable, which will populate the
parameter with the user who run the current instance of the business process (Fig. 223).

Fig. 223 Task scheduling process

NOTE
You can also map parameter values to parameters of other elements or process parameters.

To specify a static parameter value:
1. Select a process element where the static value should be.

2. Click the  button next to the field of the parameter. Select one of the following options
depending on the desired outcome:

a. Select [Lookup value] if the value has to be populated with lookup data. For example,
click the [Contact] field in the [Perform task] element and select the contact responsible
for the task from the list (Fig. 224).
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Fig. 224 Selecting a lookup value

b. Select a variable, e.g., [Current user] or [Current date] if the value has to be populated
with / for the user who runs the process or date when the element is executed. For
example, select [Current user contact] option (Fig. 225) in the [Who performs the task?]
field of the [Perform task] element if the task has to be created for the user who started
the business process.

Fig. 225 Selecting the current user contact option

c. Select [System setting], and then select the system setting whose value must be written
to the parameter when the process is executed. The data type of the selected system
setting value must match the data type of the parameter (text, numeric, date, etc.)
(Fig. 226).
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Fig. 226 Selecting the system settings option

3. Save the process.

SEE ALSO
• Process parameters

Formulas

HOW TO RUN BUSINESS PROCESSES FOR SECTION RECORDS
In bpm’online, you can run a business process for a specific section record, e.g., a customer
onboarding process can be run for a specific account, contact details verification process can be run
for a specific contact, etc. Such a process, must be linked to the corresponding record via a process
parameter of the “Id” type.
Each record in bpm’online has a unique identifier (Id), i.e. a code that uniquely identifies each record in
the database. The Id of the needed record can be passed to a process parameter automatically, which
in turn will enable you to work with that record as part of the process flow.

NOTE
More information on identifying records by Id is available in the “Working with data” article.

For example, you can create a simple call scheduling business process (“Call a client”) and run it for
individual records in the [Contacts] section (Fig. 227). This involves three general steps:

1. Create a unique Id parameter
2. Map the parameter to process elements
3. Add the business process to a section

When you select a record in the section and run the process, the process parameter value will be
populated with the unique identifier of the selected record. 
Any element that needs to work with that record can obtain its Id from the process parameter
afterwards.
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Fig. 227 Simple task scheduling process

CREATE A UNIQUE ID PARAMETER
To create a process parameter that will store the unique Id of a record:

1. Open the process in the Process Designer.
2. In the process properties area, go to the [Parameters] tab.
3. Click [Add parameter] and select [Other] > [Unique identifier] (Fig. 228). This parameter will

store the Id of the record for each instance of this business process.

Fig. 228 Adding an Id parameter to the process

4. You can change the [Title] field to make the parameter more recognizable. The [Code] field
will be populated automatically (Fig. 229).
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Fig. 229 Parameter properties area

5. Click [Save] in the parameter properties area.
6. Save the process.

MAP THE PARAMETER TO PROCESS ELEMENTS
The new process parameter can now be used to connect the necessary process elements to the
section record for which the process was started. For example, you can connect the [Perform task]
element to the contact record for which the process was run, and automatically populate the [Contact]
field in the created task.
To map an element parameters, select the element on the diagram and make the changes in the
element setup area (Fig. 230):
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Fig. 230 [Perform task] process element parameters

1. Click the  button next to the field of the parameter, which must be mapped to a process
parameter and select [Process parameter] from the menu (Fig. 231). For example, if the process
is run for a contact record, click the [Contact] field.
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Fig. 231 Selecting the process parameter

2. In the window that appears, click [Process parameters].
3. In the list of the process parameters, select the one that stores the needed value (Fig. 232). For

example, you can map the [Contact] parameter of a [Perform task] element to the process
parameter that stores the Id of the contact record. As a result, when the process is executed,
the [Contact] field of the created task will be populated with the contact whose Id was stored in
the process parameter.

Fig. 232 Parameter selection window

4. Save the process.
As a result, whenever the process is run, the value of the element parameter will be populated
automatically from the corresponding process parameter. For example, the contact in the [Connected
to] block in the task will be populated from the [Contact] parameter of the process.

ADD THE BUSINESS PROCESS TO A SECTION
You can add business processes to any section using the section wizard. For example, you can add the
“Call a client” process to the [Contacts] section to be run for specific contacts.
To do this:

1. Open the needed section and access the section wizard from the [View] menu.

2. Open the [Business processes] tab, and click the  button next to the [Run business process
from section] field (Fig. 233).
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Fig. 233 Adding a process to a section

3. In the window that appears, populate the following fields (Fig. 234):

Fig. 234 Business process launch settings

• [Which process to run?] – select the process to run for section records. For example, you can
select the “Call a client” process.

• Select the “For selected record” option to run the process for individual records in the section.
• In the [Process parameter where the record is passed] field, specify the process parameter, that

will store the record Id. This must be a parameter of the “Id” type, such as the “Record Id
parameter created earlier.

• Save the changes.
As a result, a new “Run process” button will appear in the section list (Fig. 235) and on record pages of
the section. Clicking this button will enable you to run processes for records of this section.
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Fig. 235 “Run a process” button

For example, running the “Call a client” process created in the previous step will automatically create a
task in your calendar and connect it to the contact record for which the process was run.

SEE ALSO
• Process parameters
• Formulas

HOW TO PASS PARAMETERS BETWEEN PROCESS ELEMENTS
Process element parameters determine the behavior of process elements. For example, the [Preform
task] element contains such parameters as [Subject], [Owner], [Duration], etc., which determine the
properties of the “Task” activity that the element creates.
You can assign parameter values manually or map them to other process or element parameters. For
example, while scheduling a kick-off call with new contacts, you can pass the Id of the contact record
created earlier in the process flow to the [Contact] parameter of a subsequent [Perform task] element.
As a result, the “Task” activity will be connected to that contact (Fig. 236).

Fig. 236 Simple task scheduling process

To do this, you need to:
1. Select the element, to which the parameter value will be passed. For example, to pass the

contact to the [Perform task] element, select it on the diagram.

2. In the element setup area, click the  button next to the field of the parameter, which must
be populated with the value from another element, and select [Process parameter] from the
menu (Fig. 237). For example, click the [Contact] field in the [Perform task] element.
bpm’online BPMS 245



User guide
Fig. 237 Opening the parameter selection window

3. In the window that appears, click [Process elements].
4. Select an element which contains the necessary parameter (1). In the list of element parameters

(2), select the parameter whose value must be obtained. In this case, Id of the contact will be
saved in the [Record Id] parameter of the [Open edit page] element (Fig. 238).

Fig. 238 Selecting the Id parameter

5. Save the process.
As a result, whenever the process is run, the value of the element parameter will be populated
automatically from the corresponding parameter of a different element. For example, the [Contact]
parameter of the [Perform task] element will be populated with the contact, which was created when
the [Open edit page] element was executed.

SEE ALSO
• Process parameters
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Formulas

HOW TO PASS PARAMETERS BETWEEN BUSINESS PROCESSES
Bpm’online business processes can exchange information with each other using process parameters.
Such exchange is possible between a sub-process and corresponding parent processes only.
Parameters of the subordinate process become parameters of the corresponding [Sub-process]
element of the parent process. When you populate the [Which process to run?] field of the [Sub-
process] element, its setup area displays the parameters of the selected process (Fig. 239) The values
of these fields can then be populated with static values or mapped to other parameters from the
parent process. Likewise, parameters of the parent process and its elements can be mapped to
parameters of the [Sub-process] element.

Fig. 239 An example of process parameters displayed in the setup area of the [Sub-process] element

For example, a process for job applicant review includes a sub-process, during which the applicant is
reviewed by the company management. You can pass the contact’s Id to the sub-process using the
[Lookup] process parameter (Fig. 240).
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Fig. 240 Mapping sub-process parameters

To transfer parameter values between a sub-process and its parent process:
1. Add corresponding parameter(s) to the sub-process.
2. Map the parameters of the parent process and/or its elements to the parameters of the [Sub-

process] element.
Adding a parameter to the sub-process
To add a parameter to the business process:

1. Open the sub-process in the Process Designer.
2. In the process setup area, go to the [Parameters] tab.
3. Click [Add parameter] and select its type. For example, if you need to pass a specific record as

parameter value, you would need a [Lookup] type parameter.

NOTE
The record will be passed to this process, therefore this parameter will be populated with a value from 
the parent process. The setup of the parent process is described below.

4. Populate the [Title] and [Code] fields so that you can easily identify this parameter in the
future, e.g., when mapping its values.

5. For a lookup parameter you need to specify the object whose records can be used to populate
this parameter. In the [Lookup] field, select the object whose records will be used to populate
parameter values. For example, if your parameter is supposed to link a process to a contact
record, select the “Contact” (Fig. 241).
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Fig. 241 Setting up a process parameter of the “Lookup” type

6. Save the parameter and the process.
Once the lookup parameter is added to the business process, it has to be mapped in the parent
process.
Mapping parameter values of parent process to parameters of a sub-process
To map the parent process parameter:

1. Add a [Sub-process] element to the process diagram (Fig. 242):

Fig. 242 Sub-process on the diagram

2. In the [Which process to run] field, select the subordinate process, which will be run as part of
the current process. For example, in the “Onboarding” process, add sub-process element and
select the “CEO review” process as the sub-process.
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As a result, the parameters of the selected process will appear in the setup area of the [Sub-
process] element. For example, the [Contact] parameter will appear once you select the “CEO
review” process (Fig. 243).

Fig. 243 “CEO review” sub-process element parameters

3. In the [Process parameters] area, click the  button next to the parameter to map (Fig. 244).

Fig. 244 Selecting the parameter to map

4. In the window that appears, select the element that contains the needed parameter. For
example, if the parent process is triggered by an object signal and you need to map the
parameter to the record that triggered it, select the corresponding signal element (Fig. 245).
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Fig. 245 Selecting the element that contains the needed parameter

5. A list of the element parameters will appear to the right. Select the parameter that contains the
needed value. For example, if you are mapping a lookup parameter to an object signal, select
the [Unique identifier of record] parameter (Fig. 246).

Fig. 246 Mapping the parameter to the child process

6. Save the process
As a result, whenever the sub-process is executed, its parameters will obtain values from the parent
process. For example, the contact that triggered the start of the parent “Onboarding” process will be
passed to the child “CEO review” process.

SEE ALSO
• Process parameters
• Formulas
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HOW TO WORK WITH DATA
CONTENTS

• How to read data from the record that triggered the process
• How to read data from a record that matches certain criteria
• How to read the data of the record being processed
• How to read the data of a record from another object
• How to calculate sum, minimum, maximum and average of several records
• How to calculate the number of records that match a condition
• How to read data from multiple records (collection)
• How to add a single record
• How to add multiple records
• How to modify multiple records that match a condition
• How to modify specific record
• How to delete all records that match a condition
• How to delete specific record

SEE ALSO
• Process parameters

HOW TO READ DATA FROM THE RECORD THAT TRIGGERED THE 
PROCESS
If a business process is run by a [Signal] start event, it will store the Id of the corresponding record in its
outgoing parameter (Fig. 247).

Fig. 247 Getting the Id of the record that triggered the signal

For example, if a process is set to run every time an activity is added, you will be able to access the id
of the added activity.
To use the data (i.e., a field value) of the record further down the process, you need to obtain its field
values using the [Read data] element. For example if the process was triggered by adding a new
activity, you will know which activity is that, but will not be able to access that activity data, such as
subject or assignee, unless you “read” them.
To fetch the data from the record that triggered the process, add the [Read data] element on the
diagram (Fig. 248) and set up its properties (Fig. 249):
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Fig. 248 Reading the data of the record that triggered the business process

Fig. 249 Specifying the record in the [Read data] element

1. In the [Which data read mode to use?] field, select “Read the first record in the selection”.
2. In the [Which object to read data from?] field, select the object whose record triggered the

process start signal event. For example, if the start signal event is set up so that the process
starts whenever a new activity is added, select the “Activity” object.

3. Set up the following filter by the Id column and the value of the [Unique identifier of record]
parameter of the start signal event:

a. Click [add] and select the [Id] column.
b. Click <?> and select [Compare with parameter] option in the menu.
c. In the opened [Parameter value] window, select the [Unique identifier of record]

parameter of the start signal event (Fig. 250).
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Fig. 250 Getting the Id of the record that triggered the signal

4. There is no need to set up record sorting in the [How to sort records?] block, since only one
record will match a filter by Id.

5. Specify the columns whose values must be fetched:
a. Select “Read data from all columns” to read values of all columns of the record.
b. Select “Read data from selected columns only” (Fig. 251), then click [+ Add column] and

select the columns whose values you are going to use further down the process.

Fig. 251 Reading data from specific columns

NOTE
We recommend limiting the number of columns to read data from, as reading too many columns will 
affect the process performance.

As a result, the added [Read data] element will obtain the values of the specified columns for the
record whose Id matches the Id of the record that triggered the process. The column data will be
passed to the outgoing parameters of the [Read data] element.

SEE ALSO
• [Read data] process element
• [Signal] start event
• Process parameters

HOW TO READ DATA FROM A RECORD THAT MATCHES CERTAIN 
CRITERIA
If the Id of the needed record is unavailable, you can filter and sort records, then read the data from
the first record in the resulting list. For example, you can read data of the latest completed “Call”
activity.
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To read data of a specific record, populate the fields of the [Read data] element the following way
(Fig. 252):

Fig. 252 Example of [Read data] element settings for reading the first record in selection

1. In the [Which data read mode to use?] field, select “Read the first record in the selection”.
2. In the [Which object to read data from?] field, select the object that contains the needed

record. For example, to read activity data, select the “Activity” object.
3. Set up the filter. To specify static filter values, select the [Compare with value] option. For

example, to select completed calls, you need to filter the activities by the [Type] and [Status]
columns, as shown on Fig. 252.

4. Set up record sorting: select a column to sort records by and select the sorting mode
(“Ascending“ or “Descending“), so that the needed record is the first in the list of filtered
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records. For example, to obtain latest activity, sort records by the [Due] column in descending
order (i.e., later “larger” dates are on top).

5. Specify the columns whose values must be fetched:
a. Select “Read data from all columns” to read values of all columns of the record.
b. Select “Read data from selected columns only” (Fig. 251), then click [+ Add column] and

select the columns whose values you are going to use later, down the process.

Fig. 253 Reading data from specific columns

NOTE
We recommend limiting the number of columns to read data from, as reading too many columns will 
affect process performance.

As a result, the added [Read data] element will get a list of records that match the filter, sort them in
the specified order and obtain the values of the needed columns for the first record in the list. The
column data will be passed to the outgoing parameters of the [Read data] element.

SEE ALSO
• [Read data] process element
• Process parameters

HOW TO READ THE DATA OF THE RECORD BEING PROCESSED
Some business processes are designed to run by a chosen record in a specific section. For example,
you can run a “Meeting with customer” process for a specific customer account. These processes are
available in the [Run process] menu in the list and on the record page of the corresponding section
(Fig. 254).

Fig. 254 An example of the customized [Run process] menu in the [Accounts] section
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To set up such a process, add a separate process parameter (Fig. 255) where bpm’online will
automatically pass the record Id (e.g., the account for which the process is run).

Fig. 255 Example of a process parameter that stores a section record

Later down the process flow, you can always obtain the record Id from that process parameter. For
more information on setting up record-based processes, please see the “Designing processes that run
by section records” article.
To read a record that has its Id stored in a process parameter, add a [Read data] element on the
process diagram and populate its setup area (Fig. 256):
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Fig. 256 Mapping a [Read data] element to a process parameter

1. In the [Which data read mode to use?] field, select “Read the first record in the selection”.
2. In the [Which object to read data from?] field, select the object, which contains the records of

the needed type. For example, if the process is run by an account record, select the “Account”
object.

3. Set up the following filter by the Id column and the parameter that stores the record by which
the process was run:

a. Click [Add] and select the [Id] column.
b. Click <?> and select [Compare with parameter] option in the menu.
c. In the opened [Select parameter] window, click [Process parameters] and select the

parameter that contains the needed record (Fig. 257).
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Fig. 257 Getting the Id of the record by which the process was run

4. There is no need to set up record sorting in the [How to sort records?] block, since only one
record will match a filter by Id.

5. Specify the columns whose values must be fetched:
a. Select “Read data from all columns” to read values of all columns of the record.
b. Select “Read data from selected columns only”, then click [+ Add column] and select

the columns whose values you are going to use later, down the process.
More information on setting up section business processes using the Section wizard is available in a
separate article.

SEE ALSO
• [Read data] process element
• Process parameters

HOW TO READ THE DATA OF A RECORD FROM ANOTHER OBJECT
When a [Read data] element reads a lookup column (e.g., a [Primary contact] field of an account), it
obtains the Id of the corresponding lookup record. To obtain the actual values of the record, selected
in the lookup column, it must be read separately.
To read the data from a linked record, you will need to use 2 [Read data] elements (Fig. 258): 

Fig. 258 Reading account data and then the account’s primary contact data

• First [Read data] element reads the data of the parent record, namely the lookup column that
references the linked record.

• Second [Read data] element obtains the Id of the linked record from the first element an then
reads the linked record itself.

Make sure that the corresponding lookup column is added to the list of read columns in the first [Read
data] element (Fig. 259).
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Fig. 259 Reading the value of the lookup column that references the needed linked record

Set up the second [Read data] element:
1. In the [Which data read mode to use?] field, select “Read the first record in the selection”.
2. In the [Which object to read data from?] field, select the object that contains the needed

record. For example, to read contact data, select the “Contact” object.
3. Set up the filter by Id:

a. Add the [Id] column to the filter and select [Compare with parameter].
b. In the [Select parameter] window, select the [Read data] element that obtained

information about the record with the lookup column. For example, if you need to read
data of the account’s contact, select the [Read data] element that obtained information
from the account record.

c. In the right area of the [Select parameter] window, select the first [Read data] element,
and then the lookup parameter, where the needed record from the linked object is
selected (Fig. 260). For example, if you need to read data of the account’s contact,
select the [Primary contact] column.

Fig. 260 Selecting the Id of the linked record

4. Specify the columns of the linked record, whose values must be fetched, or select “All columns“
to fetch all data.

NOTE
We recommend limiting the number of columns to read data from, as reading too many columns will 
affect process performance.

SEE ALSO
• [Read data] process element
• Process parameters
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HOW TO CALCULATE SUM, MINIMUM, MAXIMUM AND AVERAGE OF 
SEVERAL RECORDS
Use the “Calculate function“ mode of the [Read data] element for calculating various functions using
the data from the records that match a filter. You can calculate the sum of values in a specific column
for a number of records, as well as determine minimum, maximum or average value of a specific
column. For example, you can calculate the total duration of activities of a specific employee for today.
To calculate a function, add the [Read data] element on the diagram and set up its properties
(Fig. 261):

Fig. 261 The [Read data] element setup area in the “Calculate function” mode

1. In the [Which data read mode to use?] field, select “Calculate function“.
2. In the [Which object to read data from?] field, select the object (section, detail or lookup). For

example, to calculate the duration of activities, select the “Activity“ object.
3. In the [Function] field, select the function to use for calculation. For example, to calculate the

total duration of activities, select “Sum”.
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4. In the [By column] field, select the column by which the value must be calculated. For example,
to calculate the total duration of activities, select the “Duration (minutes)” column. Only the
columns that are compatible with the selected function will be available for selection.

5. In the [How to filter records?] block, specify filter conditions for record selection. The function
will be calculated only for the columns that match the filter. For example, to calculate the
functions only for the current user’s activities that are due today, set up the filter as shown on
Fig. 261.

As a result, when the process is run, bpm’online will access the data of the specified object, get a list of
records that match the filter, and calculate the specified function by the values of the specified column.
The resulting value will be passed in the outgoing parameter of the [Read data] element.

SEE ALSO
• [Read data] process element
• Process parameters

HOW TO CALCULATE THE NUMBER OF RECORDS THAT MATCH A 
CONDITION
Use the “Calculate the number of records“ mode of the [Read data] element for determining the
number of records that match specific filer conditions. This is usually used for determining whether
specific records exist (i.e., the number of records is not “0”), or whether the number of records reaches
specific threshold. For example, you can calculate the number of calls an employee has scheduled for
today.
To calculate the number of records, add the [Read data] element on the diagram and set up its
properties. Below is an example of calculating the number of records (Fig. 263).
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Fig. 262 The [Read data] element setup area in the ”Calculate the number of records” mode

1. In the [Which data read mode to use?] field, select “Calculate the number of records“.
2. In the [Which object to read data from?] field, select the object (section, detail or lookup)

whose records to calculate. For example, to calculate the number of activities, select the
“Activity“ object.

3. In the [How to filter records?] block, specify filter conditions for record selection. The [Read
data] element will calculate only the number of records that match the filter. For example, to
calculate the number of the current user’s activities that are due today, set up the filter as
shown on Fig. 261.

As a result, when the process is run, bpm’online will access the data of the specified object, get a list of
records that match the filter, and calculate the number of records in the list. The resulting value will be
passed in the outgoing parameter of the [Read data] element.

SEE ALSO
• [Read data] process element
• Process parameters

HOW TO READ DATA FROM MULTIPLE RECORDS (COLLECTION)
In the “Read collection of records” mode, the [Read data] element can obtain field values from several
records. For example, you can read the names of all contacts of a specific account.
To read a collection of records, add the [Read data] element on the diagram and set up its properties:
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Fig. 263 Example of [Read data] element settings for reading a collection of records

1. In the [Which data read mode to use?] field, select “Read collection of records”.
2. In the [Which object to read data from?] field, select the object that contains the needed

record. For example, to read contact data, select the “Contact” object.
3. Set up the filter. For example, to read all contacts of a specific account, set up a filter by the

[Account] column (Account = ...) and use the [Compare with value] option to select a specific
account, or use the [Compare with parameter] option to map the filter value to the value of a
process or a process element parameter.

4. Specify the limit the number of records in the resulting collection by populating the [Read first
... records] field. If you need to select all records that match the filter, specify the number larger
than maximum possible records.

NOTE
Reading more than 5000 records may cause performance issues.
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5. If necessary, set up sorting in the [How to sort records?] block. Note that the process will read
data from the first records in the list according to sorting rules.

6. Specify the columns whose values must be fetched:
a. Select “Read data from all columns” to read values of all columns of the record.
b. Select “Read data from selected columns only” (Fig. 264), then click [+ Add column]

and select the columns whose values you are going to use further down the process.

Fig. 264 Reading data from specific columns

NOTE
We recommend limiting the number of columns to read data from, as reading too many columns will 
affect process performance.

As a result, the [Read data] element will obtain the data of the specified columns for all records that
match the filter and fit within the [Read first ... records] limit and pass their values to an outgoing
parameter of the “collection” type.
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Fig. 265 An example of outgoing [Collection of records] parameter of the collection type

NOTE
The complete list of element’s parameters is available on the [Parameters] tab in the [Advanced] mode. 
Read more >>>

SEE ALSO
• [Read data] process element
• Process parameters

HOW TO ADD A SINGLE RECORD
You can add a new record to an object using the [Add data] element in the “Add one record” mode.
For example, you can add current user as a participant of an activity that triggered the process.
To add a single record, populate the fields of the [Add data] element in the following way (Fig. 266):
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Fig. 266  The [Add data] element setup page in the [Add one record] mode

1. Select an object to which the records will be added. For example, to add a record on the
[Participants] detail of an activity page, you need to select the [Activity participant] object.

2. In the [What is the data adding mode?] field, select “Add one record”.
3. In the [Which column values to set?] field, add the columns that must be populated for the new

record:
a. Click [+ Add field] and choose an object column from the list. A new field will be added

in the [Which column values to set?] block. For example, when adding activity
participants, you need to specify the activity and the participating contact.

b. Click the  icon in the field and populate its value using standard functions of the
Process Designer. For example, when adding an activity participant, add an [Activity]
column and map it to a parameter that contains the Id of the needed activity, then add
a [Participant] column and populate it with the needed contact (to specify the contact
of the user who runs the process, click  and select [Current user contact]).

As a result a new record will be added to the specified object. The record columns will be populated
according to the settings in the [Which column values to set?] block. The other columns of the new
record will be populated with default values or remain empty.

SEE ALSO
• [Add data] process element
• Process parameters
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HOW TO ADD MULTIPLE RECORDS
You can add multiple records to an object using the [Add data] element in the “Add selection” mode.
For example, you can add activity participants based on the contacts who live in Boston. In this case,
“Activity participant” will be the target object and “Contact” – reference object.
The added records will be based on a “selection”, which is a list of filtered records from another object.
For example, you can add records to the [Participants] detail based on the selection from the “Contact”
object (i.e., a list of filtered contacts). A filter by the [City] field will select all contacts who live in Boston,
and an activity participant will be added based on each contact that matches filter.
The column values from the selection can be passed to the added records. For example, the records in
the “Activity participant” object must be linked to the corresponding contacts. When adding activity
participants, you can populate the contact fields of the new records with the values from the
corresponding contacts in the selection.
To add a single record, populate the fields of the [Add data] element the following way (Fig. 267):

Fig. 267 The [Add data] element setup page in [Add multiple records] mode
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1. Select an object to which the records will be added. For example, to add records on the
[Participants] detail of an activity page, you need to select the [Activity participant] object.

2. In the [What is the data addition mode?] field, select “Add selection”.
3. In the [Selection from an object] field, select the object whose data will be used in the new

records. For example, we need to add activity participants based on the contacts who live in
Boston. Hence, a selection from the “Contact” object is required.

4. Specify filter for the selection. If the filter is not applied, then bpm’online will assume that the
selection contains all records from the object specified in the [Selection from an object] field.
For example, to get a list of contacts who live in Boston, apply a filter by the [City] column as
shown on Fig. 267.

5. In the [Which column values to set?] field, add the columns that must be populated for the new
records:

a. Click [+ Add field] and choose an object column from the list. A new field will be added
in the [Which column values to set?] block. For example, when adding activity
participants, you need to specify the activity and the participating contact.

b. Click the  icon in the field and populate it using standard functions of the Process
Designer. For example, when adding an activity participant, add an [Activity] column
and map it to a parameter that contains the Id of the needed activity, then add a
[Participant] column and populate it with the contact Id from the selection (Fig. 268).

Fig. 268 Mapping the value of the new record to a column from the selection

As a result, for each record from the selection, a new record will be added to the specified object. The
record columns will be populated according to the settings in the [Which column values to set?] block.
The other columns of the new record will be populated with default values or remain empty. For
example, for each contact who lives in Boston, a new activity participant will be added. For each added
record, the [Activity] field will be populated with the needed activity, and the [Participant] field (which is
a lookup field based on the “Contact” object) will be populated with the corresponding contact from
the selection.

SEE ALSO
• [Add data] process element
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• Process parameters

HOW TO MODIFY MULTIPLE RECORDS THAT MATCH A CONDITION
You can modify several existing records using the [Modify data] element. For example, you can change
the status of all overdue activities to “Canceled”.
To modify records, populate the fields of the [Modify data] element in the following way (Fig. 269).

Fig. 269 Modifying all records that match a filter

1. In the [Which object data to modify?] field, select the object whose records must be modified.
For example, to change the status of activities, select the “Activity” object.

2. In the [Modify all records that match condition] block, set up a filter. All records that match the
filter will be modified. For example, to modify all overdue activities, set up a filter by the [Due]
column as shown on (Fig. 269).

3. In the [Which column values to set for modified records?] block, set up a list of columns whose
values must be modified:

4. Click [+ Add field] and select a field from the list. A new field will appear.
a. Click [+ Add field] and choose an object column from the list. A new field will be added

in the [Which column values to set for modified records?] block. For example, to
change the status of an activity, you need to modify the value in the [Status] field.
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b. Click the  icon in the field and populate it using standard functions of the Process
Designer. For example, to set the value in a lookup field to another specific value, select
[Lookup value] in the menu and choose the needed value from the list (Fig. 268).

As a result, the [Modify data] element will set the specified values to the corresponding fields for all
records that match the filter in the specified object. For example, it will change the value of the [Status]
field to “Canceled” for all activities that were due yesterday or earlier.

SEE ALSO
• [Modify data] process element
• Process parameters

HOW TO MODIFY SPECIFIC RECORD
To modify a specific record, you need to obtain its Id from a process or process element parameter. If
the Id of the needed record is available in the process, you can set up a filter by the [Id] column in the
[Modify data] element. For example, you can use the [Modify data] element to complete an activity
created earlier in the process flow.
To modify records, populate the fields of the [Modify data] element the following way (Fig. 270):

Fig. 270 Modifying a specific record

1. In the [Which object data to modify?] field, select the object whose records must be modified.
For example, to change the status of activities, select the “Activity” object.
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2. In the [Modify all records that match condition] block, set up a filter by the [Id] column. If the
corresponding Id is available in a process, you can obtain it from the corresponding process or
element parameter:

a. In the [Modify all records that match condition] block, click [+Add condition] and select
the [Id] column.

b. Click <?> and select [Compare with Parameter]. Select a process or element parameter
that contains the needed Id (Fig. 269). For example, if you need to modify an activity
created earlier in the process flow, select the corresponding [Perform task] element and
its [Task Id] parameter.

Fig. 271 Setting up a filter to modify a specific record

3. In the [Which column values to set for modified records?] block, set up a list of columns whose
values must be modified:

a. Click [+ Add field] and choose an object column from the list. A new field will be added
in the [Which column values to set for modified records?] block. For example, to
change the status of an activity, you need to modify the value in the [Status] field.

b. Click the  icon in the field and populate it using standard functions of the Process
Designer. For example, to set the value in a lookup field to another specific value, select
[Lookup value] in the menu an choose the needed value from the list ().

As a result, the [Modify data] element will set the specified values to the corresponding fields for all
records that match the filter. For example, it will change the value of the [Status] field to “Canceled” for
all activities that were due yesterday or earlier.

SEE ALSO
• [Modify data] process element
• Process parameters

HOW TO DELETE ALL RECORDS THAT MATCH A CONDITION
You can delete all records that match specific filter conditions. For example, you can delete all canceled
future activities.
To delete records that match a filter, populate the fields of the [Delete data] element the following way
(Fig. 272):
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Fig. 272 The [Delete data] element setup area

1. In the [Which object to delete data?] field, select an object whose records must be deleted. For
example, to delete activities, select the “Activity” object.

2. In the [Delete all records that match condition] area, specify filtering conditions for selecting a
list of records to delete. For example, to delete future canceled activities, set up a filter by the
[Start] and [Status] columns as shown on Fig. 272.

As a result, the [Delete data] element will delete all records that match the filter. For example, it will
delete all activities with the “Canceled” status and whose due date is tomorrow.

SEE ALSO
• [Delete data] process element
• Process parameters

HOW TO DELETE SPECIFIC RECORD
To delete a specific record, you need to get its Id, provided the Id is available in the process. For
example, you can delete a specific contact.
To delete records that match a filter, populate the fields of the [Delete data] element the following way
(Fig. 272):
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Fig. 273 The [Delete data] element setup area

1. In the [Which object to delete data?] field, select an object whose records must be deleted. For
example, to delete activities, select the “Activity” object.

2. In the [Delete all records that match condition] area, set up a filter by the [Id] column. If the
corresponding Id is available in a process, you can obtain the Id from the corresponding
process or element parameter:

a. In the [Delete all records that match condition] block, click [+Add condition] and select
the [Id] column.

b. Click <?> and select [Compare with Parameter]. Select a process or element parameter
that contains the needed Id (Fig. 274). For example, if you need to delete an activity
created earlier in the process flow, select the corresponding [Perform task] element and
its parameter [Task Id].

Fig. 274  Selecting filter conditions

As a result, the [Delete data] element will delete the record whose Id matches the Id in the filter. For
example, it will delete the activity that was created earlier in the process flow.

SEE ALSO
• [Delete data] process element
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• Process parameters
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HOW TO WORK WITH EMAILS
You can send emails during process execution. Depending on the presets, the system can:

• send emails manually – the user will see a new email page with pre-populated fields upon
reaching this step of the process; 

• send emails automatically – the process will send emails automatically. 
Use the [Send email] element to implement both manual and automatic emailing functions in your
business processes. 

NOTE
Be sure to set up email server integration to enable sending emails.

CONTENTS
• How to send an email during process execution
• How to use process parameters in the email body
• How to send emails automatically
• How to use email templates in business processes
• How to specify recipients or senders in the [Send email] element
• How to link emails to bpm’online records

HOW TO SEND AN EMAIL DURING PROCESS EXECUTION
Manual email sending is used if you need make changes (additions) to the email body or add
attachments to it. Let's take a look at sending emails manually as part of a meeting process workflow
(Fig. 275).

Fig. 275 Meeting appointment process

EXAMPLE
The customer must receive meeting notes after the meeting. The process must automatically
open a new email page, where the user must enter notes or attach them manually before
sending the message.

Place the [Send email] element of the [User actions] group on the business process diagram. Specify
the parameter values on the [Send email] element setup area (Fig. 276).
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Fig. 276 The [Send email] element setup area

1. To send a message from a corporate mailbox, select [Lookup value] in the [From] field. Select
the corporate mailbox account in the opened window. If the [From] field is left blank, the user
who runs the process will be required to specify the email address from which the email will be
sent in the [From] field on the edit page of the email message.

2. Specify the recipient's email address in the [To] field. Select [Contact] > [Process parameter] in
the parameter value menu. Specify the recipient's email address in the [To] field. Select [Process
parameter] in the [Contact] menu. Select the [Conduct meeting] element and its parameter –
[Account] (Fig. 307).
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Fig. 277  Selecting the recipient’s email address

3. If you need to send the meeting notes to several contacts, press the  button and add the
[Cc] and [Bcc] fields. Specify the necessary recipients in the fields.

4. Select “Custom message” in the [What is the message?] field. 
5. Type out the email contents. 

a. Click the  button in the email body area.
b. Create your email in the content designer.
c. Save the changes.

6. In the [Subject] field, enter “Meeting notes”.
7. Select “Send email manually” in the [How is the message sent?] field.
8. To open the email edit page for the person responsible for the task, select “Current user

contact” in the [Who is the sender?] field.
9. Tick the [Show page automatically] checkbox and the page will show up once the responsible

individual reaches this part of the process. If the checkbox is removed, the email will be saved
as a draft and will not be sent.

10. In the [Account] field, specify the account from the “Conduct meeting" activity. Click the field
and select [Process parameter] in the parameter value menu. Select the [Conduct meeting]
element and its parameter [Account]. The sent email will be displayed on the [History] tab of
the customer's account record.

As a result, a new email page will open, where you can enter needed changes and add the meeting
notes (Fig. 278).

NOTE
If you enabled automatic email signatures, a signature will be added to the email body.
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Fig. 278 Editing an email

HOW TO USE PROCESS PARAMETERS IN THE EMAIL BODY
While setting up the [Send Email] element, you can use process parameters to personalize custom
emails. This enables you to include specific information in the email body, such as the first name or the
phone number of a contact created as part of the process workflow (Fig. 279).

Fig. 279 First name and phone number parameters used in the email body

Parameters are displayed in the email body in the form of macros, i.e. a code that gets replaced with
information specific to each recipient. For example, the [#Read Data.First item of resulting
collection.Full name#] macro (Fig. 279) represents the [Full name] parameter of the [Read contact
data] element (Fig. 280). In the actual email this macro will be replaced with the first name of the
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contact created as part of the process workflow. Please refer to the following article to learn more
about macros.

NOTE
In the [Send Email] element, process parameters can only be used if “Custom message” is selected in 
the [What is the message?] field, i.e. you cannot use them in email templates created outside of the 
[Send Email] element.

Any process parameter of the “text”, “date/time”, “integer” and “boolean” types can be used to form
macros in a custom message. This enables you to use virtually any process parameter in the email
body. For example, you can create a “welcome” email (Fig. 280) for all new contacts added to
bpm’online, and get their full name and business phone as macros in the email body.

Fig. 280 Business process diagram

To add process parameters to a custom message:
1. On the process diagram, add the elements whose parameters you are going to need. To get

the field values of existing records, use the [Read Data] element. For example, read the data of
the created contact.
To get the name and the business phone of the created contact, use the start [Signal] start
event in connection with the [Read Data] element.

2. Add the [Send email] element and populate its [From] and [To] parameters.
3. In the [What is the message?] field of the [Send Email] element, select “Custom message”.

4. Hover your cursor and over the area under the [Subject] field and click  to open the
content designer.

5. Add the necessary blocks to the custom message. For example, add a “Text” block.

6. Click anywhere in the working area of the content designer, and click the  button on the
toolbar. (Fig. 281).

Fig. 281 Opening the parameter selection window in the content designer
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7. Select the necessary parameter in the selection window. In this case, add the “First name” and
the “Business phone” (Fig. 282) parameters of the [Read Data] element to add their values to
the email template body. The parameter will be placed at insertion point.

Fig. 282 Selecting a parameter to use as an email text macro

8. Save the changes in the content designer. 
9. Populate other fields in the [Send Email] element and save the process.

As a result, the process will send emails whose text will contain values of the corresponding
parameters. In this case, contact first name and the business phone will be dynamically received from
all created contacts in bpm’online.

SEE ALSO
• [Send email] process element
• [Signal] start event
• Working with data
• Formulas

HOW TO SEND EMAILS AUTOMATICALLY
While configuring a process with the [Send Email] element, you may choose to send emails
automatically whenever a record is added, modified or deleted in bpm’online. For example, each time
a new contact is created, bpm’online can send a “welcome email” to that contact (Fig. 283).

Fig. 283 “Welcome email” business process diagram

Use [Signal] start events to run business processes automatically, upon changes in bpm’online records.
Use the [Send email] element to send an email as part of a business process. If the email text must
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contain data from specific bpm’online records, such as the data of the added contact, use the [Read
data] element to obtain that data in the process.
To send emails on cue:

1. On the process diagram, add the start event:
a. Use the timer start event to trigger the sending email either once at a specified time, or

regularly with a specified frequency.
b. Use the signal start event to trigger the sending process on certain changes in

bpm’online, such as adding a new contact (Fig. 284). 

Fig. 284 [Signal] start event properties

In this case, the [Signal] start event is used to trigger the process once a contact is added to
bpm’online.

2. Add the [Send Email] element to the process diagram and populate its fields (Fig. 285).
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Fig. 285 [Send Email] element properties

In this case, you can map the [To] field to the [Id of created record] parameter of the [Signal]
start event, and send emails to the newly created contacts. To do this, hover over the [To] field

and click , then select [Contact] -> [Process parameter]. In the window that appears, select
the “Unique identifier of record” parameter of the [Signal] start event (Fig. 286). 
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Fig. 286 Mapping the [To] field to the Id of a contact record that triggered the [Signal] start event

3. Depending on the desired outcome choose one of the following options:
a. If you choose to send a message that uses process parameters or macros, add the

element that can get these values from the bpm’online database. 
b. If you choose to send an email that does not use macros or other process parameters,

simply connect the [Signal] element to the [Send Email] element.
For example, if you need the name and email address of the newly added contact, place the
[Read Data] element (Fig. 287) on the diagram and read the data of the contact who triggered
the process. The data will be recorded into the element’s outgoing parameters, which you can
then use as macros in the email body.
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Fig. 287 [Read Data] element properties

4. Save the process.
As a result, the email will be sent upon certain changes / user actions in bpm’online. In this case, all
newly added contacts will receive a “welcome” email.

SEE ALSO
• [Send email] process element
• [Signal] start event
• Working with data
• Formulas
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HOW TO USE EMAIL TEMPLATES IN BUSINESS PROCESSES
Bpm’online enables you to send emails based on the templates from the [Email templates] lookup as
part of a business process flow. In bpm’online, email templates are created using the content designer.
When designing a business process, you can select templates in the [Send Email] element. For
example, you can send a “Welcome on board” email template to all new employees at your company
(Fig. 288).

Fig. 288 “Welcome on board” process

 

NOTE
Objects and their connected objects are used to populate macros in email templates. If you are looking 
to use available process parameters in the email body, use a custom message option in the [What is 
the message?] field. More details are available in a separate article.

To send a template-based email as part of a business process:
1. Add the [Send Email] to the process diagram and populate its fields (Fig. 289).
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Fig. 289 [Send Email] element properties

a. Populate the [To] feild. In this case, you can map the [To] field to a parameter that
stores the “Id” of the added employee record, which you can obtain from the [Signal]
start event (Fig. 290).
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Fig. 290 [Signal] start event properties

To do this, hover over the [To] field and click , then select [Contact] -> [Process parameter].
In the window that appears, select the [Unique identifier of record] parameter of the [Signal]
start event (Fig. 291).

Fig. 291 Selecting the “Id” of the employee record

2. In the [What is the message?] field, select “Template message”.
3. Select a pre-configured template in [Template message] field. In this case, select a “Welcome

on board” template.
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4. Specify the record whose field values will be used as macros in the selected template in the
[Record for macros] field. The type of record depends on the object, specified in the [Macro
source] field on the email template edit page (Fig. 292).

Fig. 292 The [Macro source] field on the email template edit page

In this case, since the template uses the “Employee” object, specify the “Id” of the employee
record similarly to the [To] field.

5. Save the process.
As a result, an email template will be sent as part of a business process. In this case, a “Welcome on
board” email will be sent to all new employees after they are added in bpm’online.

SEE ALSO
• [Send email] process element
• [Signal] start event
• Content designer

HOW TO SPECIFY RECIPIENTS OR SENDERS IN THE [SEND EMAIL] 
ELEMENT
In the [Send Email] element, the values of the [From] and [To] fields are specified similarly to any other

element or process parameter. You can select any available value or process parameter by clicking 
in these fields. However, there are certain specifics when it comes to selecting senders and recipients
or using process parameters as values of these fields.

SELECTING THE EMAIL’S SENDER
The value of the [From] field is a mailbox. You can select any of the mailboxes synchronized with your
bpm’online application, i.e. any mailbox registered in bpm’online with login and password data. For
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example, you can set up a separate “Mailbox for sending registration confirmation letter” for sending
notifications as part of a business process, then select it in the [From] field (Fig. 293).

Fig. 293 Selecting a mailbox from the [Mailbox synchronization settings] lookup

NOTE
Email integration is required to work with emails in bpm’online. Please make sure that all users who 
start the process have access to the mailbox specified in the [From] field. Learn more about access 
rights in a corresponding article.

NOTE
Additionally, you can map any process parameter whose value is selected from the [Mailbox 
synchronization settings] lookup to the [From] field. Learn more about mapping parameters in the 
corresponding article.

SELECTING EMAIL RECIPIENTS
In the [To] field, you can specify recipients in any of the following ways:

• Type in the address manually. For example, “johnbest@gmail.com”. Note that you cannot
specify several addresses in one field this way. To add another recipient, click + and type in the
new address in the new field.

• Map another parameter of the “lookup” type, which uses [Account] or [Contact] lookup. To

do this, click  in the [To] field and select [Contact]/[Account] -> [Process parameter]. For
example, you can select a “Contact” parameter from a preceding [Activity] process element
(Fig. 294). The email of this contact will be pulled from its [Communication options] detail.
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Fig. 294 Selecting a contact from the [Activity] process element

• Select a specific account or contact.To do this, click  in the [To] field and select [Contact]/
[Account] -> [Lookup value], then select the needed account or contact from the list.

• Map a text parameter that contains an email address. For example, you can select a
manually created “Email” text parameter from the [Auto-generated page] process element
(Fig. 295). In this case, the parameter is populated manually by a user once the auto-generated
page opens, and can be used in the [To] field as a recipient’s email address.

Fig. 295 Selecting an email from the [Auto-generated page] process element

• Select system settings, whose values are email addresses (text), accounts or contacts. For
example, “Emails to connect our technical support”.
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• Select an account or contact email address of the user who runs the process. To do this,

click  in the [To] field and select [Contact]/[Account] ->“Current user account”/“Current user
contact”.

Depending on the selected option, the [Send Email] element will use the mailbox, specified in the
[From] field to send an email to the recipient(s) specified in the [To] field.

SEE ALSO
• [Send email] process element

HOW TO LINK EMAILS TO BPM’ONLINE RECORDS
In bpm’online, each email or draft created on execution of the [Send Email] element can be linked to
other bpm’online objects, meaning that an email can be linked to an account, contact, document, etc. 

NOTE
You can only link emails created manually in the [Send Email] element to other bpm’online objects.

By default, the emails are linked to account or contact, that was specified in the [To] field of the [Send
email] element. If you specify a contact record whose [Account] field is populated, the email will be
linked to the corresponding account as well.
For example, during a process of meeting with the client (Fig. 296) a “Meeting notes” email must be
sent after the meeting. In addition to the customer contact and account, which will be linked by
default, you can also link the email to the opportunity that the meeting was related to.

Fig. 296 “Meeting notes” business process

NOTE
The [Opportunities] section is available in bpm’online sales enterprise and sales team products.

To link an email to other bpm’online records:
1. Select the [Send Email] element on the diagram.

2. In the [Email connections] area, click  and select the type(s) of records that you need to link
to the sent email (Fig. 297). For example, to link the email to opportunity, select the
[Opportunity] field.
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Fig. 297 Selecting the record type

NOTE
The [Account] and [Contact] record fields are added by default.

3. Populate the field(s) in the [Email connections] block. You can link the email to a specific
record, or map the field to another parameter of the corresponding type. To do this:

a. In the [Email connections] field, click  next to the connected record type field, and
select [Process parameters] from the list.

b. In the opened window, select the needed parameter. For example, to connect the
“Meeting notes” email to the opportunity that was specified in the meeting activity,
select that activity in the [Process element] column, and its [Opportunity] parameter
(Fig. 298).

Fig. 298 Selecting the opportunity parameter of a process element
bpm’online BPMS 293



User guide
As a result, whenever an email is sent according to this process, the corresponding fields in the
[Connected to] field block of the email page will be populated automatically. Additionally, email links
will be displayed on the [Email] tab of the communication panel (Fig. 299).

Fig. 299 Email connected to an opportunity

SEE ALSO
• [Send email] process element
• Working with emails in bpm’online
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HOW TO INTERACT WITH USER INTERFACE AND PAGES
Using the business process elements, you can open a new or existing record for editing.

EXAMPLE
Create a business process that the user can use to register a new opportunity, add a contract
and then close the opportunity.

To add records in the system section, you can use the [Open edit page] element. To implement this
logic, you need to open a new opportunity page for the user to let them enter all the necessary
information. Then you will need to open a new order page and fill its fields with data from the
opportunity. Finally, the page of created opportunity must open so that the user can change the
opportunity stage.

CONTENTS
• How to open a new record page
• How to create a new connected record
• How to edit records
• How to manage completion conditions for the [Open record page] element

HOW TO OPEN A NEW RECORD PAGE
To create a new opportunity in the process workflow:

1. Create a new process and add the [Open edit page] element to it.
2. Populate the [Open edit page] element setup area (Fig. 300).
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Fig. 300  The [Open edit page] element setup page

a. Enter element caption.
b. In the [Which page to open?] field, select “Opportunity edit page“.
c. In the [Editing mode] field, select the “Add new record“ option.
d. To automatically populate the [Name] field on the opened new opportunity page, add

it to the [Which default values to set in the fields of new records?] block.
e. Populate the [Recommendation for filling page] and [Hint for user] fields.
f. Populate the [Hint for user] field to further describe actions to be performed by a user.
g. In the [When is the element considered complete?] field, select “Immediately after

saving the record“.
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3. Save the process.
As a result, when the process item is initiated, a new opportunity edit page will open (Fig. 301).

Fig. 301 A new opportunity page displayed as part of a process workflow

NEXT
• How to create a new connected record
• How to edit records
• How to manage completion conditions for the [Open record page] element

SEE ALSO
• [Open edit page] process element
• Getting started with Process Designer
• Elements and flows

HOW TO CREATE A NEW CONNECTED RECORD
As part of process workflow, you can add records to system sections using process element parameter
values.

EXAMPLE
After registering a new opportunity, the user must add an order for the opportunity. The fields
on the new order page must be populated with the opportunity data.

To set up default field values for a new order page:
1. Add the [Open edit page] element to the outgoing sequence flow of the “Add opportunity“

element (Fig. 302).

Fig. 302 Adding [Open edit page] element for order registration

2. Populate the [Open edit page] element setup area (Fig. 303).
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Fig. 303 Populating the element setup area

a. Enter element caption.
b. In the [Which page to open?] field, select “Order edit page“.
c. In the [Editing mode] field, select the “Add new record“ option.
d. In the [Which default values to set in the fields of new records?] click [Add field].
e. Select the [Opportunity] column (Fig. 304).
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Fig. 304 Selecting the [Opportunity] column to populate on a new page

f. In the parameter value menu, click [Process parameter] and select the [Create
opportunity] element as the source of the parameter value.

g. In the right area of the parameter value window, select [Record Id] (Fig. 305).

Fig. 305 Selecting a record id of an earlier created record

NOTE
Record Id (record identifier) is a unique code used to identify records in the database.

h. Click the [Select] button.
3. Save the process.

As a result, when this process item is executed, a new order record will be created. In the [Opportunity]
field of the order the needed opportunity will be specified.

NEXT
• How to edit records
• How to manage completion conditions for the [Open record page] element

SEE ALSO
• [Open edit page] process element
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• Process parameters
• Elements and flows

HOW TO EDIT RECORDS
You can open edit pages for existing records with the [Open edit page] element.

EXAMPLE
As part of the process workflow, the user must edit the opportunity that was created earlier.

Use the [Open edit page] element to open edit page of a specific record.
To open the opportunity edit page:

1. Add the [Open edit page] element to the outgoing sequence flow of the “Add order“ element
(Fig. 306).

Fig. 306 Sale process

2. Open the element setup area (Fig. 307):
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Fig. 307 Parameters on the element setup area for editing an existing record

a. Enter element caption.
b. In the [Which page to open?] field, select “Opportunity edit page“.
c. In the [Editing mode] field, select “Edit existing record“.
d. Click the [Record Id] field and select [Process parameter] in the parameter value menu.
e. In the parameter value window, select [Create opportunity].
f. In the right area of the parameter value window, select [Record Id] (Fig. 308).
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Fig. 308 Selecting a record id of an earlier created record

g. Click the [Select] button of the parameter value window.
3. Save the process.

As a result, the edit page of tie opportunity, which was created earlier by the “Add opportunity“
element will open.

NEXT
• How to manage completion conditions for the [Open record page] element

SEE ALSO
• Getting started with Process Designer
• [Open edit page] process element
• Process parameters

HOW TO MANAGE COMPLETION CONDITIONS FOR THE [OPEN 
RECORD PAGE] ELEMENT
In the opportunity business process covered in articles “How to open a new record page“, “How to
create a new connected record“ and “How to edit records“, the “Close opportunity” element will be
completed once the opportunity record is saved.

EXAMPLE
To complete the “Close opportunity” process step, the user must actually close the opportunity
by changing its stage to “Closed won” or “Closed lost”.

Use the [Open edit page] element to specify conditions for its completion.
To have the opportunity process (Fig. 309) end only if the opportunity is closed:

Fig. 309 Opportunity process
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1. Select the “Close opportunity” element on the process diagram.
2. On the element setup area, select the “If the record matches conditions” in the [When is the

element considered complete?] field.
3. Use filter to specify conditions that the opened record must meet for the element to be

completed. To complete the element if the opportunity is assigned certain stages, set up filter
by the [Stage] field (Fig. 310).

Fig. 310 Setting up item completion conditions

4. Save the process.

SEE ALSO
• [Open edit page] process element
• Process parameters
• Elements and flows

HOW USE DIALOG WINDOWS FOR PROCESS BRANCHING
Use the [User dialog] item if the user must directly choose which path the process should take.

EXAMPLE
Build a business process that will let the user decide whether to send meeting notes to the
customer. If the user decides to send the notes, the “Send notes” element is executed.
Otherwise the process must end after the meeting element is completed.

To add a [User dialog] element to branch a process depending on the answer given by the user
(Fig. 311):

Fig. 311 Meeting process

1. Add the [User dialog] element on the diagram after the “Conduct meeting” element (Fig. 312).
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Fig. 312 Adding a [User dialog] item on the business process diagram

2. Populate the [User dialog] element setup area (Fig. 313):

Fig. 313  [User dialog] element setup page

a. In the [What should the dialog text display?] field, specify the question that the user will
need to answer via this user dialog.

b. In the [What is the dialog mode?] field, select “User can choose one option”.
c. Add the answer options: “Yes, send meeting notes” and “No, do not send meeting

notes”.
d. Select the [Reply required] checkbox.
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3. Add a conditional flow from the [User dialog] element to the [Write email] element, ”Send
meeting notes”.

4. On the conditional flow setup page, select the [Yes, send meeting notes] checkbox (Fig. 314).

Fig. 314 Selecting a condition for a conditional flow

5. Add a conditional flow from the [User dialog] element to the process end event and select [No,
do not send meeting notes] checkbox on the conditional flow setup page (Fig. 315).

Fig. 315 Using a [User Dialog] item for process branching

6. Save the process.
As a result, the process flow will depend on the answer that the user selects in the dialog.
After the meeting task is completed, the user dialog page with the specified text will open (Fig. 316). If
the user selects [Yes, send meeting notes] option on that page, the new email window will open. If the
user selects [No, do not send meeting notes] option, the process will end.
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Fig. 316 Example of the user dialog page

SEE ALSO
• [Task] process element
• Conditional flow
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HOW TO MANAGE ACCESS PERMISSIONS
During a business process execution, various actions are performed with bpm’online records. These
actions can be fully automatic (system actions) or they can be performed with some form of input from
users (user actions).
When executing user actions as part of a business process, the access permissions of the
corresponding user still apply. For instance, a business process is supposed to open a record page for
a user that has no permission to view and edit the corresponding record. In this case, the user will not
be able to complete this process action and consequently – advance or even complete the business
process.
This must be taken into account when designing business processes. Usually, a user task requires 2
changes in access permissions:

• Before executing the user action, corresponding access permissions must be granted to the
corresponding user.

• After the user action is complete, the changes in access permissions must be reverted to
restore the permissions that the user had initially.

Use the [Change access rights] element to grant or deny access permissions automatically, as part of
business process flow. The element sets specified permissions for specific records for the specified
users. Read more >>>

EXAMPLE
Whenever an account owner changes, the new owner employee must be granted access to
view and edit the account record, while other employees must have only permission to view
this account.

Add the [Change access rights] on the process diagram (Fig. 317) and set up its properties (Fig. 318).

Fig. 317 Business process for changing access permissions for a new account owner
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Fig. 318 The [Change access rights] element setup area

1. In the [Which object to apply access rights to?] field, select "Account".
2. In the [Apply access rights to all records that match conditions], set up a filter to select the

needed records. For instance, to select the account that triggered the object signal that initiates
the process, set up a filter by the [Id] column: “Id = Account owner modified.Unique identifier
of record”. To do this:

a. In the filter area, click <Add condition> and select the [Id] column.
b. In the opened context menu, select [Compare with parameter].
c. In the opened parameter value window, select the [Account owner modified] element

and its parameter [Unique identifier of record].
3. In the [Which access rights to remove?] area, click [+] and add users and roles whose access

rights to the selected records must be removed. For instance, to limit access rights to all other
users, except for the record owner:

a. Select [For all roles and users] in the menu.
b. Select checkboxes for permissions that must be revoked. To leave only permission to

view the records, select  (edit) and  (delete) checkboxes.
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4. In the [Which access rights to add?] area, click [+] and specify who should be granted the
new permissions. For instance, to grant full access to the record for its new owner:

a. Select [For an employee] from the menu.
b. In the field that appears afterwards, specify the employee contact who will be granted

the permissions. You can select an employee contact from the [Contacts] lookup, or
map this field to a process or element parameter that already contains the needed
contact record. 
You can obtain the employee who was set as the new owner of an
account record by reading the data in the [Owner] column of the
corresponding account record. To do this, click the  button in the
[Employee] field and select [Process parameter] from the menu.
In the opened parameter value window, on the [Process elements] tab,
select the [Read account data] element and its [Owner] parameter.
Click “Select” to save the entered value.
Select operations to grant permissions for. To permit a user to view and
edit the records, select the  (read) and  (edit) checkboxes.

5. If necessary, click  and select [Permit with right to delegate] from the menu, so that the user
could grant same permissions for the record to other users (Fig. 319). 

Fig. 319 Granting permission with right to delegate

NOTE
To use parameters of other elements, make sure that you properly add and set up them in your 
business process. More information about using process parameters can be found in the “Process 
parameters” article.

As a result, the process will run whenever an owner of an account record is changed. All users, except
for the owner, will be denied permission to edit and delete the record, while the owner user will be
granted permissions to view and edit the record.

NEXT
• [Change access rights] process element
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HOW TO USE SUB-PROCESSES
Sub-processes can be used to run a process as a part of another process.

EXAMPLE
For example, a sale process (Fig. 320) can have a subordinate process for conducting a
meeting with a customer (Fig. 321). Designing a meeting process is covered in the “Branching
processes” chapter.

Fig. 320 Sale process

Fig. 321 Customer meeting process

CONTENTS
• How to add a new sub-process
• How to obtain a sub-process execution result
• How to use event sub-processes

SEE ALSO
• How to interact with user interface and pages
• Branching processes

HOW TO ADD A NEW SUB-PROCESS
Adding a meeting sub-process (Fig. 320) to the opportunity process.

1. Place the [Sub-process] element on the diagram after the “Add opportunity” element.
2. On the element setup area, in the [Process] field, select the process that must be run on

executing this element (Fig. 322).
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Fig. 322 Selecting a process to be run as a sub-process

3. Save the process.
As a result, when the parent opportunity process is run, the items preceding the sub-process will be
completed first, then the sub-process (meeting with client) will be started. After the sub-process is
completed, the parent process will continue (Fig. 323).

Fig. 323 Sale process with enabled meeting subprocess

To make the parent process execution depend on the subprocess result, add parameters that will be
used for creating outgoing conditional flows of the sub-process element. 

NEXT
• How to obtain a sub-process execution result
• How to use event sub-processes

SEE ALSO
• [Sub-process] element
• Exclusive gateway (OR)
• Conditional flow
• Branching processes

HOW TO OBTAIN A SUB-PROCESS EXECUTION RESULT
The parent process can pass parameter values to its sub-processes and get subprocess parameter
values. Corresponding custom parameters must be added both to the parent process and the sub-
process.
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EXAMPLE
If the meeting result is that the customer showed interest, then a new order must be created in
the parent process. If the customer is not interested, then the parent process must end.

NOTE
The procedure for adding an order via the [Open edit page] element is covered in the previous article. 
The order page settings are similar to the new document page.

To pass parameter values between the processes, first add corresponding custom parameters to both
processes.

CONTENTS
• How to add a parameter to a process
• How to obtain subprocess execution result

HOW TO ADD A PARAMETER TO A PROCESS
To add a parameter to the meeting process (Fig. 323):

1. Open the “Meeting with customer” process for editing and double-click on the working area of
the Process Designer.

NOTE
You can open the subprocess diagram from the [Sub-process] element setup area by clicking the 
button next to the [Process] field.

2. In the [Actions] menu of the Process Designer, select [Process parameters] command.
3. Click the [Add parameter] button and select the [Lookup] menu item. 
4. Specify the process parameter properties (Fig. 324).

Fig. 324  Process parameter properties

a. Enter the parameter name.
b. In the [Lookup] field, select the [Activity result] lookup.
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5. Specify the value source of the parameter.
a. Click the [Value] field and select [Process parameter] in the value menu.
b. Select the [Activity result] parameter of the [Call customer] element as a source of the

process parameter value (Fig. 325).

Fig. 325 Setting up process parameter value source

c. Click the [Select] button of the parameter value window.
6. Save the process parameter.
7. Save the process.

As a result, whenever the [Call customer] element is completed, its result will be passed to the process
parameter.

HOW TO OBTAIN SUBPROCESS EXECUTION RESULT
To specify conditions for the conditional flow that originated from the [Sub-process] element in the
parent process (Fig. 323):

1. Open the parent process where the end parameter of another sub-process should be handled.
2. Add conditional flow from the [Sub-process] element to the [Open edit page] element that

open a new document page.
3. Click the [Condition to move down the flow] field.
4. In the parameter value window, specify the condition for moving down the flow that compares

the sub-process resulting parameter with the expected value (Fig. 326).
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Fig. 326  Condition for a conditional flow

a. On the [Process elements] tab, select [Meeting with customer].
b. Select the [Conduct meeting] process parameter.
c. In the formula area, enter “==”.
d. On the [Lookup] tab, select [Result of activity] lookup from the dropdown list.
e. Select [Completed].

5. Save the changes in the parameter value window.
6. Add a default flow from the subprocess element to the end process event element (Fig. 327).

Fig. 327 The meeting sub-process on the parent process diagram

7. Save the process.

NEXT
• How to use event sub-processes

SEE ALSO
• Elements and flows
• Process parameters
• Conditional flow
• Default Flow
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• [Sub-process] element

HOW TO USE EVENT SUB-PROCESSES
You can set up business processes containing task combinations that can be repeated several times
during the process execution, when certain events occur. To arrange such task combinations in a
separate process flow, use the [Event sub-process] element in your diagram. 
For example, within a sale process, order information must be updated at every stage of negotiations
(Fig. 328). 

Fig. 328 Sale process containing an “Order modification” event sub-process

To set up a process containing an “Order modification” event sub-process:
1. Add a [Throw message] intermediate event to the process diagram after the corresponding

process action. Populate the [Which message to generate?] field with the message name that
will serve a trigger of your event sub-process, e.g. “UpdateOrder” (Fig. 329).

Fig. 329 Populating the [Which message to generate] field of the [Throw message] event in the 
current process

2. Add the [Event sub-process] element to the diagram and set up the elements on it (Fig. 330):
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Fig. 330 [Event sub-process] element

a. Add a [Message] start event in the [Event sub-process] area on the diagram, as the
initial event of your event sub-process. Make sure that the value in its [Which message
event should start the process?] field matches the value of the message generated by
the corresponding [Throw message] event (Fig. 331).

Fig. 331 Populating the [Which message event should start the process] field of the [Message] start 
event in the event sub-process area

b. Add sub-process actions, e.g., an [Open edit page] action that opens the order page
for the user and a [Send email] action, during which the user should notify all involved
parties that the order has been updated.

c. Connect the event sub-process elements with sequence flows.
3. Save the process.

NOTE
The event sub-process will be triggered each time the [Message] start event receives a corresponding 
message generated during the execution of the current process. Running event sub-process will not 
interrupt the execution of the current process: the event sub-process elements will be performed as 
regular process elements in the order defined by the user.

As a result, the event sub-process will launch each time the [Throw message] intermediate event of the
current process generates a corresponding message during the process execution. For example, an
order modification sub-process will run whenever an order modification message is received within the
process.

SEE ALSO
• [Event sub-process] element
• [Throw message] intermediate event
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• [Message] start event
• Content Designer
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END-TO-END USE CASES
This chapter contains complete step-by-step instructions on setting up your own end-to-end business
processes in bpm’online. You can also download additional ready-to-use business processes from the
bpm’online marketplace.

EXAMPLES OF MARKETPLACE BUSINESS PROCESS TEMPLATES
• Engaging dormant customers
• Granting new owner access rights to the account data
• Employee onboarding
• Feed notifications on account related events

STEP-BY-STEP GUIDES ON CREATING END-TO-END PROCESSES
• How to set up a case with approval
• How to use web service integration for updating currency exchange rates in the [Currencies] 

lookup
• How to notify employees by email when a lead has been received via a landing page
• How to notify an employee when he becomes an activity participant
• How to set up push notifications for mobile application users
• How to notify a user about a comment to his message in the feed
• How to reallocate rights to read and modify records if an owner is changed
• How to configure a document approval process
• How to set up custom email templates for approval notifications
• Using business processes to automate repeated tasks and using loops in the process flow

HOW TO SET UP A CASE WITH APPROVAL
EXAMPLE
This chapter covers step-by-step procedure of setting up a typical approval case: a leave
request in the [Documents] section.

• Each record with the “Approval” type is submitted for approval automatically, right after
a new record is saved.

• First, an HR employee must approve the request.
• Once approved by the HR, the request is submitted for approval by the corresponding

department manager.
• Approvers will receive email notifications that a new record awaits their approval. The

Employees who submit requests for approval shall receive email notifications about
approval results.

• If the approval has been denied by HR, the case transitions to the [Preparation] stage,
at which the employee must revise the request. If the approval has been denied by the
department manager, the case transitions to the [Canceled] stage.

• If the request is approved by the department manager, the case transitions to the
[Completed] stage.

• The [Completed] and [Canceled] stages are final. Set up the approval case as shown on
Fig. 332.
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ATTENTION
This is one of the many ways to set up an approval case. Not all fields and values used are available in 
the base bpm’online configuration. You can set up additional section fields in the Section wizard. Read 
more>>>
Before creating and configuring an approval business process, make sure that the [Enable approval in 
section] checkbox is selected for that section in the section wizard. Read more>>>

Fig. 332 Case for leave request approval

CASE FOR LEAVE REQUEST APPROVAL
Open the list of cases in the [Documents] section by clicking [Set up section cases] in the [View] menu
(Fig. 333). 

1. In the list of cases, select “Status” in the  [Which column to build the stages by?] field. As a
result, the case stages will be defined by the document status.

2. In the [Which column determines which case to use with a record?] field, select “Type”. As a
result, the case will apply only to documents of specific type (i.e., “Request”).

Fig. 333 Case list of the [Documents] section

Click the [New case] button to open the Case Designer. Here you will need to set up:
• Case parameters.
• Case sequence.
• Activities on each case stage.

Setting up case parameters
The case parameters are set up in the case setup area (Fig. 334).
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NOTE
Click  to open case properties.

1. Specify case title (i.e., “Request processing”).
2. Optionally, populate the [Description] field with additional information for anyone who may

edit this case.

3. In the [Use this case with records where:] area, click  and select “Request”. As a result, the
case will apply to all documents of the “Request” type.

ATTENTION
This is one of the many ways to set up an approval case. Not all fields and values used are available in 
the base bpm’online configuration. You can add document types to the [Document types] lookup. 
Working with lookups is covered in a separate article.

4. The [Section], [Stage column], [Code], [Package], [Active] and [Actual version] fields will be
populated automatically. For more information about case properties, see the “Case Designer
properties” article.
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Fig. 334 Case setup area

Setting up case stages
Use the stages panel to set up the case workflow. The lave request approval case will have 5 stages
that correspond to the values in the [Status] field in the [Documents] section. Use the  button to add
case stages: [Draft], [Approval], [Completed] and [Canceled]. Set up stage properties and steps to
complete at each stage. We will use the first stage as an example.

1. Click the first stage to open its setup area (Fig. 335).
2. Enter stage name.

3. Select the corresponding document stage in the [Stage value in the lookup]  field.  You can
add document stages directly from the Case Designer by typing in the new stage name. Be
sure to save the case each time you add a new lookup value this way.

4. All other case stages will be automatically added to the [Possible next stages] area. Remove all
stages from the list, except for the [Approval] and [Canceled] stages. 
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5. All other case stages will be automatically added to the [Possible previous stages] area.
Remove all stages, except for [Approval] from the list. If the approval is denied, the case will
transition back to the [Draft] stage.

6. In the [Automatic transition to next case stage] field, select “If required steps are completed”.
7. In the [Additional settings] area, select a color for this stage.
8. Leave the [Group with another stage] checkbox cleared. Grouped stages will display as one

for the case user. Clicking a grouped stage will open a menu with all stages in the group. Note
that this checkbox must be selected for the [Canceled] stage, which must be grouped with the
[Completed] stage.

Fig. 335 [Draft] case stage properties

Set up other stage properties in a similar way: [Approval] (Fig. 336), [Completed] (Fig. 337), Canceled
(Fig. 338) and [Archive] (Fig. 339).
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Fig. 336 The [Approval] stage parameters
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Fig. 337 The [Completed] stage parameters

NOTE
The [Completed] and [Canceled] stages are mutually exclusive, and are therefore grouped. The 
grouping is configured in the properties of the [Canceled] stage. In the setup area of the [Completed] 
stage, a  icon is displayed next to the [Group with another stage] checkbox. If you hover cursor over 
the icon, a tool tip will appear, indicating that the stage is already grouped. 
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Fig. 338 The [Canceled] stage parameters
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Fig. 339 The [Archive] stage parameters

Setting up case stage steps
Set up the steps of the [Draft] stage. To do this:

1. Click the  icon below the [Draft] stage in the Case Designer working area. Select [Open
edit page] element. As a result, the document page will open on the [Draft] stage.

2. Enter name of the new case element and press Enter. Click the added element to view its setup
area.

3. In the [Which page to open?]  field, select “Document“.
4. In the [Editing mode] field, select “Edit existing record“. [Record Id] field will display below.

5. In the [Record Id] field, click  and select “Main record column”. Choose the [Id] column. As a
result, the case will open the document record for which the case instance is run.
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6. In the [Who fills in the page?] field, the current user contact is specified by default. Click  to
change this value, if needed. 

7. In the [Recommendation for filling in the page] field, list the actions that the user must
perform on the opened document page, such as “Specify type of leave and exact dates”. This
text will be displayed on the new document page.

8. In the [Hint for user] field, enter additional information for the user. For example, you can use
this field to specify the maximum number of available vacation days or add a reminder to
adjust the vacation with the head of the department before filling in the request.

9. [When is the element considered complete?] – you can optionally select “If the record
matches conditions” to consider the case element complete when the record matches required
conditions (certain fields are filled, etc.). 

10. Otherwise, leave “Immediately after saving the record” in the [When is the element
considered complete?] field (Fig. 340). To do this:

a. Click the [Add condition] button and select the [Vocation type] column as required.
b. Select the [Number of vacation days] column as required.

Fig. 340 Setting up filter conditions

11. The “At the start of the stage” value will be displayed by default in the [When is the step
performed?] field. After the case transition to the [Draft] stage, the task for filling the
application will be created. The task will be displayed on the application page which is
processed by the case.

12. In the [Step type] field specify the step as required.
As a result, the settings for the case element will look like this (Fig. 341):
bpm’online BPMS 327



User guide
Fig. 341 Properties of the “Fill application” element

Set up the steps of the [Approval] stage.
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1. Add a new Approval case element on the Case Designer working area. Enter name of the new
case element (i.e., “HR approval”) and press Enter. Populate the case element parameters.

2. In the [When is the step performed?] field the “At the start of the stage” value will be
displayed by default.

3. In the [Step type] field specify the step as required.
4. The “Approval required” value will automatically display In the [Approval purpose] field. If

needed, modify the value in the [Approval purpose] field.
5. The value in the [Approval section] field should be “Documents” (the section, for which the

case is being set up). This will be set by default if approvals are enabled in the [Documents]
section. 

NOTE
If you cannot find the [Document] object in the list, the approval procedure might be disabled for the 
[Documents] section in the Section wizard. More information about approvals is available in a separate 
article.

6. The [Record Id] field will be set to the record for which the case is run.
7. In the [Approver] field, select “Role”.
8. In the [Role] field, select “Lookup value” option and choose the value that corresponds to the

HR department from the the “Roles (view)” lookup. All employees in the selected role will be
able to process this approval.

9. In the [Send email notification] area, configure automatic email notifications for the
approvers and the document owner employee.

a. Select the [Notify that approval is required] checkbox.

b. In the [Email template] field, click  and select an email template from the [Email
message template] lookup. 

c. Select the [Notify about the approval result] checkbox.

d. In the [Recipient] field, click the  button and select “Main record column” option. In
the opened [Select column] window, click [+] and select the [Owner] column. In the
appeared [Column] field, select the [Email] column of the document owner’s contact
record and click [Select]. The value in the [Recipient] field should now be “[#Main
record.Owner.Email#]”.

e. In the [Email template] field, click  and select an email template from the [Email
message template] lookup.

ATTENTION
Set up the mailbox for email notifications in the [Mailbox for sending email with information on 
approval] system setting. Access the system setting in the Process Designer by clicking the  button 
in the [Send email notification] area.

NOTE
Create email templates in the content designer, using the [Approvals in the Documents section] object. 
The approval objects are created automatically, when you select the [Enable approval in section] 
checkbox in the section wizard. For example, if you select the [Enable approval in section] checkbox in 
the [Documents] section wizard, a new object “Approvals in section Document” will be created. If the 
lookup of the [Enable approval in section] does not contain the template you need, click  in the 
right part of the field to add a new email template. The process of creating an email template is 
described in a separate article.
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10. Select the [Ignore errors on sending] checkbox.
11. In the [Change stage after element is completed] area, set the following condition: [If result]

– “Negative”; [Set stage to] – “Draft”. 

NOTE
There is no need to set stage transition for positive approval result in this case, as the case will need to 
proceed to the next step within the same stage.

As a result, the settings for the case element will look like this (Fig. 342):
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Fig. 342 “HR approval” case element setup area

1. Add another [Approval] element to the [Approval] stage. Enter name of the new case element
(i.e., “Manager’s approval”) and press Enter. The properties of this case element will be the
same as the ones of the “HR approval” element, with the exception of the values in the [When
is the step performed?], [Approver] and [Change stage after element is completed] properties.
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2. In the [When is the step performed?] field, select “After the previous step is complete”. 
3. In the [Perform after step] field, select “HR approval” (if the “HR approval” is the only

preceding element, it will be selected by default).
4. In the [Approver] field, select “Employee's manager”.

5. In the [Employee] field, click  and select “Main record column”. In the opened column
selection window, select the [Owner] column. As a result, whoever is specified as the manager
of the employee submitting a leave request, will have to approve it.

ATTENTION
Please note that not all mentioned objects, fields and values may be available by default in your 
bpm’online configuration. You can set up additional section fields in the Section wizard. Read 
more>>>

6. In the [Change stage after element is completed] area, set up the following stage transitions:
a. [If result] – “Negative”; [Set stage to] – “Canceled”. As a result, if the request is denied

by the employee’s manager, the case transitions to the [Canceled] stage.
b. Click  and add another condition: [If result] – “Positive”; [Set stage to] –

“Completed”. As a result, if the request is approved by the employee’s manager, the
case transitions to the [Completed] stage.

7. The remaining properties of the “Manager’s approval” case element match those of the “HR
approval” element.

As a result, the settings for the case element will look like this (Fig. 343):
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Fig. 343 “Manager’s approval” case element setup area
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At the [Completed] case stage, set up timer before the document status is changed to “Archive”.
1. Add a new [Subprocess] case element on the Case Designer working area on the [Completed]

stage. Enter the name as “Term of the application relevance” (Fig. 345).
2. In the [Which process to run?] field click the  button and select a business process of

transfer application to the archive. If the business process is disabled in the list, click the 
button to add it.
Diagram of the business process of transfer application to the archive is provided on the
Fig. 344.
The [Simple start event] and [Wait for timer] process elements – the process will start after 15
seconds after transition the case to the [Completed] stage.
The [Modify data] element will change the status of the completed to “Archive”.

Fig. 344 Business process diagram

To transfer the application by which the case is running, you should set up transfer of a main
record parameter from the case to the process. In our case, the main record is a document and
the parameter which getting is to be configured is the document ID. Perform configuration in
the Process Designer if the pass of the parameter is not set up. To do this:

a. Open the designer of the process of transfer application to the archive by clicking the
 button at the [Which process to run] field.

b. Double click on the designer workspace to display the edit page of the process
parameters.

c. Click the [Add parameter] button on the [Parameters] tab.
d. Select the “Lookup”  in the list of the parameter types and specify the “Document” value

in the [Lookup] field. 
e. Save the changes.

NOTE
The procedure of business process creation is described in a separate article.

3. Return to the Case Designer to the configuration of the “The term of the application relevance”
element properties. After you specify the process in the [Which process to run] field the
parameter described above will be displayed in the [Process parameters] area.
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4. The “At the start of the stage” value will be displayed by default in the [When is the step
performed?] field.

5. The “Optional step” will be displayed in the [Step type] field. You can make it required, if
necessary.

Fig. 345 “The term of the application relevance” element properties

Save all changes made in the Case Designer. 

CASE EXECUTION
As a result, all documents of the “Request” type will be processed according to the “Leave of absence
approval” case (Fig. 346). As soon as an employee who created a request clicks the [Approval] stage,
the document is submitted for approval to HR. If HR denies the approval, the document status is set
back to “Draft”. If HR approves the document, it is submitted for employee's manager approval. If the
manager denies the approval, the document status is set to “Canceled”. If the manager approves the
request, the document status is set to “Completed”.
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Fig. 346 Case for leave request approval

SEE ALSO
• Case properties
• Case Designer elements reference

HOW TO USE WEB SERVICE INTEGRATION FOR UPDATING CURRENCY 
EXCHANGE RATES IN THE [CURRENCIES] LOOKUP
Bpm’online uses a special business process element to call web services and parse their response.

EXAMPLE
Create a business process that will obtain currency exchange rates from the http://api.fixer.io/
web service and update exchange rates on the [Currency rate] detail of the [Currencies]
lookup.

ATTENTION
Detailed instructions on setting up integration with the “http://fixer.io/” web service are available in a 
separate article. Read more >>>

Business process diagram (Fig. 347) elements:
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End-to-end use cases
Fig. 347 The “Update currency exchange rates” process 

1. Business process custom parameter: “Base currency”, which contains the current value of the
[Base currency] system setting.

2. Timer start event: “Start every night” – the process starts daily, at the specified time.
3. Read data system action: “Read base currency” – the process obtains the current base currency

name.
4. Call web service system action: “Get currency exchange rate from the Fixer web service” – the

process calls web service request method “latest” to obtain exchange rates for the current base
currency. The element has 2 outgoing conditional flows:

a. “Success”: the process proceeds to updating the exchange rates if response from the
web service has been received.

b. “Error”: the process will terminate if web service call resulted in error or timed out.
5. Add data system actions: add one for each currency whose rate must be modified. For

example, “Add EUR exchange rate” – The process adds a record on the [Currency rate] detail
for each currency whose rate must be updated. The [Exchange rate] field for each record
contains the corresponding exchange rate received from the web service.

6. Parallel gateway AND: this gateway will ensure that the process will end only after all currency
rates have been updated.

Bpm’online base currency is set in the [Base currency] system setting. Use a custom parameter to pass
the current “Base currency” system setting value to the business process:

1. Click , then click [Parameters] tab and [Add parameter] button. Select “Lookup” parameter
type (Fig. 348).
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Fig. 348 Adding a custom “lookup” type process parameter

2. Populate parameter properties (Fig. 349):
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Fig. 349 Mapping a custom process parameter to a system setting value

a. Populate [Title] and [Code] properties.
b. In the [Lookup] field, select the [Currency] lookup.

c. In the [Value] field, click  > [System setting] and select the [Base currency] system
setting.

The “Start every night” element properties (Fig. 350):
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Fig. 350 The “Start every night” timer event element 

1. In the [Frequency of process start] field, select “Day”.
2. In the [Run every] field block, specify “1 day in 1:30 AM”.
3. Select your time zone and configure other optional properties, if needed.

The “Read base currency” element properties (Fig. 351):
340



End-to-end use cases
Fig. 351 The “Read base currency name” element properties

1. In the [Which data read mode to use?] field, select “Read the first record in the selection”.
2. In the [Which object to read data from?] field, select the “Currency” object.
3. Set up the following filter in the [How to filter records?] area: “Id = Base currency”. In this case,

“Base currency” is the name of the custom process parameter that you added earlier.

NOTE
To set the filter: click [Add condition], select the [Id] column; click [<?>] and select [Compare with 
parameter] command; in the [Select parameter] window, click [Process parameters] tab and select the 
“Base currency” parameter that you added earlier.

4. In the [What record data should the process read?] field, select “Read data from selected
columns only”.

5. Click [Add column] link and select the [Short name] column to have the process read the base
currency short name (USD, EUR, etc.) from the lookup.

The “Get currency exchange rate from the Fixer web service” element properties (Fig. 352):
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Fig. 352 The “Get currency exchange rate from the Fixer web service” element properties

ATTENTION
Before using the [Call web service] element, make sure that you set up integration with the needed 
web service, using the [Web services] section in the [Studio] workplace. Detailed instructions on setting 
up integration with the “http://fixer.io/” web service are available in a separate article. Read more >>>

1. In the [Which service to call?] field, select “Currency exchange rate (Fixer)”.
2. In the [Which method to call?] field, select the “Get latest exchange rates” method.

NOTE
The “http://fixer.io/” web service does not require authentication, so you can use a single [Call web 
service] element to obtain the response with the required data. If web service requires authentication, 
then in addition to the request methods for obtaining the necessary data, you need to set up 
authentication methods. In a process diagram, you will need to add at least two [Call web service] 
elements: the first one calls the authentication method, and the second [Call web service] element calls 
the needed functional method, while passing authentication cookie, session Id, etc. as a request 
parameter.

3. Populate the request parameter values:
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a. Map the [Base Currency] parameter to the base currency short name, obtained by the
“Read base currency” element. To do this, click  > [Process parameter] and select
the [Read base currency] element and its parameter [Short name].

b. Specify the value of the [Endpoint] parameter. For the purposes of this process, using
the “latest” endpoint will be enough. Enter “latest” value manually.

4. Add an outgoing conditional flow to the [Parallel gateway (AND)]. Set up the condition for
moving down this flow only if the outgoing [Success] parameter of the “Get currency exchange
rate from the Fixer web service” element is “true”:

a. In the [Condition to move down the flow] field, click  .
b. In the opened [Formula] window, on the [Process elements] tab, select the [Get

currency exchange rate from the Fixer web service] element.
c. In the right side of the window, double-click the [Success] parameter.
d. Add “==true” text after the parameter variable, so that the whole formula text looks like

this: [#Get currency exchange rate from the Fixer web service.Success#]==true
5. Add an outgoing condition flow to the [Terminate] signal. Set up the condition for moving

down this flow only if the outgoing [Success] parameter of the “Get currency exchange rate
from the Fixer web service” element is “false”. This way, if the web service call ends in error, the
process will terminate.

Add an [Add data] element for each exchange rate that must be updated. For example, to update
Euro exchange rate, “Add EUR exchange rate” element properties (Fig. 353):
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Fig. 353 The “Add EUR exchange rate” element properties 

1. In the [Which object to add data to?] field, select the [Exchange rate] object, which is the object
of the [Currency rates] detail of the [Currency] lookup.

2. In the [What is the data adding mode?] field, select “Add one record”.
3. In the [Which column values to set?] area, add three fields by clicking [Add field] link.

a. Add the [Currency] field, click  > [Lookup] and select the currency, for which the
rate will be added (in this case, it is “Euro”).

b. Add the [Exchange rate] field, click  > [Process parameter]. In the [Select
parameter] window (Fig. 354), select the [Get currency exchange rate from the Fixer
web service] element in the left area, and its parameter [RatesEUR] in the right area.
This is the exchange rate which will be written.

c. Add the [Start] field, click  > [Date and time] > [Current date and time]. This will
record the date and time of the exchange rate update in the [Start] column of the
[Currency rates] detail of the [Currency] lookup.
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Fig. 354 Mapping outgoing parameters of a [Call web service] process element

4. Set up [Add data] element for other currency rates in the same way. For example:
a. To update Australian dollar rate: [Currency] – “Australian dollar”, [Exchange rate] –

“RatesAUD”, [Start] – “Current date and time”.
b. To update Ruble rate: [Currency] – “Ruble”, [Exchange rate] – “RatesRUB”, [Start] –

“Current date and time”.
As a result, the process will automatically start every day, at 1:30 AM, and:

• check current base currency, 
• call web service for exchange rates in relation to the base currency,
• write the updated rates for the selected currencies (in this particular case, Euro, Australian

dollar and Ruble) on the [Currency rates] detail of the [Currency] lookup (Fig. 355).
If the web service call results in error, the process will terminate.

Fig. 355 Updated currency exchange rates

SEE ALSO
• [Start timer] event
• [Read data] process element
• [Call web service] process element
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• [Add data] process element

HOW TO NOTIFY EMPLOYEES BY EMAIL WHEN A LEAD HAS BEEN 
RECEIVED VIA A LANDING PAGE

EXAMPLE
Build the following business process: upon receiving a lead via a landing page, an email is sent
to the responsible employee..

Business process diagram (Fig. 356) elements:
1. Incoming signal for creating a lead through a landing page - when you create a lead through a

landing page, the signal is activated and the business process is started.
2. Reading the created lead data - obtaining lead parameters that will be later used in the

business process.

NOTE
Configure a separate business process to set up automatic assigning of the lead owner.

3. Sending an email - sending an email with the specified text and the lead data obtained in the
previous step of the business process.

Fig. 356  The "Sending email when creating lead via landing page" business process

Place on the diagram the [Signal] element located in the [Initial events] group — "Lead created". The
element will be activated when a lead is created registered via a landing page. Set up the signal
parameters:

1. In the [Object] field, set "Lead".
2. In the [What event should happen?] field, select "Add record".
3. In the [Added record must correspond to conditions] field, select "Add record".
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Fig. 357  Setting up the signal properties

Add the [Read data] element of the [System actions] group and name it "Read lead".
The "Read lead" element will read data from the added lead. Set up the element parameters:

1. In the [Which data read mode to use?] field, select “Read the first record in the selection“.
2. In the [Which object to read data from?] field, select ”Lead”.
3. In the [How to filter records?] area, set the filter “Id = Lead created.Record ID". To do this, click

<Add condition>, select the “Id” column, in the displayed menu select the [Compare with
parameter], and then in the appeared window select [Unique record ID] of the “Lead created”
element.
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Fig. 358  The [Read lead] element setup area

Add the “Send e-mail” element and set the following parameters (Fig. 359):
1. Specify the necessary email account in the [From] field. To do this, select [Select from lookup]

in the parameter value menu, then in the [Synchronization with mailbox settings] lookup, select
one of the configured email accounts.

2. In the [To] field, specify the email of the recipient. To do this, select [Process Parameter] in the
value window of the [Contact] menu item. Select the “Read lead” element in the pop up
window and select “Owner” in the [Process parameter] field.

3. In the [What is the message?] field select “Template message”. 
4. Select the existing template in the [Template message] field. The [Subject] field is populated

automatically.
5. Select “Send email automatically” in the [How is the message sent?] field.
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Fig. 359 Email parameters

After creating the process elements, connect each element with the next one by dragging the 
element in the upper right corner of the selected process element.
Save the created business process.

SEE ALSO
• How to notify an employee when he becomes an activity participant
• How to notify a user about a comment to his message in the feed
• How to reallocate rights to read and modify records if an owner is changed
• Process parameters
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HOW TO NOTIFY AN EMPLOYEE WHEN HE BECOMES AN ACTIVITY 
PARTICIPANT

EXAMPLE
Create the following business process: an email is sent to an employee that was added to the
list of participants in the activity.

Business process diagram (Fig. 360) elements:
1. Incoming signal for adding an activity participant - when a new participant is added to the

activity, the signal is activated and the business process is started.
2. Reading the Id of the added activity participant record – getting about the new activity

participant information for later use in the process.
3. Reading the activity header – retrieving activity data that will be used in the preconfigured

template.
4. Sending email – notifying the contact that they were added to the activity.

Fig. 360 The "Employees added as activity participants notification" business process

Place the [Signal] element of the [Initial events] group on the schema — "Participant added". The
element will be activated when a contact is added on the [Participants] detail of the activity. Set up the
signal parameters:

1. In the [Object] field, set "Activity participant".
2. In the [What event should happen?] field, select "Add record".

Add two [Read data] elements of the [System actions] group.
The "Read activity participant" element will read data from the activity participant added record. Set
up the element parameters:

1. In the [Which data read mode to use?] field, select “Read the first record in the selection“.
2. In the [Which object to read data from?] field, select “Activity participant”.
3. In the [How to filter records?] area, set the filter “Id = Participant added.Record ID". To do this,

click <Add condition>, select the “Id” column, then in the appeared menu, select [Compare
with parameter]. In the opened window, select the [Record ID] parameter of the "Participant
added" element.
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Fig. 361  The "Read activity participant" element properties

The "Read activity title" element will read the activity title, to which a participant has been added. Set
up the element parameters:

1. In the [Which data read mode to use?] field, select “Read the first record in the selection“.
2. In the [Which object to read data from?] field, select “Activity”.
3. In the [How to filter records] area, set up filter "id = Read activity participant.First element of

the resulting collection.Activity". To do this, click <Add condition>, select the “Id” column, then
in the appeared menu, select [Compare with parameter]. In the opened window, select the
"Activity" parameter of the "Read activity participant" element.

4. In the [Which column values should be read?] field, select “Only selected columns" and select
the “Title” column.
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Fig. 362  The "Read activity title" element properties

Add the “Send e-mail” element of the [System actions] group and set the following parameters:
1. In the [From] field, specify the return address in the message. To do this, select [Select from

lookup] in the parameter value menu, then in the [Synchronization with mailbox settings]
lookup, select one of the configured email accounts.

2. In the [To] field, specify the email of the recipient. In the parameter value menu, click the
[Process element], select the [Read contact data] element, and the [Email] parameter.

3. In the [What is the message?] field select “Template message”. 
4. Select the existing template in the [Template message] field. The [Subject] field is populated

automatically.
5. Select “Send email automatically” in the [How is the message sent?] field.
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Fig. 363  The "Send email" element properties

After creating the process elements, connect each element with the next one by dragging the 
element in the upper right corner of the selected process element.
Save the created business process.

SEE ALSO
• How to notify employees by email when a lead has been received via a landing page
• How to notify a user about a comment to his message in the feed
• How to reallocate rights to read and modify records if an owner is changed
• Process parameters
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HOW TO SET UP PUSH NOTIFICATIONS FOR MOBILE APPLICATION 
USERS
Bpm’online mobile app uses push technology to display custom notifications on mobile devices. These
“push notifications” are generated by a pre-configured “Send push notifications” BPMN process. Use it
as a sub-process to integrate push notifications in your custom processes and cases.

EXAMPLE
Create a business process that will send a push notification to mobile app users once they are
added to activities as participants. The notification message displays the name of the activity
and text “You have been added as participant”. By tapping the notification, the user opens the
corresponding activity record.

Business process diagram (Fig. 364) elements:
1. Signal start event: “Activity participant added” – the process is triggered when a contact is

added to activity participants.
2. Read data system action: “Read activity participant data” – the process obtains activity

participant data needed to perform the next steps.
3. Read data system action: “Read system administration object data” – based on the activity

participant data, the process obtains information on the user whose contact was added to
activity participants.

4. Read data system action: “Read activity data” – based on the activity participant data, the
process obtains information on the activity record. Outgoing conditional flow to the terminate
element that will end the process if the activity participant is the same as the activity author (to
avoid sending push notification to the activity author). Outgoing default flow to the “Send push
notification” sub-process.

5. Sub-process: “Send push notification” – the process sends push notification to the specified
user with the specified text.

Fig. 364 The “Send push notification to activity participant” process

The “Activity participant added” element properties (Fig. 365):
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Fig. 365 The “Activity participant added” element

1. In the [Which type of signal is received?] field, select “Object signal”.
2. In the [Object] field, select “Activity participant”.
3. In the [Which event should trigger the signal] field, select “Record added”.

The “Read activity participant data” element properties (Fig. 366):
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Fig. 366 The “Read activity participant data” element properties

1. In the [Which data read mode to use?] field, select “Read the first record in the selection”.
2. In the [Which object to read data from?] field, select “Activity participant”.
3. Set up the following filter in the [How to filter records?] area: “Id = Activity participant

added.Unique identifier of record”.

NOTE
To set the “Id = Activity participant added.Record Id” filter: click [Add condition], select the [Id] column; 
click [<?>] and select [Compare with parameter] command; select the “Activity participant added” 
signal in the list to the left, and select the “Id” column in the list to the right.

4. In the [What record data should the process read?] field, select “Read data from selected
columns only”.

5. Add the “Activity” and “Participant” columns (only these two columns from the activity
participant record will be used further in the process).
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NOTE
We recommend to restrict the list of columns, whose values are read by the [Read data] elements, to 
those used in the process. This will increase the overall bpm’online performance and lower the 
hardware load in applications with many processes in progress.

The “Read system administration object data” element properties (Fig. 367):

Fig. 367 The “Read system administration object data” element properties

1. In the [Which data read mode to use?] field, select “Read the first record in the selection”.
2. In the [Which object to read data from?] field, select “System administration object”.
3. Set up the following filter in the [How to filter records?] area: “Contact = Read activity

participant data.First item of resulting collection.Participant”.

NOTE
To set the “Id = Read activity participant data.First item of resulting collection.Participant” filter: click 
[Add condition], select the [Contact] column; click [<?>] and select [Compare with parameter] 
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command; select the “Read activity participant data” element in the list to the left, and select the 
“Participant” column in the list to the right.

4. In the [What record data should the process read?] field, select “Read data from selected
columns only”.

5. Add the “Id” column (the “Send push notification” process will require the identifier of the user
to send push notification to).

The “Read activity data” element properties (Fig. 368):

Fig. 368 The “Read activity data” element properties

1. In the [Which data read mode to use?] field, select “Read the first record in the selection”.
2. In the [Which object to read data from?] field, select “Activity”.
3. Set up the following filter in the [How to filter records?] area: “Id = Read activity participant

data.First item of resulting collection.Activity”.
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NOTE
To set the “Id = Read activity participant data.First item of resulting collection.Activity” filter: click [Add 
condition], select the [Contact] column; click [<?>] and select [Compare with parameter] command; 
select the “Read activity participant data” element in the list to the left, and select the “Activity” column 
in the list to the right.

4. In the [What record data should the process read?] field, select “Read data from selected
columns only”.

5. Add the “Subject” and “Reporter” columns (the “Send push notification” process will use the
“Subject” column as the title of the push notification and the “Reporter” column will be used in
the conditional flow).

The properties of the outgoing conditional flow (Fig. 369)

Fig. 369 Conditional flow

1. In the [Condition to move down the flow] parameter, click  and select [Process elements]. In
the [Formula] window, click the “Read activity participant data” in the list to the left and select
[Participant] column in the list to the right. 

2. Type “==” after the selected formula in the formula area.
3. Click the “Read activity data” in the list to the left and select [Reporter] column in the list to the

right.
As a result, the formula area will contain the following formula: “[#Read activity participant data.First
item of resulting collection.Participant#]==[#Read activity data.First item of resulting
collection.Reporter#]”(Fig. 370).
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Fig. 370 Conditional flow formula

The “Send push notification” sub-process parameters (Fig. 371):
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Fig. 371 The “Send push notification” sub-process

1. In the [Which process to run?] field, select “Send push notification”. As a result, the parameters
of the selected sub-process will become available.

2. In the [Push notification text] parameter, enter “You have been added as participant”.

3. In the [Push notification title] parameter, click  and select [Process parameter]. In the [Select
parameter] window, click the “Read activity data” in the list to the left and select [Subject]
column in the list to the right.
As a result, the title of the push notification displayed on mobile devices will correspond to the
activity subject.

4. In the [Recipient user] parameter, click  and select [Process parameter]. In the [Select
parameter] window, click the “Read system administration object data” in the list to the left and
select [Id] column in the list to the right.
The “Send push notification” sub-process will send notification to the user that was selected by
the “Read system administration object data” element, which is the user connected to the
contact added as the activity participant.
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5. In the [Related entity] parameter, click  and select [Lookup value]. In the lookup window,
select the “Activity” object.

6. In the [Related record ID] parameter, click  and select [Process parameter]. In the [Select
parameter] window, click the “Read activity participant data” in the list to the left and select
[Activity] column to the right.

NOTE
The [Related entity] (EntityUID) and [Related record ID] (RecordId) parameters of the “Send push 
notification” sub-process determine which record page will open when the user taps the push 
notification on their mobile device. For example, to open the activity page, we selected the “Activity” 
object as the value of the [Related entity] parameter, and mapped the [Related record ID] to the 
unique identifier of the activity record to open.

NOTE
The [Related entity] (EntityUID) and [Related record ID] (RecordId) parameters are optional. If they are 
left empty, tapping a push notification will simply open bpm’online mobile app.

As a result, when the business process is run, a push notification will be sent to the user, whose contact
was added as the activity participant (Fig. 372).

Fig. 372 A push notification in a mobile device

SEE ALSO
• How to notify employees by email when a lead has been received via a landing page
• How to notify an employee when he becomes an activity participant
• How to reallocate rights to read and modify records if an owner is changed
• Mobile application setup
• Mobile application wizard
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HOW TO NOTIFY A USER ABOUT A COMMENT TO HIS MESSAGE IN 
THE FEED

EXAMPLE
Create the following business process: when adding a new comment to the message in the
feed, an email is sent to the author of this message.

Business process diagram (Fig. 373) elements:
1. Incoming signal for adding a message comment – when a new comment is added, the signal is

activated and the business process is started.
2. Reading the id of the added comment – reading the new comment data for use in the email

template.
3. Reading the parent message - reading the data of the main message for use in the email

template.
4. Sending email – an email to a contact with the selected text and new comment data.

Fig. 373 The "Comment to a message in the feed notification" business process

Place on the schema the [Signal] element of the [Initial events] group — "Comment added". The
element will be activated when a comment is added to the feed. Set up the signal parameters:

1. In the [Object] field, set "Message/comment".
2. In the [What event should happen?] field, select "Add record".
3. In the [Added record must correspond to conditions] field, select "Parent message populated.
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Fig. 374  The "Comment added" element properties

Add two [Read data] elements of the [System actions] group.
The "Read comment data" element will read data from the added record in the feed. Set up the
element parameters:

1. In the [Which data read mode to use?] field, select “Read the first record in the selection“.
2. In the [Which object to read data from?] field, select ”Message/comment”.
3. In the [How to filter records?] area, set the filter “Id = Comment added. Unique record Id”. To

do this, click <Add condition>, select the “Id” column, then in the appeared menu, select
[Compare with parameter]. In the opened window, select the [Record ID] parameter of the
"Comment added" element.

4. In the [Which column values to read?], select "All columns".
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Fig. 375  The "Read comment title" element properties

The "Read primary message" element will read data of the message to which a comment has been
left. Set up the element parameters:

1. In the [Which data read mode to use?] field, select “Read the first record in the selection“.
2. In the [Which object to read data from?] field, select ”Message/comment”.
3. In the [How to filter records] area, set up filter "id = Read comment data.First element of the

resulting collection.Parent message". To do this, click <Add condition>, select the “Id” column,
then in the appeared menu, select [Compare with parameter]. In the opened window, select
the [Parent message] parameter of the "read comment data" element.

4. In the [Which column values to read?], select "All columns".
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Fig. 376  The "Read primary message" element properties

Add the “Send e-mail” element of the [System actions] group and set the following parameters:
1. In the [From] field, specify the return address in the message. To do this, select [Select from

lookup] in the parameter value menu, then in the [Synchronization with mailbox settings]
lookup, select one of the configured email accounts.

2. In the [To] field, specify the email of the recipient. In the parameter value menu, click the
[Contact]>[Process parameter], select the [Read contact data] element, and the [Email]
parameter.

3. In the [What is the message?] field select “Template message”. 
4. Select the existing template in the [Template message] field. The [Subject] field is populated

automatically.
5. Select “Send email automatically” in the [How is the message sent?] field.
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Fig. 377  The "Send email" element properties

After creating the process elements, connect each element with the next one by dragging the 
element in the upper right corner of the selected process element.
Save the created business process.

SEE ALSO
• How to notify employees by email when a lead has been received via a landing page
• How to notify an employee when he becomes an activity participant
• How to reallocate rights to read and modify records if an owner is changed
• Process parameters
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HOW TO REALLOCATE RIGHTS TO READ AND MODIFY RECORDS IF 
AN OWNER IS CHANGED

EXAMPLE
Create the following business process: when you change the account owner, the new owner is
given the right to read and change this account.

Business process diagram elements (Fig. 378):
1. Starting signal of changing the [Assignee] field of the account – receiving the signal starts the

business process.
2. Reading the account id – obtaining the necessary process parameters to perform the next

steps.
3. Reallocate rights to contact

Fig. 378  The "Changing access rights when changing owner" business process

Place on the diagram the [Signal] element of the [Initial events] group — "Account changed". The
element will be activated when an owner is changed on the account page. Set up the signal
parameters:

1. In the [Object] field, set "Account".
2. In the [What event should trigger the signal?] field, select "Record modified".
3. In the [Awaiting changes] field, select [Any field from the selected] and add the "Owner"

column.
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Fig. 379  Setting up the signal properties

Add [Read data] element of the [System actions] group.
The "Read account" element will read data from the added account. Set up the element parameters:

1. In the [Which data read mode to use?] field, select “Read the first record in the selection“.
2. In the [Which object to read data from?] field, select ”Account”.
3. In the [How to filter records?] area, set the filter “Id = Account changed.Unique record ID". To

do this, click <Add condition>, select the “Id” column, in the displayed menu select the
[Compare with parameter], and then in the appeared window select [Unique record ID] of the
“Account changed” element.
bpm’online BPMS 369



User guide
Fig. 380  The [Read account] element setup area

Add the [Change access rights] element of the [System actions] group.
The "Change access rights" element will allocate access rights to read and change account data to a
new owner. Set up the element parameters:

1. In the [For records of which object should the access rights be changed?] field, set "Account".
2. In the [Change access rights for all records that fall under condition] area, set the filter “Id =

Account changed.Unique record ID". To do this, click <Add condition>, select the “Id” column,
in the displayed menu select the [Compare with parameter], and then in the appeared window
select [Unique record ID] of the “Account changed” element.

3. If you need to give the right to read and change an account only to the existing owner, in the
[What rights to withdraw?] press [+] and select [All roles and users], then select “Read” and
“Record”.

4. In the [Which access rights should be added?] press [+] and select [Employee]. Open the
[Employee] edit field window and select the “Id” column of the "Read owner" element save the
field value. Then, select "Read" and "Record".
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Fig. 381  The "Grant access rights to owner" element setup area

After creating the process elements, connect each element with the next one by dragging the 
element in the upper right corner of the selected process element.
Save the created business process.

HOW TO CONFIGURE A DOCUMENT APPROVAL PROCESS
EXAMPLE
Create a business process for approving documents in the [Documents] section. Each
document is sent for approval manually by launching the process in the section. All employees
in the [Financial department] role can approve documents. Additionally, all employees eligible
for approving documents receive an email notification once the approval is created. The
employee awaiting the approval receives an email once the document is approved. If
approved, the document status is changed to “Active”. If it was not approved, the document
status is changed to “Draft”, and bpm’online automatically creates an activity for the
responsible employee to revise the document.
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Setup steps
1. Set up the approval business process as shown on Fig. 382.
2. Set up running the approval business process for records that require approval in the

corresponding section.

ATTENTION
Before creating and configuring an approval business process, make sure that the [Enable approval in 
section] checkbox is selected for that section in the section wizard. Read more>>> 

Fig. 382 A business process for approving documents

Configuring a business process for approving documents
1. Open the [Process library] section and add a new process.
2. Enter the name of the process in the [Process] field (e.g., “Document approval”).
3. Open the [Parameters] tab and add a new parameter. This parameter will bind process

instances to the documents that needs to be approved (Fig. 383). Once the process is launched
from the [Documents] section, the parameter will be populated with the corresponding
document. To add a process parameter:

a. Click the [Add parameter] button, and select “Lookup” in the drop down menu.
b. In the [Title] field, enter "Document".
c. In the [Lookup] field, select "Document".
d. Save the changes.
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Fig. 383 Business process parameters

Add the [Read data] element from the [User actions] group to the process diagram. Enter the name of
the element in the [Read data] field (e.g., “Read document data”). This element obtains the process
parameters necessary to perform the next steps. Set up the element parameters (Fig. 384).

1. In the [Which data read mode to use?] field, select “Read the first record in the selection”.
2. In the [Which object to read data from?] field, select ”Document”. The business process will

read the value in the [Owner] field of this object to send notifications about the approval status
to the document owner.

3. In the [How to filter records?] area, set the filter “Id = Document”. To do this, click <Add
condition>, select the “Id” column, select the [Compare with parameter] value in the displayed
menu, and choose the [Document] process parameter in the in the appeared window.

4. The default settings in the [How to sort records?] area are configured for sorting in ascending
order.
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Fig. 384 The "Read document data" element properties

Add the [Approval] element from the [User actions] group to the process diagram (e.g., “Approve
document”). The element will be activated once the process is launched for a record in the
[Documents] section. Set up the element parameters (Fig. 385).

1. In the [Approval purpose] field, select “Approval required”.
2. In the [Approval object] field, select “Document”.

NOTE
If you cannot find the [Document] object in the list, the approval procedure might be disabled for the 
[Documents] section in the section wizard. More information about approvals is available in a separate 
article.

3. In the [Record Id] field, click  and select the “Process parameter” option, then choose the
“Document” process parameter in the appeared window.

4. In the [Approver] field, select “Role”.
5. In the [Role] field, select “Lookup value option” and choose the “Financial department” value

from the the “Roles (view)” lookup. All employees in the [Financial department] role will be able
to approve documents.

6. Select the [Approval may be delegated] checkbox to be able to delegate an approval to a
different employee.

7. In the [Send email notification] field, configure automatic email notifications for the approvers
and the document owner employee.
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a. Select the [Notify that approval is required] checkbox.

b. In the [Email template] field, click  and add an email template for a notification from
the [Email message template] lookup. 

c. Select the [Notify about the approval result] checkbox.

d. In the [Recipient] field, click the  button and select “Contact” in the menu, and
choose the “Process parameter” option. Then, select the “Owner” parameter from the
“Read document data” element in the appeared window. The owner of the document
will receive an email notification about the approval.

e. In the [Email template] field, click  and add an email template for a notification from
the [Email message template] lookup.

ATTENTION
Set up the mailbox for email notifications in the [Mailbox for sending email with information on 
approval] system setting. Access the system setting in the Process Designer by clicking the  button 
in the [Send email notification area].

NOTE
Create email templates in the content designer, using the [Approvals in the Documents section] object. 
The approval objects are created automatically, when you select the [Enable approval in section] 
checkbox in the section wizard. For example, if you select the [Enable approval in section] checkbox in 
the [Documents] section wizard, a new object “Approvals in section Document” will be created. If the 
lookup of the [Enable approval in section] does not contain the template you need, click  in the 
right part of the field to add a new email template. The process of creating an email template is 
described in a separate article.
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Fig. 385 The [Approval] element parameters

Add two [Modify data] elements of the [System actions] group to the process diagram.
The “Change document status to Draft” and “Change document status to Active” elements are
used to change the document status based on the approval result. Set up the element parameters
(Fig. 386). The parameters of the two elements are identical, except for the resulting document status.

1. In the [Which object to read data from?], select “Document”. This will be set by default if
approvals are enabled in the [Documents] section. In this case, it is  the “Chart”  component.

2. In the [How to filter records?] area, set the filter “Id = Document”. To do this, click <Add
condition>, select the “Id” column, select the [Compare with parameter] value in the displayed
menu, and choose the [Document] process parameter in the in the appeared window.

3. In the [Which column values to set for modified records?] area, select the resulting document
status. If approved, the document status changes to “Active”. If not approved, the document
status changes to “Draft”. To do this, click <Add field>, and select the “Status” column. In the
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[Status] field, click the  button,  select “Lookup value”, and choose the following values:
“Active” for the “Change document status to Active” element and “Draft” for the “Change
document status to Draft” element.

Fig. 386 The “Change document status to Active” element parameters

Copy the previously created [Read data] element (“Read document data”) and place it after the
[Change document status to Draft] element on the diagram (Fig. 384). This element determines the
responsible individual for re-working the document.
Add the [Perform task] element from the [User actions] group to the process diagram (“Revise the
document”). This element will create a task (activity) for the individual to edit the document if it was
not approved. Set up the element parameters (Fig. 387).

1. Enter the name of the task in the [What should be done?] field.
2. Select the start time of the task in the [Start in] field, and the approximate duration of the task

in the [Planned duration] field. The value of the [Start in] field determines a time period at the
end of which the task will be scheduled. In the [Planned duration] field, specify the
approximate duration of the task.

3. Select the [Show in calendar] checkbox to display the task in the responsible individual’s
calendar.

4. In the [Who performs the task?] field, click  and select the “Process parameter” option. In
the appeared window, select the “Owner” option from the “Read document data” element.

5. In the [Connected to] field, connect the task to the document. To do this:

a. Click the  button and add the “Document” column.
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b. Click the  button and select the “Process parameter” option, and choose the
“Document” process parameter in the appeared window.

Fig. 387 The "Revise the document" element properties

After creating the process elements, connect each element with the next one by using the arrows in
the upper right corner of the selected element.

1. Use conditional flows ( ) to connect the “Approve document” element to the “Change
document status to Draft” and “Change document status to Active” elements/

2. Click the conditional flow connecting the “Approve document” element and the “Change
document status to Draft” element and select the “Negative ”approval result.

3. Click the conditional flow connecting the “Approve document” element and the “Change
document status to Active” element and select the “Positive ”approval result.

4. Use sequence flows ( ) to connect all other elements.
Save the business process. Once saved, configure the start of a business process.
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Adding the document approval process to the processes of the [Documents] 
section
The process is launched by clicking the [Run process] button on the record page or in the section list.
The button is not displayed by default and requires additional setup (Fig. 388).
To configure the button, connect the document approval process to records for which it will be
launched. To do this:

1. Click the [View] button in the [Contacts] section and select the [Open section wizard]
command.

2. Open the [Business process] tab. Click the  button on the [Run business process from
section] detail. The window of the business process launch settings will be opened.

3. Select the “Document approval” process in the [Which process to run?] field.
4. To start the process for separate section records, select the “For selected record” radio button.

The [Process parameter where the record is passed] field is populated automatically with the
“Document” parameter of the “Document approval” process.

5. Save the changes in the window and the section wizard.

Fig. 388 Adding a business process to a section

As a result, you will be able to launch the approval process for any record of the [Documents] section
(Fig. 389).
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Fig. 389 Launching the process from the [Documents] section list

SEE ALSO
• How to set up approvals
• How to set up custom email templates for approval notifications
• How to notify employees by email when a lead has been received via a landing page
• How to notify an employee when he becomes an activity participant
• How to notify a user about a comment to his message in the feed
• Process parameters

HOW TO SET UP CUSTOM EMAIL TEMPLATES FOR APPROVAL 
NOTIFICATIONS
Use the [Approval] process element to set up custom logic for approving various bpm’online records
(documents, invoices, orders, etc.) by bpm’online users. Both the approver and the user who submits
the record for approval will receive email notifications about the approval procedure.
You can set up custom email templates for these notifications. Note that approval notification emails
do not require additional [Send email] elements, and are configured in the [Approval] process
element.

EXAMPLE
During a document approval process (Fig. 390), the approver must receive an email
notification, containing document type, number and the name of the user who submitted the
document for approval. The user who submitted the document for approval, must receive a
notification about the approval result.

The instructions below assume that you have enabled approvals in the [Documents] section, added the
[Approval] element on the process diagram (Fig. 390) and set up its properties (Fig. 385). More
information about the approval process setup is available in a separate article.
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Fig. 390 A business process for approving documents
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Fig. 391 The [Approval] element parameters

To set up approval email notification templates:
1. Populate the fields of the [Approval] element setup area. If the [Approval section] field is

populated, available email templates for approval notification will be filtered according to the
selected section.

NOTE
More information about setting up the [Approval] element as part of an approval process is available 
in a separate article.

2. Select the [Notify that approval is required] checkbox. As a result, whenever a record is
submitted for approval, a notification will be sent to the “approver” user. If “Role” is selected in
the [Approver] field, the notification will be sent to all users with the corresponding role.

3. In the [Email template] field, click  (Fig. 392). A new email template window will open on a
new tab.
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Fig. 392 Opening the email template of an approval notification

4. In the new template window, populate the [Template name] field. Note that if you populated
the [Approval section] field earlier, the [Macro source] field will be already populated with the
corresponding approval object (in this case – the “Approvals in section Document” object,
(Fig. 393).

Fig. 393 Approval notification template settings

5. Click the [Edit] button. The template will open in the content designer.

NOTE
Basic instructions on working with the content designer are available in a separate article.

6. Enter the email subject.
7. Drag&drop a content block (e.g., [Text]) to the template. Replace the text in the [Text] block

with your own.
8. Add regular email template macros:

a. Place your cursor in the text block, click  and choose [Basic macro] (Fig. 394). The
[Macros selection] window opens.
bpm’online BPMS 383

https://academy.bpmonline.com/documents?product=studio&ver=7&id=1404


User guide
Fig. 394 Accessing the macros in the content designer

NOTE
For users of bpm’online version 7.13.2 and below, the command names are different. The command for 
selecting standard macros is called [Select macros], and the [Select column] command is used to create 
a custom macro.

b. In the [Macros selection] window, choose the needed macro and click [Select]. The
available macros are divided into several groups. 

You can specify data of the email recipient contact ([Recipient] group), information of the user
who runs the approval process ([Current user] group) or the owner of the record being
approved ([Owner] group). For example, to add the name of the user who submitted the
document for approval, select [Current user] > [Contact name] macro (Fig. 395).

Fig. 395 Adding a macro to the email text

The corresponding macro will be added to the email text at the insertion point.
9. Add email template macros that are based on the “Macro source” object.

a. Place your cursor in the text block, click  and choose [Select column]. The [Select
column] window (Fig. 396) opens.
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b. In the [Select column] window, choose the column of the object (that you specified in
the [Macro source] field) whose values must be added to the notification text. The
“approval” object is automatically added once you enable approvals in the section
wizard and contains data from the approval itself, e.g., Approval purpose, Approver’s
name, etc.

c. You can add macros for columns of any object, provided it is linked to the “approval”
object, e.g., you can add columns of the document being approved. To select a column
of a linked object, Click [+] next to the “approval” object name in the [Select column]
window (Fig. 396). For example, to add the approved document’s type and number,
add the [Type] and [Number] columns from the linked [Document] object.

Fig. 396 Selecting columns of a linked object as macros

As a result, your template will look like this (Fig. 397):

Fig. 397 Example of approval notification template

10. Save the changes in the content designer and the email template.
11. Select the [Notify about the approval result] checkbox and populate the [Recipient] field. You

can specify any bpm’online contact, account or a plain email address. For example, you can
send approval result notifications to the user who submitted the record for approval, record
owner, etc.

12. Repeat steps 3-10 to create an approval notification email template.
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13. Save the process diagram.
As a result, whenever a user submits a record for the approval using this process, email notifications
will be sent according to the custom templates.

SEE ALSO
• Process parameters
• How to configure a document approval process
• [Approval] process element
• Content designer

USING BUSINESS PROCESSES TO AUTOMATE REPEATED TASKS AND 
USING LOOPS IN THE PROCESS FLOW
You can use business processes to automate repeated tasks or repeat certain tasks in a cycle. In an
ideal situation, one cycle must correspond to one instance of a business process that automatically
repeats. Several tasks may be executed repeatedly a part of one process instance, but generally it is
not recommended to create business processes that loop too many times.
There are several ways you can approach a repeated task in a BPMN business process:

• Run the process repeatedly, using the [Start timer] event.
• Use an event sub-process to perform repeated actions.
• Loop the process flow to repeat a specific sequence of actions, until certain conditions are met.

When designing business processes with actions that are supposed to execute repeatedly, within one
process instance, please take into account the [Maximum Number of Repetitions] property of your
process. It limits the number of times an element can be executed within a process instance and is set
to 100 repetitions per element by default (Fig. 398).
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Fig. 398 The [Maximum number of repetitions] property of the process

An implementation of a working process that automates repeated tasks, is available in the Engaging
dormant customers template on the bpm’online marketplace. Let’s go through the step-by-step
process of creating a simpler process similar to this template.

EXAMPLE
Create a business process, which will regularly notify employees by email about their overdue
tasks.

The general flow of such processes consists of the following general steps:
1. Trigger regularly, using timer.
2. Reset the processing status of the records that must be processed.
3. Check if there are any unprocessed records. If there are none – terminate the process.
4. Select the first record to process.
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5. Process the record.
6. Mark the record as processed.
7. Check if there are any unprocessed records. If there are none – terminate the process.

...and so on, until all records have been processed.
To implement this example, create a diagram of a process, which is run regularly and loop until
notifications for all activities have been sent (Fig. 399).

Fig. 399 The “Send reminders for overdue activities” process

The process flow is as follows:
1. Start timer event: “Run weekly” – the process starts every Monday.
2. Delete data system action: “Delete tags from previous process instance” – the process deletes

tags that were assigned to activities processed a week ago (during the execution of the
previous instance of the process).

3. Read data system action: “Calculate the number of overdue activities” – the process checks if
any unprocessed overdue activities exist. 

4. Exclusive gateway (OR), which branches the process flow, depending on the result of the
“Calculate the number of overdue activities” task:

a. If the number of unprocessed overdue activities is 0, the process ends (conditional
flow).

b. Otherwise, the process proceeds to the “Read data of the next overdue activity” action
(default flow).

5. Read data system action: “Read data of the next overdue activity” – the process reads the first
unprocessed overdue activity and obtains data needed to send the email notification (assignee,
due date and subject).

6. Send email user action: “Send email notification” – sends an email to the assignee of the last
unprocessed overdue activity (the one whose data was obtained by the “Read data of the next
overdue activity” element).

7. Add data system action: “Tag processed activity” – adds a “ReminderSent” tag to the activity
whose assignee has been notified. The business process treas such activities as “processed” and
will not send a notification for such activity twice during the same instance.
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8. Wait for timer intermediate event: “Wait for 10 seconds” – pauses the process before next loop.
Its outgoing flow loops the process by connecting the timer event back to the read data system
action: “Calculate the number of overdue activities”, repeating steps 3-8 as a result.

A looping business process must have a way of differentiating processed records to avoid processing
the same record more than once. This is easily achieved using tags:

• Add a public tag in the section that contains processed records, which will be used by the
business process. For example, for the process that sends reminders for activities, add a
“ReminderSent” public tag in the [Activities] section.

• At the start of each process instance, the “processed” status must be reset. To do this, use the
[Delete data] element to remove the tag from all records.

• At the start of each cycle within the instance, the process handles only unprocessed records.
This can be done using a simple filter.

• At the end of each cycle within the instance, the record(s) processed in it must be tagged
with this tag, using the [Add data] element. This way, on the next cycle, the tagged records can
be ignored.

Properties of the “Run weekly” element (Fig. 400):

Fig. 400 The “Run weekly” [Start timer] event

1. In the [Frequency of process start] field, select “Week”.
2. Select weekdays to run the process.
3. In the [Process start time] field block, specify the time of day when the process should start.
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4. Select your time zone and configure other optional properties, if needed.
Properties of the “Delete tags from previous process instance” element (Fig. 400):

Fig. 401 The “Delete tags from previous process instance” [Delete data] element

1. In the [From which object to delete data?] field, select the object where connections between
tags and the tagged records are stored. In this case, select the “Activity section record tag”
object.

2. Set the [Delete all records that match condition] filter to remove all connections to the
“ReminderSent” tag: “Tag = ReminderSent”.

Properties of the “Calculate the number of overdue activities” element (Fig. 400):
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Fig. 402 The “Calculate the number of overdue activities” [Read data] element

1. In the [Which data read mode to use?] field, select “Calculate the number of records”.
2. In the [Which object to read data from?] field, select “Activity”.
3. Set up the [How to filter records?] filter to include all overdue uncompleted activities, that have

not been tagged with the “ReminderSent” tag:
a. To select overdue activities, set the filter by the [Due] column: “Due < Today”.
b. To select uncompleted activities, set the filter by the [Status] column: “Status = In

progress; Not started”.
c. To filter activities that have not been tagged with the “ReminderSent” tag, set the filter

by the records of a linked “Activity section record tag” object.

NOTE
To set a filter by the linked “Activity section record tag” object, click [+ Add condition], then click [+] 
next to [Activity] to select a linked object. Select “Activity section record tag” in the list and click [Select] 
(Fig. 403). Specify the tag by adding a subordinate filter by the [Tag] column: “Tag = ReminderSent”.
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Fig. 403 Setting up filter by the linked “Activity section record tag” object

Properties of the “Number is 0” condition flow (Fig. 400):

Fig. 404 Specifying formula for the “Number is 0” condition flow

1. In the [Condition to move down the flow] field, click .
2. In the opened [Formula] window, click [Process elements] tab.
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3. Select the [Calculate the number of overdue activities] in the left column.
4. Double-click the [Number of records] parameter in the right column. The corresponding

variable will be added to the formula:
[#Calculate the number of overdue activities.Number of records#]

5. Modify the formula by adding the formula to look like this:
[#Calculate the number of overdue activities.Number of records#] == 0

6. Click [Save].
Properties of the “Read data on the next overdue activity” element (Fig. 400):
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Fig. 405 The “Read data on the next overdue activity” element

1. In the [Which data read mode to use?] field, select “Read the first record in the selection”.
2. In the [Which object to rad data from?] field, select “Activity”.
3. In the [How to filter records?] area, set the same filter as you did for the “Calculate the number

of overdue activities” element (step 4).
4. Leave the default value in the [How to sort records?] area 

Properties of the “Send email notification” element (Fig. 400):
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Fig. 406 The “Send email notification” [Send email] element

1. In the [From] field, select a mailbox to send notifications from.
2. In the [To] field, map the value to the [Id] parameter of the [Read data of the next overdue

activity]:
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Fig. 407 Mapping the email recipient parameter to a contact

a. In the [To] field, click .
b. In the menu that appears, select [Contact] > [Process parameter]. Parameter selection

window opens.
c. Select the [Read data of the next overdue activity] in the left column.
d. Double-click the [Contact] parameter in the right column.

3. In the [What is the message?] field, select “Custom message” and populate the [Subject] field
that appears below.

4. Set up the message template:

a. Click the gray bar below the subject field (marked with the  icon) to open your
custom message in the template designer.

b. Drag&drop a text block to the message area and add your message text there.
c. To use parameter values in your message, place your cursor in the text block of your

message and click  on the toolbar (Fig. 408). In the opened parameter selection
window, select an element and its parameter to add to the email text.

NOTE
More information about sending custom messages as part of a business process flow is available in a 
separate article.
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Fig. 408 Adding parameter values to a an email text

Properties of the “Tag processed activity” element (Fig. 400), which will tag processed activities with
the “ReminderSent” tag:

Fig. 409 The “Tag processed activity” [Add data] element

1. In the [Which object to add data to?] field, select the “Activity section record tag” object.
2. In the [What is the data adding mode?] field, select “Add one record”.
3. In the [Which column values to set?] block, click “+”. [Select columns] window opens.
4. Select chekboxes next to the [Object] and [Tag] columns. The [Object] and [Tag] fields will be

added to the setup area.
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5. Map the [Object] field to the [Id] parameter of the [Read data of the next overdue activity]
element:

a. In the [Object] field, click .
b. In the menu that appears, select [Process parameter]. Parameter selection window

opens.
c. Select the [Read data of the next overdue activity] in the left column.
d. Double-click the [Id] parameter in the right column.

6. In the [Tag] field, specify the tag that must be set for processed records: 

a. In the [Tag] field, click .
b. In the menu that appears, select [Lookup value]. Lookup value selection window opens.
c. Select the [ReminderSent] tag.

Set up the “Wait for 10 seconds” timer element (Fig. 400), which will set a short pause between the
process cycles. Specify the pause duration in seconds in the [Start in (sec.)] field of the element setup
area.

Fig. 410 The “Wait for 10 seconds” [Wait for timer] element

As a result:
• The process will run automatically, every Monday at 8:00 AM. 
• It will delete the “ReminderSent” tag from all activities then calculate the number of

uncompleted activities whose due date is earlier than today and that are not tagged with the
“ReminderSent” tag. 

• If at least one such activity is found, the process will read its data, send an email to the activity
assignee and tag it with the “ReminderSent” tag.

• Then the process will pause for 10 seconds before calculating the number of overdue
unprocessed (untagged) activities again.

• If no unprocessed activities have been found, the process will end.

SEE ALSO
• Advanced process settings
• Working with data
• [Start timer] event
• [Delete data] process element
• [Read data] process element
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• Conditional flow
• Exclusive gateway (OR)
• [Send email] process element
• [Add data] process element
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BUSINESS PROCESS FAQ
• Why don't the visual elements open, although the business process keeps running according 

to the log?
• Why doesn't a process continue to run automatically?
• How do I advance a case to the next stage automatically?
• Where and how the cases are saved?
• How can I set up several cases for one section?

 WHY DON'T THE VISUAL ELEMENTS OPEN, ALTHOUGH THE BUSINESS 
PROCESS KEEPS RUNNING ACCORDING TO THE LOG?
BPM'online uses WebSocket protocol to run user processes, notifications, and integration with
telephony. If the process log shows that the business process is executed, but the visual elements do
not open, then you should check the websockets settings . For more information about configuring
bpm'online to use the WebSockets protocol, read this article.

WHY DOESN'T A PROCESS CONTINUE TO RUN AUTOMATICALLY?
If a business process doesn't continues to run, check the following system settings:

• Check the websockets
• Perhaps, your business process is waiting for a signal. Therefore, the process can not continue

running until it receives a signal.
• If during the execution of the business process a page needs to be opened, check the process

parameters in the designer. Maybe, a parameter or a contact are set in the [Owner] field and
can't display the page to the current user. For example, if the user has no access rights to the
required page.

• Rarely, the incorrect "Maximum number of working processes" setting in the JIS pool can cause
the bug. If a value greater than 1 is set, then opened processes accumulate and stop
responding.

HOW DO I ADVANCE A CASE TO THE NEXT STAGE AUTOMATICALLY?
Currently, there are no automatic stage transitions in dynamic cases. To advance a case to the next
stage, click the corresponding stage on the workflow bar on the opportunity, case or lead page. All
tasks of the current stage will appear on the action panel and will be added to the calendar of the
corresponding contacts.

WHERE AND HOW THE CASES ARE SAVED?
The cases are saved in the form of configuration schemas, just like processes, objects and pages. The
schema name is specified in the [Name] field.

HOW CAN I SET UP SEVERAL CASES FOR ONE SECTION?
You can set up several cases for one section. For example, you can use separate cases with different
number of stages for the “Small business” and “Medium business” categories in the [Opportunities]
section.
To do this:
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1. On the case setup page, populate the [Which column determines which case to use with a
record?] field. Read more >>>

2. When setting up each case, specify the corresponding value in the [Use this case with records
where] field. Read more >>> 

SEE ALSO
• Getting started with Process Designer
• Case Designer guide
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