Introduction to Office Workflow Applications

--------
1. INTRODUCTION

· The origins of workflows can be traced back to Henry Gantt.

· The industrial revolution was the catalyst for smart thinkers like Gantt to come up with efficient ways of organizing a workforce.

· Business owners were suddenly able to mobilize huge workforces with powerful machinery, but needed to answer a question before they knew exactly the best way to harness that energy

------------

2. Moving Forward - Contd

What’s the most efficient way to get this work done?

· The exact jobs being done

· Who is responsible for what

· The time each task takes

------------

3. Measuring Essential in WorkFlow

· As the old adage goes, “you can’t manage what you don’t measure”.

· By measuring the work that needs to be done, you can manage how optimally it’s executed.

· Otherwise, you have no idea what’s going on or where the bottleneck in your team’s activity lies.

-----------

4. What is a workflow?

Workflow is the series of activities that are necessary to complete a task. Each step in a workflow has a specific step before it and a specific step after it, with the exception of the first and last steps.
----------
5. Workflow Application

A workflow application is a tool that uses software to either partially or entirely automate a complex business process.

A workflow app will break a workflow down into a set of data needed to complete the process, and a path for the data to follow.

The workflow application will use a form to collect data at different points in the process. The path will include a progression or series of tasks. These tasks might be done by humans or systems.

Tasks might include transferring data, documents, or responsibilities in order to achieve a certain goal.

-------
6. Manual vs. Automated Workflow

When a workflow management application is not used, most workflows are handled manually.

Manual workflows mean that at each task, a human must either pass the existing data to the next task owner (via email or a message) or manually insert specific commands for a system to follow.

                 Why should I automate a workflow?
                  Automate Work. Reduce Chaos.

Once you have your workflow in place, you can start thinking about automating it.

When you automate a workflow, you are essentially handing the task of making sure each step gets completed to a workflow management software program.

This means everyone can focus on their individual contributions.

---------
7. Benefits of Automating Workflow

· Eliminate redundancies
· Improve efficiency
· Enhance delegation of tasks
· Improve coordination and facilitate faster turnaround times

· Facilitate greater visibility of progress
----------
8. How Do Workflow Applications Work?
A workflow application operates in a linear sequence of steps, often involving team members at every step who perform their part of the task or authorize tasks to move things to the next step.

There are rules for workflows when exceptions occur, in which case the workflow takes a possible alternative route.

When all the involved members approve of the task, the original process owner is notified about its completion who then closes the process.

Workflows are mostly applied to repetitive and complex business processes.

----------
9. Workflow Tools
Tools such as flowcharts and process maps are used to visualize the steps involved in a process and the order they should go in.

Flowcharts use simple geometric symbols and arrows to define if-then relationships.
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Business process mapping is the visual display of the steps within a business process showing how it's done from start to finish. This sort of mapping provides a concise picture of the steps needed to bring a product, service or other process from start to completion and the sequence of steps that must take place.
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Process maps look similar, but they may also include support information. That information documents the resources that each step in a business process requires.

-------

10. Workflow Software

Workflow can be automated with software tools that use business rules to decide when one step has been completed successfully and the next step can begin.

Some workflow management apps can also coordinate dependent relationships between individual steps, a concept known as workflow orchestration.
Workflow management software also provides workflow templates for documentation and business process modeling, two important aspects of business process management (BPM).

Workflow software provides organizations with the technology functionality that provides

· Improves productivity : Automated digital workflows reduce the time spent on manual tasks.

· Visibility : Workflows enable managers to see what is happening with business critical processes at every point along the process, and at any moment in time.

· Faster business reaction to change: Workflow software enables organizations to react quickly and smoothly to market changes through process modifications.

· Improves Accountability  : Monitoring time to execute business functions creates productivity measurement and continual process improvement

Workflows can include any number of tasks. They can be as simple as a single step or include hundreds of tasks. Some workflows tasks are sequential and are dependent on the previous task’s completion before they can start.
-------
11. Demonstration on how to Automate Workflow Chart using GanttProject
A Gantt chart is a horizontal bar chart used to display the start date and duration of each task that makes up a project.
Gantt Project is a Free desktop project scheduling app for small and medium businesses which need Gantt charts

GanttProject is

a) Easy to use

b) Break down the work, build a Gantt chart, assign resources, calculate project costs and export to PDF in minutes, without reading manuals.

c) Export and import from MS Project and Excel.

d) Mature and reliable

e) Established in 2003 and receives regular updates.

f) Thousands of daily downloads and active users all around the world, speaking 25+ languages.

g) Free for any purposes

h) Commercial usage is okay.

i) No trial versions, no hidden limits, no credit card required.
PRACTICALS

Project: Networking & Installation of Internet Connection in Fed Min of Finance
Resources and Roles

	Sn
	Resource
	Role

	1
	Bob
	Customer

	2
	Jill
	Designer and Project Manager

	3
	Fred
	IT Technician

	4
	Mary
	IT Technician

	5
	Sam
	Labour


Task & Dependencies

	Sn
	Resource
	Code
	Duration(In days)
	Dependency

	1
	Bob and Jill Chart about  Design
	A
	8
	none

	2
	Jill design ideas
	B
	16
	A

	3
	Bob and Jill renew and decide on design
	C
	12
	A

	4
	Sam Cleans the Server Room and tidy all other rooms to  make installation easier
	D
	17
	A

	5
	Fred and Mary Commence running cables and installing & Configuring servers
	E
	12
	B,C

	6
	Everyone except  Sam reviews the work done
	F
	4
	C,D

	7
	Last minute touches to ensure everything done to specification
	G
	6
	F

	8
	Sam Cleans up
	H
	5
	E,G
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