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Trademarks and Copyright
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authorized Blue Prism representative. No part of this document may be reproduced or transmitted in any
form or by any means, electronic or mechanical, including photocopying without the written permission of
Blue Prism Cloud Limited or its affiliates.

© Blue Prism Cloud Limited 2001 - 2020
“Blue Prism”, the “Blue Prism” logo and Prism device are either trademarks or registered trademarks of
Blue Prism Limited and its affiliates. All Rights Reserved.

All other trademarks are hereby acknowledged and are used to the benefit of their respective owners.
Blue Prism Cloud Limited and its affiliates are not responsible for the content of external websites
referenced by this guide.

Blue Prism Limited, 2 Cinnamon Park, Crab Lane, Warrington, WA2 0XP, United Kingdom.
Registered in England: Reg. No.4260035. Tel: +44 870 879 3000. Web: www.blueprism.com

Commercial in Confidence Pageiii


http://www.blueprism.com/

®
A ion Lif leM 4.1 | User Guid
b I u e p rl S m utomation Lifecycle Management sgcl)'nttel:]tz

Contents
Automation Lifecycle Management (ALM) . 1
OV IV W 1
Installation and aCCessS ... ... . 2
BUSINESS PrOCESSES ... 4
Add a bUSINESS PrOCESS . ...l 4
APPICAtiONS 6
Add an appliCation ..o 6
Process definitioNs .. . 10
NV O S ONING 11
Add a process definitioN ..o 11
SO I ONS . 13
1) (<] I 14
Add anexceptionto a PD D . 22
ALM —Process definition table .. .. L 24
EXCOP i ONS 25
Create an eXCePliON L. 25
DefaUlt @XCE P IO . L 27
T emMPIa S 28
Exporta sectionas atemplate . ... 28
Use atemplateina process definition ... . . 29
Other features ... L 30
Process definition sign-off .. 31
Submit for Sign Off L 32
Redact SigN OFff 33
Member SigN Off L 33
Triggered notifications ... . 34

Commercial in Confidence Pageiiii



b I u e rI S rT'(i Automation Lifecycle Management 4.1 | User Guide
p Automation Lifecycle Management (ALM)

Automation Lifecycle Management (ALM)

This guide outlines functionality and usage of the Automation Lifecycle plugin. By utilizing ALM, business
analysts can capture and document the business process definitions along with the applicable
applications and any business exceptions. It is assumed as part of this guide that the user is familiar with
Blue Prism digital workfers and has experience with components such as Hub and Blue Prism.

Overview

The Blue Prism digital workers provide an unparalleled skill and capability set, with further use cases being
addressable with each new release. Whilst capability is important, usability has been equally considered
during the delivery cycle, ensuring enterprises are provided with guard rails to ensure best practices are
met. The Robotic Process Automation (RPA) and Intelligent Automation (IA) industry has a multitude of
methodologies and operating models however these are contained in documents and training materials
only. With the development of Blue Prism Automation Lifecycle Management (ALM) capability within Hub,
enterprises early on in their RPA/IA journey can benefit from application driven controls to ensure the key
milestones of a successful delivery are met.
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Installation and access

To access Automation Lifecycle Management (ALM) the Automation Lifecycle plugin must be installed by
an administrator.

7 Automation Lifecycle
' Automation Lifecycle Management (ALM) enables you to manage your deliv: ecosystemn with ease.
Create PDD's, define exceptions and applications, manage access permissio

Installed version
. 3.0.9| No Motes
Dependencies:

Connect.Core [3.0.9)

Connect.Core Data [3.0.9, )

Once the plugin has beeninstalled it needs to be added to a role and a user then assigned to that role. The
plugin can be assigned to the default user role if required or a custom role can be created.

Edit Role X

Plugins or Forms

Automation Lifecycle x

The full functionality of ALM is accessible through the Automation Lifecycle menu from the sidebar menu.

( Dashboard

Dashboard Create New Dashboard

Business Processes

Applications

Process Definitions

Exceptions
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The following options are available:

e Business Processes;

Applications;

Process Definitions

Exceptions.

All the options under the Automation Lifecycle menu leverage the same table customization options as
with other Hub plugins. This include items such as changing the columns being displayed, hiding filters
and saving and retrieving stored views. These are all accessible through the settings cog on each option

page.

The typical flow through the Automation Lifecycle Management functions is as follows:

1. Identify the organization’s business processes and determine whether they are suitable candidates
for automation.

Capture the applications that these processes use.

Define the process using Process Definition.

» wN

Capture the low-level steps of the process.

5. Exceptions that may apply to one or more of the Business Processes is performed.

Though this is a typical flow, once several items have been captured and defined, ALM allows the reuse of
parts of a process. This means that common elements can be defined as templates and reused as
required. For example, the login process into say Salesforce is the same whether you are creating a new
user or creating a new account. Therefore, the defined process steps for Login to Salesforce can be
defined as a template and used in both processes.
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Business processes

The Business Processes option allows you to define the business processes within your organization.

Add a business process

1. Selectthe Business Process tab and click Add New.

—
 Business Processes i 8 o @®-
seeciquanciyofrows: [ 5 2| | MyBusiess Processes v + Add New *
) Name 4 Description Members Applications Application Exceptions Exceptioncount  Active Stage Stage progression & Maximum Alowed digial Actions
cBunt digital works workers

D
B3
4
2
3
=
2

2. The Create business process dialog displays.

Create business process x

Basic

D=

o]

Name *

Description

Stege

Process Selection -

Stage progression

0%
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3. Inthe Basic section add the required basic information about the business process:

ID — A unigue number to identify the Business Process. Companies can define their own
identification system which could assist in identification of processes for different
departments, e.g. Finance, Sales, etc. or just a unique identification across the organization’s
processes generally.

Name — A name for the business process.

Descriptions — An optional description of the Business Process.

Stage — The stages involved in capturing the Business Process:

Process Selection, (default option)
Deep Dive

Design

Development

Internal UAT

External UAT

Live Proving

Live

Stage Progression — A slider that allows you to set the how much of the stage has been
completed as a percentage.

4. Click Next.

5. Inthe Members section add any key stakeholders that will contribute towards the automation of the
business process throughout the lifecycle. If you create a business process you will be automatically
added as a member.

6. Click Next.

7. Inthe Notes section add information about the business process. Only the person who created the
Business Process will have write privilege, everyone else will only have read privileges.

8. Click Save.

9. If the save has been successful, a notification displays in the top right corner. Once the data has
been added it can be viewed, edited or retired using ellipsis that displays for each added business
process.

o
)
7
23
&
=
2

uuuuu

B X N
EH

10. The list can be filtered to show all existing business processes or only those that the logged in user
created.
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Applications

The Application tab for Automation Lifestyle Management (ALM) allows the definition of applications and
their access and permissions attributes.

Add an application

1. Selectthe Application tab and click Add New.

—
= R
D
<
- Add New "
L} ame 4  Descripton o Version Owr ity ctivitymethod = Timeo uts. Active  ©  Actions
3 -
= e [ Y IV C R R 1 sppcasion v a
=
=]
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2. The Create Application dialog displays.

Create application X

Description

Enter Description

Version

Owner

| Select Owner v
Availability

| Enter Availabilit |

Connectivity Method

| Select Connectivity Method A

Timeouts

| 00:00:00 |
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3. Complete the following fields:

e ID— A unique number to identify the Application. Companies can define their own
identification system which could assist in identification of applications within different
departments, e.g. Finance, Sales, etc. or just a unique identification across the organization’s
applications generally.

e Name —The application name.
e Description— An optional description of the application.
e Version —The version number of the application.

e Owner-The person in your organization responsible for the version deployed and in
operation. This could be the Finance Director for applications that are specific to the Finance
team and notjust anindividual who oversees IT.

e Availability — The availability of the application. You could set the application to be constantly
available or limit its availability to a specific day and/or time. For example, only between 09:00
to 17:30 on business days. This can be used to ensure that backups and maintenance periods
are included in the definition of the application.

o Connectivity Method — The method of access for the application. Options include:
o Web Access (Internet Explorer)

o Web Access (Chrome)
e Desktop Application
o Citrix (Application)
o Citrix (Desktop Application)
e Remote Application
e Remote Desktop Application
e Timeouts — The period of time after which the application will timeout and exit if unused.

4. Click Save to store the information in the Hub database. A notification displays to confirm a
successful save and the application is added to the list in the Application tab.

Use the ellipsis for the required row to edit or retire an application from the list.

Pressing Save, stores the information into the Hub database and a popup in the top right corner will
confirm success. Once the data has been added it can be edited or retired by using the menu alongside
the Application.

Once an application has been added the Access and Permissions tab can then be used to define access
rights. To navigate to Access and Permission select the Access and Permission tab.

yyyyyyyyyyyyyyy

o
=3
2

Like the other forms, selecting Add New provides you with the options as detailed below:
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e Application Name —allows you to select a defined application;

¢ Integrated Authentication —if Single Sign-On is enabled for the digital workers then this option
should be ticked. This will enable the digital worker to directly authenticate inside the application
without the need to complete username fields;

¢ Environment-allows you to select the environment that the credentials apply to, i.e. Production,
Development, etc.;

o Digital Workers —this allows you to select the digital workers that will be accessing the application;

e Expiry Period —is the period defining the frequency that the password is updated. Most
organizations utilize Active Directory and Group Policy to define a password expiration date, this
field is used to notifying the password expiration period;

¢ Notes —this field allows the user to capture any additional information relating to the application
access or permissions.

Create application access X

Application name *

| | Integrated Authentication

Username *

k=

Digital Worker *

-

Environment *

|Eee::£'.-':'*e". v|

Expiry Period (in days) *
& d

Motes *

For the On-premise version of the product the Access and Permissions capability is non-operational.
This functionality will be re-introduced in a later version.
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Process definitions

The Process Definitions option under ALM allows the creation of electronic versions of the Process
Definition Document (PDD) and their attributes.

A Process Definition is a document, whether a physical document or an electronic version, that describes in
detail a business process. A Process Definition Document (PDD) should consist of the following:

e A summary of what the overall process and solution is;

e Definitions of unique language used within the business process;

e Scope and expectations as to what the automation should achieve;

¢ Volumes, how many instances of this task are going to be ran each day;

e Interact design to dictate what the solution would visually look like;

o A list of applications that your automation will interact with as well as their versions;
e A high-level process map of what the goal is;

o Low levelsteps, keystroke level details of the process;

e |nputs, triggers and outputs relevant to the automation; and

e Exceptions, what varying scenarios should you expect and handle.

The Process Definition is the core tool for the automation developer role, its accuracy and consistency will
mean the difference between an average and great automation so ensure the information is complete
before starting your work. The build of an automation shouldn’t commence without a process definition
and so we emphasize the importance of this document.

In the process definition section of ALM the following attributes for a process definition can be collected:
e Process name —Name of the Process Definition, the name is inherited from the Business Process.

e Process active — Based on whether the Business Process is active. If it is then this value would have
a tick, else, it would have a cross.

e Version — The version number of the Process Definition.

e Latest—This column by default is filtered by latest, by not filtering by latest, all previous Process
Definition versions will be on display.

e Updated by - Who was the last user to update the Process Definition.
o Update date — The latest date the Process Definition was updated.

o Sections - Different sections that make up the Process Definition.

e Locked by —User who currently has the Process Definition “open”.

e Owners - List of users who are owners of the Process Definition.

¢ Contributors — List of users who are contributors.

e Group sign off — Have all required members signed off the Process Definition. If so, there will be a
tick, else, a cross is displayed.

e My access—The access the users have on the Process Definition.

¢ Signed off — The sign off status (hyphen —do not need to sign off, cross —have not signed off, tick —
signed-off).
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Versioning

Versioning is the method used to manage the creation and management of multiple releases of process
definitions. As they are developed, improved, upgraded or customized users can save versions to capture
versions at particular points in time.

There are two versions levels, minor and major versions. A minor version of the process definition is
captured every time you save the document. Only an owner/contributor can update to the major version.
This would be used typically when a milestone has been reached and the process definition is being sent
for review. More details on versioning are included in Process Definition Sign-off.

B u s a&BH

The remove filter icon, next to the Add New button removes the default setting of the Latest flag. By
default, the Latest field is ticked and only the latest versions of each process definitions displays. Earlier
versions are hidden to provide a clean view. Users can either select the Remove Filter icon or change the
status on the Latest column to see previous saved versions.

Add a process definition

1. Selectthe Process Definition tab and select Add New.
2. The Create process definition dialog displays.

Create process definition 4

Business Process *

| Add Order - |

Members

|EEE':' Q |

. {Demonstrator) Dem... m Contributor

Viewer |

Cancel Save
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3. Select the following tabs to add users appropriate to each level of access:

Access Description
Level
Owner With this level of access you can read, write, delete and initiate sign-off of the

Process Definition. The user who created the Process Definition will automatically
be given Owner rights. In detail they can perform the following:

e Edit Definition —allows the user to edit the Process Definition, if it's not locked
by another user.

¢ Increase Major —allows the user to increase the major version of the Process
Definition.

e View —allows the user to view the Process Definition, you will not be able to edit
the Process Definition in this mode.

o Edit Access Control — from here the user can alter the access privileges of
different members. Members are aware of their access change via a notification.

¢ Sign off Options — this will give the user three options:

o Submit for sign off — Sends a notification to members letting them know that
they need to sign-off on the PDD.

¢ Redact Sign-off — Owner can redact the sign-off.

o Member Sign off — View the different members who have and have not
signed off.

¢ View Update Note — Allows the user to see the latest update note, date it was
updated and the user who updated.

e Delete —Reverts the Process Definition to the previous version.
Contributer With this level of access you can read, write and delete the PDD. In detail:

o Edit Definition — Allows the user to edit the Process Definition, if it's not locked
by another user.

¢ Increase Major — Allows the user to increase the major version of the Process
Definition.

¢ View — Allows the user to view the Process Definition, you will not be able to edit
the Process Definition in this mode.

¢ View Update Note — Allows the user to see the latest update note, date it was
updated and the user who updated.

Viewer With this level of access the user can read the PDD. In detail the user can:

¢ View — Allows the user to view the Process Definition, you will not be able to edit
the Process Definition in this mode.

¢ View Update Note — Allows the user to see the latest update note, date it was
updated and the user who updated.

Access control can be updated at any time.

5. Click Save.
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6. The initial version of the Process Definition is displayed.

{ Process Capture Environment: | Training

Add Order (vo.0

Draft last edited by: Demonstrator

Add Section Collapse All Expand All

{ Back

Sections

A sectionis a group of steps that describe a combined part of the process, for example the ‘Login steps’
into an application. Using this structured approach enables the users to create ‘reuseable’ sections which
can be stored as Templates and reused in other Process definitions. More on Templates later.

Add sections toa PDD

1. Fromthe Process Capture screen of a PDD, click Add Section.
The Create Section dialog displays.

Create section h4

Description

B I U # A

500 Characters remaining

Cancel | | Create another

2. Enteraname and an optional description of the section being created.
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3. Click Save.

The section is added to the Process Definition.

{  Process Capture Enwironment: | Training

Add Order voq

Draft last edited by: Demonstrator

Add Section Collapse All Expand All
— Launch and Login _ o . a
- This is the Launch and login steps for the Blue Prism Cloud Orders Application

€ Back

The context sensitive menu (three dots) allow you to edit the information provided, add sections
above or below, delete or export to a template.

=8 { Process Capture Enviranment | Training - 0 . v
(V0.0
Draft last edited by: Demonstrator
Add Section Collapse All Expand All
— Launch and Login. _ N G sy a
2@ - This is the Launch and login steps for the Blue Prism Cloud Orders Application
B #  Edit
= Move

=+

6]

E—) Exportto template
4 Add secrion above
J  Add section below

@ Delete

4. Repeat this process to add further sections.

Steps

Steps are the tasks that the human worker would undertake to perform the business process. They are the
actions, for example, input username, input password, click login button, and then a decision to check that
the credentials were correct. There are fours types of steps that we can use, these are:

e Action —This allows you to define an action for your application. These include: Input, Read, Select,
Launch, Close, Drag and Drop, Click, Double Click, Right Click and Terminate.

o Decision —This allows you to insert true/false or multiple conditions.
e Email - This allows you to include an email step within your process.

e Object—This allows you to add Blue Prism Object to your Process Definition.
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Add stepstoa PDD

1. Fromthe Process Capture screen of a process, click Add New Step.

The Create Step dialog displays.

Create Step b4

@ Action T Decision
Define the action of your nsert lo y adding a
D Sl Y

application - .

@ Email Object
i i Include an Email step into m Add A mation Studio

A your Process Definition. your Process

2. Selectthe required step type:
e Action

o Decision
o Emalil
e Object
3. Configure the step.

4. Add and define all the required steps until you have built up the complete process.

{ Process Capture Envirenment [ RO

Add Order (vi.0)
Draft last edited by: Demonstrator

Add Section

= Launch and Login Addnewstep [JRO3
= This i the Launch and login steps or the Blue Prism Cloud Orders Application

= [ Dashboard -New Order poTE——
= W 11 s tre dasnboard secion o the Orders Appiiation

CBack

n
ID
';"‘.l
-

e
7
S

% <& 0 Il

= B Cick New Order
= @ Click on the New Order button on the dashboard of the Blue Prism Cloud Orders Application

L]

= New Order Form addnewstep Y
= This i the complecion of the New Order screen within tne Blue Prism Cloud Orders appication
= [ Select Product Coce
= - Use the dropdown menu to select the Product Code
= Input Order Amount
= & Bl cocer e Order Amount required in Order Amount field

= Select Customer

Use the dropdown to select the Customer

= Input Cost Centre
= - - Enter the Cost Centre for the department
= E Click Place Order
— - Press the Place Order button
= Order Reference addnewstep IS
= Order Reference form o tne Blue Prism Cloud Orders Appliation
= Read Order Reference

= B8 ciickox

The final step in a business process must be the steps required to exit the application and the
final step needs to include a route to End.

5. Click Save to create a minor version of the process definition. See Versioning for further information.

The Increase minor dialog displays.
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6. Enter a description to remind you where you are up with the process and click Save.

Increase minor X

Update Mote *
B /| U # A

500 Characters remaining

Cancel Save

The Process Definition screen displays, updated to show the latest version of the process definition.

S
=3l < Process Definitions = - 9 Q . .
@ Process Definitions
— + pacten s
g Processname Version Latest Updated by Updated date Sections. Locked by Owners. Contributors ‘Group signed off My access Signed off Actions.
A Order v o1 v @® ocrorsveo | 2uc2n020152554 Launcnana L. ) x uner - [ ]
=
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Step types

There are four step types that can be configured.

Action

Actions are used to configure the steps a user would performin a screen such as input data into a field,
click a button, close an application.

Create action 1.1 X

Application *
|_'-ee::—':: cation -|

Screen name *

Max File Size: SMB

|_'EEZZ-':'.'C’ -|

Element name *

| I TR - | Description/Summary

B | U £ A

Route to *

| Next step - |

500 Characters remaining

cance ‘ l Fresse snetnes m

An action step is configured using the following fields:

e Application — Select the required action from the drop-down. Each currently defined application is
available.

e Action —The type of action the step will perform:
e Input-Used toinput data into a field.

¢ Read -Reads data from a form or field.

o Select-Selects an option, i.e. dropdown menu item.

e Launch -Launches an application.

e Close - Closes an application.

e Drag and Drop — Allows a data item to be moved between two applications.
o Click —Presses a button or file menu item.

o Double Click — Double click a button.

¢ Right Click — Right click on a button.

¢ Validate — Checks a data item.

e Screen name — The name that the user will give to the screenin the application on which the action
will occur. As the user starts to type the screen name a list of possible names will appear of those
that have been created earlier. If reusing an existing screen name the user can select from the list. If
a new name, type the name and then moving to the next field will create the new screen name.

¢ Element name — Enter a name for the element that will enable the automation developer to
recognize the field that the digital worker has to interact with, i.e. username, password, or login
button.
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¢ Route to—Determines what happens when the step is complete:
¢ Next step —Moves to the next step in the process.

e TBC - A placeholder that is useful if the required step has not yet been configured.
e End-The end of the process. Each process must finish with a step that routes to End.

¢ Image —Take a snapshot of the application showing the fields and the buttons. The automation
developer can then review this during the build to ensure that they are on the correct screen within
the application. This also ensures they can recognize fields and buttons correctly.

o Description/summary — An optional description of the step.

To quickly add the next step in the process, select the Create another checkbox before saving. When you
click save the dialog will refresh allowing you to quickly configure the action.

Decision

A decision determines what option should be taken if more than one outcome is available. The process can
continue to the next step or another defined step. In the example below, a decision has been added after
the login button has been pressed. The decision checks whether the incorrect username or password
dialog displays. If neither appears then a decision needs to be made as to the next step undertaken.

Create decision step 1.4 X

Logic

Type of decision

.ﬁaﬂ Custom Choice |

List of chaice On False

. =

| 2.1 Click New Order - ‘

A decision step is configured using the following fields:

e Type of decision — The options that are available for the decision. This could be true/false or a
custom choice.

o List of choice — The options available. Once selected, configure what will happen when the outcome
of the choice occurs, such as progress to a specified stage.
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Email
If a business process includes sending an email, configure the contents and recipients in an email step.

Create email step 5.2 X
To cc

Subject = 8

Body * Descriptian

Enter Body B / U # i |

500 Characters remaining 500 Characters remaining

Route to *

‘ MNext step -

[ creste anatner e

Object
Incorporate Blue Prism business objects in process capture.
Create object step 5.2 X
Environment *
‘ S environment |
Utility *

Max File Size: SMB

Action * Upload...

‘ Select Action '|

Routeto : * Motes

‘Ne'xtstep '| B /| U # é

500 Characters remaining

L create nother Save

An object step is configured using the following fields:

¢ Environment- The Blue Prism environment in which the business object/utility file is located in.

« Utility — The name of the business object/utility file that the automation developer will use to call the
required action.

e Action —The required action that the developer will use from the business object/utility file.

¢ Route to— Determines what happens when the step is complete.
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Login example
This example demonstrates how to create the steps for a simple application login.

Launch the application

Openthe selected application on the login screen and proceed to the next step:
e Action —Launch
e Application — As required
¢ Route to—Next step

Create action1.1 X

Application * l ‘
‘ Orders

blueprismi
Cloud

Screen name *

‘ Enter Screen name v ‘ "
jemae
Passwond

Max file size: SMB

‘ Launch - ‘

Element name *

Action *

- ‘ Description/summary

e usa |

‘ Enter Element name

Route to *

Launch Desktop version of Orders Application
‘ Next step - ‘

456 Characters remaining

Cancel Save

Enter a username

Enter a username in the Username field on the Login screen and proceed to the next step:

e Action —Input

e Application — As required

e Screen name - Login screen

¢ Element name-Username

¢ Route to— Next step
Create action 1.2 h 4
Application * -~
[ orgers - | bluepnisi
Screen name * .
| Login Screen v | Famsmond i ]
Action * Lown

Max File Size: SMB

| Input - |

| Username - | Description/Summary

B I U £ A |

Elernent name *

Route ta *

| Input Username into Username field of

| Mext step Orders Application

444 Characters remaining

|‘,‘ Cresteanomer

Commercial in Confidence Page 20 of 34



b I u e rl S I I I Automation Lifecycle Management 4.1 | User Guide
p Process definitions

Enter a password
Enter a password in the Password field on the Login screen and proceed to the next step:

e Action —Input

o Application — As required

e Screen name - Login screen

¢ Element name - Password

¢ Route to—Next step
Create action 1.3 X
Application * el
| orders | bluepnsm
Screen name * .
‘ Login Screen v | Famsmon i ]
Action * Logn

Max File Size: SMB

‘ Input v |

e e

‘ Password v | Description/Summary

B I U £ A |

Element name *

Route to *

| Input Pa rd into Password field of Orders

‘ MNext step Application

444 Characters remaining

|‘,‘ Crestesneiner

Click the login button
Click the Login button and proceed to the next step:

e Action - Click

e Application — As required
e Screen name - Login screen
¢ Element name - Login button
¢ Route to—Next step
Create action 1.3 x
Application * -
| Orders - bluen_rlﬁrr:
Screen name *
e
‘ Login Screen v ‘ Pamsmcd ]
Action * Lown
Max File Size: SMB
| click -

‘ Login Button - ‘ Description/Summary

B I U # A |

Element name *

Route to *

‘ Press the Login Button on the Login Screen of

‘ Mext step the Orders Application

432 Characters remaining

| | Creste snemer
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Process complete
All the required actions have been completed and are listed in the Process Capture screen.

—
< Process Capture Envi raining -l .v

Qe Add Order (vo.0) Save
Draftlast edited by: Demonstrator

Add Section Colapse Al Expand all
= (R Launch and Login addnewstep QY
= W 17 i tne Launch and login steps fo the Biue Prism Cloud Orders Appiiation

B Launch Orders
= Input Username =
= I Usermame ino Username fiec o Orders Appication

= ] Click Login Button
= s Press the Login Button on the Login Screen of the Orders Application

[EET TUNS S R SR [ |

Add an exception to a PDD

Exceptions can be added to a process to cater for unexpected occurrences when running a process.

For information about creating exceptions, see ALM exceptions.

1. Fromthe Process Definitions tab, edit the latest release of the required process definition.

2. Locate the and edit the step that requires an exception.

< Process Capture Emvironment: | Training -l .v

Qe Add Order v03) Save
Draft last edited by: Demonstrator

Add Section Collapse All Expand All
= [ Launch and Login addnewstep QY
= W 17 s e Launch and login seps fo th Biue Prism Cloud Orders Application

= B Launch orders
= Input Username
= Inpus Usermamme ino Username fied of Orders Appiiation

— Click Login Button

non the Login Screen of the Orders Application

B u X <sa& D

o

= Incorrect Username or Password
= - Either an incorrect username or password has been entered nto the Login Screen and a warning message has appeared

onTrue onfalse

= (g Deshboard - New Order prT—
= This is the dasnboard section of the Orders Application =

= Click New Order

Ciick on the New Order button on the dashboard of the Blue Prism Cloud Orders Application

= New Order Form Addnewstep [IEQN
= This is the completion of the New Order screen within the Blue Prism Cloud Orders application

= g u Select Product Code

= & Use the dropdown menu o select the Product Code

= Input Order Amount

= Wl Kl enter e Orer Amount required in Order Amount fietd

= Select Customer

Use the dropdown to select the Customer

= Input Cost Centre ..
IUEPIST =100 5o 225 (rasion 2.5
L\huebugmj Blue Prism 2020 - Ver

3. Selectthe required step choice and select the Exception tab.
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4. Selectthe required exception for this choice. In the example, we are adding the Incorrect Credentials
Supplied exception to the incorrect login credentials step.

Edit decision step 1.4 X

Logic

Type of decision

.Haﬂ Custom Choice |

List of choice On True

Route to Exception

| Incorrect Credentials Supplied - ‘

If the required exception has not yet been created, you can create the skeleton of an exception by
selecting Add New Extension and following the prompts. For further information, see Exception
Pending.

Edit decision step 1.4 X

Logic

Type of decision

.Han Custom Choice

List of choice an True

anTi *
= | |

| Add New Exception - |

Mew exception name *

5. Click Save.

Exception pending
If you have added selected Add New Exception for a step choice, when you save the step a flag is added
to the step in the PDD to show that it references an exception that has not yet been populated.

— ol Incorrect Username or Password

Either an incorrect username or password has been entered into the Login Screen and a warning message has appeared

OnTrue [® On False
;

Click the Click here link in the flagged step and configure the exception as described in ALM — Exceptions.
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ALM — Process definition table

The Process Definition table has a few important columns that you will need to be aware of.

Sections — A list of high-level sections that make up the PDD.
Locked by — Displays the user who is currently accessing the a process capture.

Group sign off — The status of the sign-off. A tick displays in the column when all required business
process members have signed off.

My Access — Displays the access level you have for a PDD.

Sign off — The status of the sign-off:
e Atickindicates you have signed the PDD off.

¢ A hyphenindicates that you do not have to sign off the PDD

e A cross indicates that you have redacted your sign off

D
B3
4
2
E
Ed
2

—
Definiti ] Q . -
Definitie

-G .
= e Upaea b ¢ Upsseome H o Gmm G o fwEs
EEEEEE
v
aaaaaaaaaa
v v [ o4 (] o @ X uner v a8
v v @ oerorsvaer | 2s02200162515 | Launcnandl () x - a
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Exceptions

The Exceptions option under ALM allows the creation of Exceptions and their attributes.

Create an exception

1. Selectthe Exceptions tab and click Add New.

o
)
4
73
&
=
2

The Create section dialog displays.

Create exception X

Exception code

E0O1

Name *

Unplanned System Exception

74 Characters remaining

Cancel Save

2. Enter a description for the exception —exception codes are automatically assigned by the system.
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3. Follow the prompts to create the necessary sections and steps that must be performed if the
exception occurs.

Create section x
Name *

| Terminate All Applications |

Description

B / U £ A

Terminate All Applications in the event of a System Exception
(Unplanned)

427 Characters remaining

Cancel | | Create another Save

4. Click Save.

The exception can now be used in the steps in a process definition document as described in Add an
exceptiontoa PDD.
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Default exception

Itis recommended that the first Exception created is the default “Unplanned System Exception” and is
used as a catch all when something unexpected happens.

Create exception

Exception code

X

E0O1

Name *

Unplanned System Exception

¢  Exceptions Capture

Unplanned System Exception (oo
Draft last edited by: Demonstrator

Add Section

= n Terminate All Applications

< Back

Cancel

X =& B

74 Characters remaining

=

Save

L]

Terminate All Applications in the event of a System Exception (Unplanned)

As this is the catch all Exception, it must be modified each time a new application is added to support the
termination process. Subsequent Exceptions should be specific to the business process and the error that

has occurred.

In this example the following is created to handle the incorrect credentials being added.

Create section

Create exception

Exception code

Template |

< |

Name *

| Incorrect Credentials

E0D2

| Description

Name *

B /| U £ A

Incorrect Credentials Supplied

Orders Application.

Cancel

Incorrect Username or Password has been supplied for the

70 Characters remaining

Save Cancel | | Create another Save

424 Characters remaining
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Templates

Templates exist in both the process definitions and exceptions options of the Automation Lifecycle plugin.
Templates allow you to re-use sections of a process definition or exception as a repeatable block. For
example, a login section may be used in multiple proceses and using a template means you will not have to
recreate the login section for each.

Export a section as a template

In the Process Capture screen, select Export to Template from the context menu for the section you want
to export.

—
Bl ¢ Process Capture Emvrormens [ Trang 90 .V
=W .. AddOrderio
Draftlast edited by: Demonstrator
= @ @
2% = T 5 the Launch and ogin steps or the Elue Prism Cloud Orders Application
E s e
= = n Launch Orders '
= > Mo
= Input Username 3
=} = BEH B . vcrmame oo sername fe of Orcers Appication B exporttotempise
= B e |
= W B3 press tne Login Button on the Login Screen of the Orders Application
1 Add low
= Incorrect Username or Password '
= - Either an incorrect Username or passward has been entered into the Login Screen and a warning message has appeared
& oe

OnFalse

L

Update the name and description if required.

Export to template X

MName *

Launch and Login

Description

B I U # A

This is the Launch and login steps for the Blue Prism Cloud
Orders Application

422 Characters remaining

Cancel Save

Click Save.

The sectionis saved as template.
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Use a template in a process definition

To use a template in a process definition, go through the process as normal, creating a business process
and a new process definition.

When you are creating a section, choose to import a template rather than creating a new section from
scratch.

Create section

=
w
=

Template *

X

Felect Template

Launch and Login

Cancel | | Create another

Click Save to create the first section of the process from the saved template.

{  Process Capture Environmen | Training - r

BN . AddProduct (oo
Dratt last edited by: Demonstrator
= @t ~@
2% = T 1 the Launch and ogin steps for the Blue Prism Cloud Orders Application
E = EB @ Lounch Orders a
=
= Input Username s u
[=] = Input Username nto Username field of Orders Application
= B Click Login Button a u
= & Press the Login Buttan on the Login Screen of the Orders Application
= Incorrect Username or Password u
= - Either an incorrect Username or password has been entered nto the Login Screen and a warning message has appeared

onFaise

| o

Templates can also be used in Exceptions in the same way.
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Other features

A number of other feature are available when you are using the Process Capture screen, as described
below:

The up and down arrows allow you to collapse or expand sections.
The Collapse Alland Expand All links expand or collapse all aections.

The context sensitive menu allows you to Edit, Move, Add Step Above, Add Step Below or Delete a
step that has been created.

Grabbing the three horizontal bars at the front of the step or section allows you to drag and drop the
item to update the order.

The following text areas are embedded with WYSIWYG (What You See Is What You Get)
capabilities:

o Create Business Process > Notes

e Add Section

e Add New Step > Action, Decision, Email, Object

e Save Minor

e Save Major

You can view notes saved on a PDD upon updating your major/minor version by selecting the
context sensitive bar and selecting View update note.

When navigating to business process, your default view will be to see the business process that you
are a member of. To view all business processes, select the drop-down menu located above the
business process table and select All Business Processes.
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Process definition sign-off

In the Automation Lifecycle plugin the users with the Process Definition Owner role can initiate the sign-off
procedure. This workflow usually occurs when all the sections and steps in a business process have all
been captured.

To initiate the process definition sign-off procedure, select Sign-off the owner can select the context
sensitive menu and the click Sign-off Options.

®
o®
+ AddNew P
version Lstest Updatedby Updated dare Sections Locked by Ouners Contrbutors Group signedoft My access Sinedoft Actions
v
EET
& 10 v @® oerorsvsor | 20mz00761129 | Dashboara- ] X Ouner - a
= 5
/' editDefinti
01 v @ oemorsuecer 24022020 1625:15 Launch ana L ) x Oumer - |
T Incresse ma
Do
&£ evitAccessC
/= swnorops
B vewupsmte
8 odee

Select a sign-off option:
e Submit for Sign Off
e Redact Sign Off
e Member Sign Off

Process Definition Sign off Options X
submit for Sign off Redact sign off Member Sign off
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Submit for sign off

Once a process definition has been fully configured, you can send it to be signed off by the appropriate
people in your organization. Each person must have a valid login so they can be selected to sign off the
PDD.

Select the checkbox in the Sign off required column for the members who are responsible for signing off
the PDD and click Send.

The selected users are sent a notification telling them that the PDD needs to be signed off.

Submit for Sign off X

Members
You will ot be able to add o remove members from the sign offist ance you select send

e 6 e

ALM Approver

norepiy@noreply.com

alm_spproverl@noreply.com

alm_approver2@noreply.com

Owner

Access Sign off required (3/3)

)

15

Sign off a PDD

When a business process owner initiates the sigh-off procedure, the required members receive an in-
product notification letting them know that sign off is required. Members must then navigate to the
Process Definition screen. Using the context sensitive menu, members can select to view or sign off the
process definition and if required, view the update note.

= 0 @
= () =
Lot o © Upcateadae « aby  Owners » Wyaceess 4 Sanea ot acions
o
v -
nnnnnnnnnnn
v v @ oemonsor @ ooz @ X X (-]

When a member selects to sign the process definition off, a dialog displays asking them to confirm they
have reviewed the PDD.

Process Definition Sign-0ff X

Are you sure you want to Sign-0ff?

Important: It is good practice to review the Process
Definition before signing it off.

When a member selects to sign a PDD off, a notification is sent to the business process owners. Once
signed-off, the member will have the option to redact the PDD. They can do this by selecting the context
sensitive button on the Process Definition screen, clicking Redact Sign-Off and confirming their decision.
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Process definition sign-off

—
= Process Definitions Environment: | RPA v] fed H @ ° -
25} Process Definitions
Select quantity of rows: [ 5 2| + Add New - 24

Processname 4  Proc.. Version Latest Updated by Sections Locked by My access Signed off Actions
% active

AN x - Searc 4 x

AN Test v 0.1 v AN anoop.nandra AN anoop.nandra Viewer v a
[m)  View

O Redact Sign off

LI VR

[@ view update note

blueprsm giue prism 2020 - (Version 3.0.204)
QD pc\o.m Blue Prism 2020 - (Version 3.0.294)

A user cannot redact a process definition once every member has approved and signed it off. In this case
the owner of the process definition must redact for all approvers, make the necessary adjustments, and
then resubmit for approval.

Redact sign off

When a Process Definition has been sent out for review, it is locked for editing. Only an owner can Redact
this process. However, a Reviewer can Redact their own review, providing this is done prior to all other
reviewers completing their review. Once all Reviewers have either approved or rejected the sign-off
process the only individual who can remove the lock, whether through redaction or acceptance is the
Owner of the Process Definition.

Member sign off

This option lets you to keep track of the sign-off and check the status of the sign-off for each member. The
screen shows the members name, email address, sign-off status and sign-off date time. There are three
possible sign off states:

¢ Awaiting Sign-off - Member has not signed-off yet.
e Redacted Sign-off - Member had signed-off, however has chosen to redact the initial sign-off.

¢ Signed-off —-Member has signed-off.

Member Sign off X
Members

Name Email Access Sign off status Sign off Date Time

. Demo Strator noreply@noreply.com Owner Signed off 16/04/2020 13:33:06
@ ALM Approver alm_approver1@noreply.com Viewer Redacted sign off 16/04/2020 13:33:48

@ ALM Approver alm_approver2@noreply.com Viewer Signed off 16/04/2020 13:34:13
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Triggered notifications

There are several in-built triggers that notify users about specific events throughout the automation life
cycle. To view these notifications, select the bell icon located in the top-right corner of your screen. If you
have no notifications the notification tray will be empty. This iconis also used to review any future system
announcements.

[

]

G Version Latest Updated by Updated date Sections. Locked by Owners. Contrit ibutors
_ v

&

= 5

18/08/20201318

The table below describes each notification type.

Notification Trigger Recipients

PDD sign off The Business Process Owner initiates a PDD sign off. = Members who need to
sign off the PDD.

PDD signed off Allrequired members have signed off a PDD. Business process
owners.

PDD sign off redacted A required business process member hasredacteda  Business process

PDD that they have previously signed off. owners.
PDD sign off by A business process owner redacts the sign-off Members who need to
Business Process process. sign off the PDD.

Owner

Allrequired members  All required business process members have sighed a Bysiness process
have signed-off PDD off. owners.

Commercial in Confidence Page 34 of 34



	Trademarks and Copyright
	Contents
	Automation Lifecycle Management (ALM)
	Overview

	Installation and access
	Business processes
	Add a business process

	Applications
	Add an application

	Process definitions
	Versioning
	Add a process definition
	Sections
	Add sections to a PDD

	Steps
	Add steps to a PDD
	Step types

	Add an exception to a PDD
	Exception pending

	ALM – Process definition table

	Exceptions
	Create an exception
	Default exception

	Templates
	Export a section as a template
	Use a template in a process definition

	Other features
	Process definition sign-off
	Submit for sign off
	Sign off a PDD

	Redact sign off
	Member sign off

	Triggered notifications

