EXECUTIVE SUMMARY

Control of critcal
business processes

Accountability with
traceability

Integrated directly into
Embrace business
processes

Mult-level workfow
approval routngs

Escalatons of workfow
approval

Electronic notfcatons
via Workfow Manager,
email and SMS

Allows both simple and
complex workfow rules

Workfow routngs
within user-defned
teams and hierarchies

Embrace Workfow

Control over business
decisions is simplifed with
rules based workfow
managing tme sensitve
processes

Overview

The Embrace workfow system is designed
to allow control over core actvites
associated with a variety of business
processes  within  your organisaton.
User defned workfow processes are linked
to specifc business processes, where the
status of the linked workfow process is
used to monitor and afect the optons
available within Embrace applicatons. One
example is Purchase Order Entry, where the
conversion of a purchase requisiton into a
purchase order can be controlled by a user-
defned approval process.

Examples of standard workfow-enabled
business actvites within Embrace include
Purchase Requisiton Conversions, Fixed
Assets Management, Supplier
Management, Service, and Master File
changes. The fow of these actvites can be
designed and controlled, based on user-
defned rules and logic, with the aim of
giving businesses an enhanced level of
control over critcal business processes.
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Users are grouped into user-defned teams, with
each team member being allocated specifc
roles within the team. Workfow tasks are
assigned to a partcular role-player within a
team with designated tmeframes to complete
the task.

Organisatons implement workfow to achieve
improved accountability and control of their
business processes. In partcular, approval
management enables business to delegate the
capture of transactons to lower levels of staf
while retaining accountability at a managerial
level.

Automatc escalatons ensure that any
transacton that is not approved within the
stpulated tme does not get held up, it can be
automatcally escalated through to the next
party in the approval chain. Reportng and
audits of all actons and escalatons are available
to track efFciency and maintain accountability.

Efcient and tmeous workfows afect all areas
of your business, from ofce statonery through
to raw materials.
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For more informaton on
any of our products or
services please visit us on
the web at

www.embrace.co.za

or contact your Embrace
Account Manager or Sales
Representatve.

Associated Computer
Solutons

ACS House, 370 Rivonia
Boulevard, Rivonia, 2128
South Africa

PO Box 651872, Benmore
2010, South Africa

Tel +27 11 275 2000

Fax +27 11 275 2233

Embrace Workfow

Features Benefts

Control of business processes Accountability with traceability reducing risks and providing
control

Branch dependant workfow processes allow diferent rules for
diferent locatons

Selecton of which areas require workfow implementaton ensure
control where relevant without creatng unnecessary overhead

Integrated workfow soluton Auditable and visible management of transactons directly within
the ERP system including

Purchasing approvals based on value or procurement
budgets

Credit note processing dependant on inspecton and
approval

Fixed Assets acquisiton, transfers and disposals
authorised before actoned

User defned teams Teams can be defned per locaton or job functon

Role based teams ensure staf turnover does not afect workfow
processes with new staf merely taking over job functons within
workfow routngs

User defned rules and optons Flexible rules based workfow triggered on transacton values or
transacton types, specifc customer or supplier rules or specifc
user defned rules

Uniquely tailor workfow processes to your specifc needs using
the simple workfow design tools

Ease of use using easily customised data validaton optons

Automatc Escalatons and Ensure tme based decisions are actoned

Stand-In Users Overdue actons do not hold up critcal processes but can reroute
based on your rules

Temporary stand-in functonality allows your team members to
designate suitable replacements whilst they are on leave

Notfcatons via email, SMS and All notfcatons can be confgured for frequency, format and
online delivery method
Notfcatons and escalatons are accessible, traceable, auditable
and visible
Workfow Administraton New workfow processes are easily defned and managed

Detailed history of steps and tmelines for all workfow processes

Reset optons only available to authorised users to maintain
integrity
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PRODUCT

Workfow

RELATED PRODUCTS

Financials
Service
Rental

Sales
Purchasing
Distributon

Manufacturing

Embrace Workfow

Workfow Designer

The Workfow Designer is used to defne specifc workfow approval processes, related to specifc
Embrace transactons, that map the business specifc operatonal processes.

Workfow processes are made

& Workflow Designer = B =
up Of groups Of related WORK.FLOW.DESIGN. 1
Workfow Process  [REQUISTTION APPROVAL 7]
workfow actons steps that are [ i e
. . Trigger Programs ¥ [Purchase Order Ent>>» ] SourceFie  [Purchese Orders |
interlinked to defne a Workflow Consumers b [Purchase Order Entr —| Process Control [Requisifon Convert |
Dependendes » -] MNotifications ) [Outstanding,Overdu>> =)
partcular process fow. Ton] Workfon Trvzcer T vlorkfon Task Tream [Roepieyer [oet]
1 L -] Requisition Approval E]
. . 2 |- -1 Requisition Approval Required Requisition Captured =]
The |Oglcal ru IeS requlred to 3 =1 Confirm Asset Requirement Fixed Asset Order Confirm Asset Require... Crignator Finandial Director =
N 4 L -1 source Asset Fixed Asset Order Source AssetRequire... PURAPurchasing Approval  Fixed Asset Buyer =
d ete rm | n e th e fOW of a 5 I;] Approve Asset Reguisition  Source Confirmed Confirm Asset Requisit... Previous =
. 1
. = |
workfow approval process are |[[; | & Vedorsicpentennce b=t e

set out in the Workfow [|%

WORK.FLOW.DESIGN. 2

i X L " g\forkﬂc;\‘sbep EaskDanﬁnihanl Notify Only ]

Designer. With the fexibility of |z |&78 REoEe——1 OF" EREZr s — e

. . . Roleplayer evel i -
allocatng specifc teams within | = e e —

H H rocess ions  Single ail Sal | |
partCUIar bUSIneSS unltsl a :i I:teml]n::::l::ut . D‘Is::sm = fEST:lExtStED | Deadine | Baseline |Dependany |
common workFow process can |le [ mTrmin e e e o e Tonomen

it

be defned for use across the |[—+—
organisaton to ensure
consistency, ensuring th_at_ specifc || . (B S | S | o] ICEOOE
teams are targeted within each w2

separate business unit.

Optons to pause, cancel and reset workfow processes can be linked to specifc user defned
status codes, allowing a completely user defned workfow process to be confgured, unique to

your organisaton specifc rules and req

Workfow Manager

uirements.

The Workfow Manager presents users with their list of workfow items to be actoned. Overdue
items are highlighted and a range of flters are available to assist in managing workloads.
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workfow processes, the Workfow Manager also provides a centralised tools for supervisors to
view, manage and reallocate tasks assigned to team members and subordinates.
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RELATED SERVICES

Embrace Support
Representatves can assist
with designing solutons
and implementng
additonal requirements

Applicaton Support
through the ACS Support
Centre

Embrace Training

For more informaton on
any of our products or
services please visit us on
the web at

www.embrace.co.za

or contact your Embrace
Account Manager or Sales
Representatve.

Associated Computer
Solutons

ACS House, 370 Rivonia
Boulevard, Rivonia, 2128
South Africa

PO Box 651872, Benmore
2010, South Africa

Tel +27 11 275 2000

Fax +27 11 275 2233
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Workfow Viewer

The Workfow Viewer allows users to view the status and progression of a specifc transacton’s
workfow process.

Users are able to drill into the associated workfow tasks, to both view and manage the associated
tasks, with a history of all previous actons taken during the current workfow process being
readily available. An auditable chronological history show all prior approvals and any workfow or
task reroutng that has happened.
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Users are able to drill directly into the underlying Embrace applicaton in order to view the source
transactons. Access to relevant informaton is critcal when taking workfow decisions.

Workfow Escalaton and Notfcaton Service

The Embrace Workfow module contnually monitors assigned workfow tasks in the
background, sending out reminders and escalaton notfcatons to ensure users take tmely
acton. The system allows user defned notfcatons to be sent via email, Embrace mail and SMS.
In additon, supervisors and team leaders are able to monitor tasks and actvites that have been
initated for their colleagues and sub-ordinates, and intervene if necessary, to ensure that
business contnuity is not afected
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