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COPYRIGHT NOTICE 
 
Copyright © 2006 Process Mapping Pty Ltd 
All rights reserved 
 
 
Not to be distributed without the express permission of the author Jerome Pearce - 
(jerome.pearce@processmapping.com.au)  
 
 
This procedure may be modified for your own use, but the original author must be 
acknowledged.  To request enhancements or report faults, please contact the author, Jerome 
Pearce, at the above email address. 
 
The Metastorm BPM Toolkit is included in the examples provided with the paper  
 
To request enhancements or report faults, please email � � � � � � � � � � � � 	 � � 
 � � � �
 � � � � 
 � � � � 
 

LIMIT OF LIABILITY/DISCLAIMER 
 
The authors of this publication have used their best efforts in its preparation and make no 
representations or warranties with respect to the accuracy or completeness of the contents and 
specifically disclaim any implied warranties or fitness for a particular purpose.   
 
The accuracy and the completeness of the information provided herein and the opinions stated herein 
are not guaranteed or warranted to produce any particular results.  The information in this document 
is subject to change without notice.  Process Mapping Pty Ltd shall not be liable for any loss of profit 
or any other commercial damages, including but not limited to special, incidental, consequential or 
other damages. 
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1 Introduction  

1.1 Document Purpose 

This document serves as a reference guide for e-Work administrators and users and describes 
the features and functions of the Metastorm BPM Toolkit. 
 

1.2 Metastorm BPM Toolkit Features 

The Metastorm BPM Toolkit provides e-Work administrators and general users with a 
convenient way to administer an e-Work system.  Through the standard e-Work web client 
interface, it provides an alternative to the Metastorm BPM Administrative Tools Services 
Manager1.   
 
The enhanced features and functionality enable e-Work users and administrators to manage 
common tasks without the need to grant direct user access to the e-Work database. 
 
Additional features incorporated in the Metastorm BPM Toolkit provide a means of enabling 
e-Work system trend analysis which may be of assistance in design decisions for existing or 
new e-Work procedures.  It also can be used to assist in decisions relating to system load 
balancing as well as system configuration. 

 
 

 
 

 
 

 

                                                 
1 Much of the functionality offered in the Metastorm BPM Toolkit is also available from the Metastorm 
BPM Administration Tools Services Manager, the functionality however is often ‘buried down’ in this 
utility and consequently can be difficult to find.   
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2 Associated Libraries And Procedures  
 
 

Reporting.elb Library 
Table from Grid.elb Table from Grid Library 
Process Mapping Common Library.elb Common Library 
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3 Overview 
 

The Metastorm BPM Toolkit comprises several processes and administration forms that are 
available to users holding the role ‘e-Work Administrator’ .  Some are also available to general 
e-Work users. 

 

3.1 The Metastorm BPM Toolkit (Processes) 

 
 
 

Process Name Description 

Cleanup Cleans up ©Empty Folders©, old alerts and old Session records 

Delivery Enables files to be delivered to a remote server from a local system 

Folder Shredder 
Creates a Folder to delete Folders at an Archive Stage after a set 
expiry time 

SQL Export 
Exports comma or tab delimited SQL query results to a .csv file at 
pre-defined intervals 

Bounce 
Creates a timed e-Work Engine restart (and removes any existing 
one) 

Query Folder Provides flexible ways to find folders  

 



 
 

V1.0  Page 7 

 

3.2 The Metastorm BPM Toolkit (Administration Forms) 

 

 
 
 

Administration Forms  Description 

Add Flags 
Add Flag entries for existing folders when new Flags are 
added to a Stage 

Find Folder Find a folder by entering the folder name or wildcards 

Update Groups Sets Blank and Admin forms into groups by procedure 

Update Server Settings 
Update system settings for session and folder lock 
timeouts 

View Designer Log View and purge designer log entries 

 
Folder Activity (Daily by 
Activity) 

Displays system activity for a single day 

Folder Activity (Daily by 
Process) 

Summarises daily system activity over the previous 
week 

Folder Activity (Monthly by 
Process) 

Summarises monthly system activity over the previous 
year 

Folder Activity (Period 
Activity) 

Displays system activity for a defined period of time 

Folder Activity (Weekly by 
Process) 

Summarises weekly system activity over the previous 3 
months 
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4 View Designer Log 
 

 
When it comes to troubleshooting a procedure error, the View Designer Log admin form saves 
a great deal of time and effort by streamlining the investigation process. It also assists in 
helping to eliminate possible misunderstandings each time a fault is reported by a user. 

 
The Designer Log is viewed directly from the e-Work client avoiding the need to use the e-
Work Administrative tools Microsoft Management Console “MMC” interface which is usually 
only available to e-Work administrators2.  Folders can be opened directly from the Grid (which 
not possible via the MMC interface).  
 
Another advantage of the View Designer Log admin form, is the ability to view actual folder 
names -  users can filter by process and purge by process which is not supported through the 
MMC interface, additionally it only purges up to the last publication.   The most useful feature 
however is the ability to copy procedure error diagnostics to the Clipboard with the “Copy to 
Clipboard”  button, and paste the results into an email for example.  
 
This form is only available to e-Work Administrators. 

 
1. Click the 

‘Administration Forms’  
button and select the 
‘View Designer Log’  
Admin Form 
 

2. Select a procedure from 
the drop down list.  

 
3. Select a row from the 

top grid (the Folder 
history is displayed in 
the lower grid). 

 
4. Click on a row in the 

lower grid to open the 
required Folder. 

 
 

 

To view all procedures, select the “All Procedures” filter:- 
 

 
 

 
 

                                                 
2 Direct user access to the database is usually strictly controlled in most environments. 
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5. To copy error 
diagnostics to the 
Windows clipboard, 
click the “ Copy to 
Clipboard”  button. 

The diagnostics can be pasted into an email or a report for 
debugging purposes – in this example error details have been  pasted 
into Notepad:- 
 

 
6. Click the ‘Purge Log’ 

button to  purge all 
Designer Log entries 
prior to the last 
procedure publication.  
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5 Update System Settings for Session and Folder Lock Timeouts 
 

The Session Timeout value is stored in the e-Work 
database and is used to automatically log users out of their 
e-Work session after a pre-set number of minutes.   The 
error message presented to the end user however often gets 
misinterpreted as a system fault.   

This admin form provides a convenient method of setting 
an appropriate session timeout for your environment. 
 

The Folder Lock timeout enables e-Work Administrators 
to specify the number of seconds after which a locked 
folder can be automatically released for action by a user 
other than the original user (who locked the folder in the first place).  Folders are locked 
automatically by the system if they are being updated or actions are being performed on them 
that prevent multiple users from editing or modifying them at the same time.  Benefits of 
setting the Folder Lock Timeout include:-  

-  Prevents users from leaving a folder open too long while an action is being performed on it 

-  Prevents folders from being permanently inaccessible in the event of a network or 
workstation going down 

-  Unlocking a folder when a user closes down his/her browser in the middle of an action 
without committing or canceling it.   (The default timeout value is 60 minutes). 

This form is only available to e-Work Administrators. 
 

1. Open the ‘Update 
Server Settings’ 
admin form and enter 
a value 

 

 If you enter a 
value of ‘0’,  sessions 
will never timeout.   
 
For security reasons 
this is NOT a 
recommended practice 
as the eSession table 
will fill up with 
unexpired sessions 
and will need to be 
cleared manually at 
regular intervals. 
 

The Session Timeout is set to the number of minutes 
specified:-  
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6 Update Groups 
 

A significant new feature introduced in e-Work V6 allows 
Blank Forms and Administration Forms to be grouped.  The 
“Update Groups” administration form provides a ‘ two click’  
method to automatically define map groups by Procedure 
Name (as Maps tend to be already grouped into functional 
areas by the Procedure file they were created in).  
 
This functionality is also available from the Services Manager and is documented in the e-
Work Administration Guide (Set Map Groups) however its functionality can be difficult to 
locate and involves manual selection of the map the group that it is to be assigned to. 
 
This form is only available to e-Work Administrators. 

 
1. Click the 

‘Administration 
Forms’  button and 
select the ‘Find 
Folder’  Blank 
Form. 
  

2. Open the Admin 
form. Enter Group 
names for any 
Blank or Admin 
Forms you wish to 
customise. 
 
On submitting the 
Form, any records 
set to ‘Forms’  (the 
default value 
inserted by the 
Designer), will be 
updated with the 
Procedure Name.  
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7 Find Folder 
 

Finding Folders on large systems can be time consuming for e-Work users when the only 
reference they have is the folder name.  The Find Folder admin form resolves this by enabling  
folder search by the actual folder name or using wildcards.   
 
This form is available to all e-Work users. 

 
1. Click the 

‘Administration 
Forms’  button and 
select the ‘Find 
Folder’  Admin 
Form. 
  

2. Enter a folder name 
to search for.  
 
 

3. Click ©Refresh©, and 
click on any row in 
the grid to open the 
Folder. 

 

4. You may also add 
any SQL text 
wildcards e.g. - % 
for any number of 
characters, and ‘_’ is 
any one character – 
like ‘*’ and ‘?’ (for 
those who remember 
DOS).  

 
This refines the 
search criteria, 
enabling users to 
drill down on a 
sequence of folders. 
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8 Add Flags 
 
A problem often encountered in e-Work is when Flagged Actions are added to an existing 
procedure.  Folders already created and sitting at the specified Stage will not respond to the 
selected Flag.   This is due to the fact that Flag triggers are only calculated and inserted when 
the Folder enters the Stage, rather than when the Flag is raised.   
 

This form is only available to e-Work Administrators. 
 

1. Click the 
‘Administration 
Forms’  button and 
select the ‘Add 
Flags’  Blank Form:  
  

 
2. Select a Map (only 

Maps with Flagged 
Actions will be 
offered). 

 
3. Select a Stage and an 

Action. (only Stages 
with Flagged 
Actions will be 
Offered, and only 
Flagged Actions will 
be offered). 

 
The Flag name for 
the Flagged Action is 
displayed together 
with the Folder it can 
be triggered by. 
 

 

The auto generated  SQL that is will be run on form submit is 
displayed:- 
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9 Folder Activity 

9.1 Daily Activity 

The Folder Activity admin forms enable users to view all Actions performed on the system 
on a specific date or by date range.  This is useful when trying to locate something that may 
have changed and you know when but not what, e.g. “I know I did that on Thursday, but 
which Folder was it?” 
 

 
 

This form is only available to e-Work Administrators. 
 

9.2 Daily Activity  

1. Open the ‘Folder 
Activity - Daily 
Activity’  Admin 
form. 
 
All Actions 
performed for the 
day specified are 
listed with the date 
defaulting to the 
current day. 

 
Selecting any Row 
opens the actual 
Folder.  

 

System activity for a single day is displayed:- 
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2. Click the ‘Create 
Table’  button - 

 
 
 

An HTML table is generated for review and printing purposes:- 
 

3. Selecting any of the 
Folder Name links in 
the HTML document 
opens the 
corresponding 
Folder. 



 
 

V1.0  Page 16 

 

9.3 Daily by Process 

The “Daily by Process”  admin form displays summarised historic data of activities based on 
a selected Process. Graphs can be produced for any of the selected Processes or for all 
Processes enabling trend analysis by process. 
 

This form is only available to e-Work Administrators. 
 

1. Open the ‘Daily by 
Process’  form, and 
select a Process. 
 

 

 

2. To generate a chart 
select a Chart Type 
and click the 
“ Generate Chart”  
button. 
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9.4 Monthly by Process 

This form summarises monthly system activity over the previous year. 
 

1. Open the ‘Monthly  
by Process’  form, 
and select a Process. 
 

 

 

9.5 Period Activity 

This form displays system activity within a user defined period. 
 

1. Open the ‘Period 
Activity’  form, and 
select a date range. 
 

2. Click the ‘Create 
Table”  button to 
generate report in 
HTML format. 
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9.6 Weekly by Process  

This form summarises weekly system activity over the previous three months by process. 
 

1. Open the ‘Weekly by 
Process’   activity’  
form and select a 
process from the 
dropdown list. 
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10 User Admin Processes 

10.1 Cleanup 

The Cleanup process will delete selected redundant data in the e-Work Database. These 
records are not required by e-Work, but may be left there for a variety of reasons. Please 
note that ‘Old Alerts’  are required by Clients that cache alert data (e.g. the Outlook and 
GroupWise Clients) but not by the Web Client. 
 
A similar procedure is provided with e-Work, but it does not support the deletion of 
‘custom’  table entries for Empty Folders which remain in the database after the utility is run 
and may result in confusion when producing reports etc. 
 
This procedure is  only available to e-Work Administrators. 
 

1. Start a new 
‘Cleanup’  Folder 
from the Blank 
Forms list.  
 

2. Enter a Title, the 
Next Cleanup 
date/time to run (the 
first in this case) and 
the interval between 
cleanups. 

 
3. Select ‘Yes’  or ‘No’  

for the three types of 
records to be 
removed and submit 
the form. 
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4. The folder can be 
opened with the 
available actions – 
‘Delete’, ‘Cleanup 
Now’ and ‘Edit’. 

 
The ‘Delete’ Action 
deletes the folder 
from the Watch List 
and terminates the 
Cleanup process 
from occurring 
again. 
 
The ‘Cleanup Now’ 
Action runs a new 
cleanup 
immediately. 
 
The ‘Edit’ Action 
enables all criteria to 
be redefined as 
required. 
 
 
  

The Cleanup folder remains on the administrator’s Watch List:- 
 

 
 

 



 
 

V1.0  Page 21 

 

10.2 Delivery 

Gaining physical access to a remote server can often be very difficult, and at certain times 
impossible. If you have a requirement to publish updates of software at regular intervals to a 
remotely managed server, you may find this process very useful. 
 
This procedure is only available to e-Work Administrators. 
 
1. Log on to the web 

client from your 
own PC and start 
a ‘Deliver’  Folder 
from the Blank 
Forms list.  

 
2. Enter a 

description, and 
use the 
Attachment clip 
to add a required 
file, then submit 
the Form. 

 

 

3. Now log on to the 
Remote Server 
(using whichever 
method you 
normally use) and 
log on to e-Work 
on the Server 
itself. 

 
 

The To Do list of the e-Work administrator, will display the 
Delivery Folder:- 
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4. Open the Delivery 
Folder and extract 
the attached files. 
 

These files are saved on the Server itself, therefore you may  
deploy them as required (e.g. publish with the e-Work Designer). 
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10.3 Folder Shredder 

e-Work never deletes folders itself which is comforting in a way, but after some time a large 
number of folders can exist; some of which may no longer be required. Manually deleting 
unwanted folders is potentially dangerous and requires a good understanding of the e-Work 
database. At Metastorm we once came up with the concept of a ‘Shredder’  Stage, where 
Folders would be deleted when they entered it, but as this has not yet been requested by 
customers, it has not been implemented.   
 

This Process seeks to provide the ‘Shredder’  functionality by setting up a Folder to delete 
Folders together with their associated records at a selected Stage, after a selected time, and at 
selected intervals. 
 

This procedure is only available to e-Work Administrators. 
 

1. Open ‘Folder 
Shredder’  Folder 
from the Blank 
Forms list. The 
Next Run defaults 
to the current date 
and time.  

 

 

2. The Folder 
Shredder remains 
on  the e-Work 
Administrator’s 
Watch list and will 
run at the specified 
intervals until the 
‘Delete’ Action is 
performed.  

 
3. At any time you 

may perform the 
‘Run Now’ Action, 
which deletes 
Folders as specified 
immediately. 
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10.4 Query Folder 

 
The Query Folder process provides a flexible method of finding folders based on wildcard 
searches and date ranges or periods.  The query can be saved and will remain on the user’s 
Watch List for later use. 
 

1. Open ‘Query 
Folder’  form from 
the Blank Forms 
list.  
 

2. Enter search 
criteria as 
required. 
 

3. Click the submit 
button to save the 
query. 

 

Example of periodic search criteria with wildcards:- 
 

4. From your Watch 
List, click the 
Query Folder 
filter and open the 
saved query. 
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5. Click the Edit 
action to update 
the query or the 
Delete action to 
delete the folder. 

 

6. Click the “Create 
Table”  button to 
produce an 
HTML formatted 
report that can be 
printed if 
required. 
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10.5 SQL Export 

The SQL Export process produces a comma or tab delimited list in .CSV (comma separated 
values) format based on an SQL query.  The query can be run at user defined intervals to 
update the export file as required. 

 
1. Select the SQL 

Export process 
from the Blank 
Forms list and 
complete all input 
fields. 
 

2. Enter the SQL 
command. 
 

3. Submit the form to 
export the list. 

 

4. Click ‘Export 
Now”  to refresh 
the list, or ‘Edit’ to 
update criteria. 

 
The ‘Delete’ action 
deletes the folder 
and stops all further 
processing 
immediately.  
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10.6 Bounce 

This process creates a user defined timed e-Work Engine restart.  It is a legacy process that 
we left in the Metastorm BPM Toolkit suite as an alternative to restarting the server.  It could 
also be set up as a Windows scheduled service. 
 

This procedure is only available to e-Work Administrators. 
 
 

1. Select the ‘Bounce’  
process from Blank 
Forms Admin 
Forms list. 

The e-Work Engine will be stopped and started on the specified 
date/time:- 
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10.7 System Variable 

This procedure allows global system variables to be defined and maintained within the e-
Work database. These variables may be of any data type.  The text and memo variables may 
optionally be encrypted. A simple script is provided for retrieval of any named variable.  
 
One important use of this procedure is to maintain settings for individual e-Work systems 
(e.g. ‘Development’ , ‘Test’  and ‘Production’ ) to enable a Procedure to use different settings 
on each without modification  

 
 

1. Open and publish 
the ‘System 
Variable’  
procedure. 
 

2. Submit the form. 
 
 

 
 

 

 



 
 

V1.0  Page 29 

 

10.8 Task  

This procedure allows the maintenance of tasks with associated sub-tasks. Each task or sub-
task may be assigned to any user or role on the system. When all sub-tasks are completed, the 
parent task is completed, and when a parent task is completed, all sub-tasks are completed. 
 
This allows for a complex task to be broken down into manageable sub-tasks for delegation 
through many levels.  
 
We are currently attempting to add the ‘cascading’ tables reporting Library to this to allow a 
fully nested ©Folder Table report to all levels for any task.  
 

10.8.1 The Task Process Map 
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10.8.2 The Task Aler t L ist 

The Folder names are modified to display the Task hierarchy. When the Folder reaches the 
‘ In Progress’  Stage, Tasks will be on the Watch List of the originator, and the To Do List of 
the assignee. Tasks that pass the %Deadline will also appear on the Originator’s  To Do List. 
 

 

10.8.3 The Task Form 

This form displays Task details together with the last Note that was added to the Task. 
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10.8.4 Adding Sub Tasks - the Sub Task Form 

This shows the sub Tasks for this Task. Clicking on any row will open the selected sub 
Task. 
 

 
 

10.8.5 History Form 

This shows the activity performed on the Task. User defined notes also appear on this form. 
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10.8.6 New Task 
 

This creates a new task which may be assigned to any user or role. The deadline can be set, 
and the Urgency and Importance are required fields and must be set.  The priority is set 
when the form is saved. 
 

 

10.8.7 Adding a Note 

The Note Action allows users to add notes at any time. These will appear in the History 
page. Additionally, the last note set will appear on the main Form. 
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10.8.8 Editing a Task 

The originator of any Task may edit it using the Edit Action. All details may be reset. 
 

 

10.8.9 Reassigning a Task 

The originator and the assignee of any Task may reassign that task to another person or role.  
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10.8.10Add a Sub Task 

This will add a sub Task. The Ref (ie the folder name) will be modified to add a "." and a 
count to the parent task ref. This will produce a unique reference similar to "T0002.1.4". The 
assignee and priorities may be changes for this new sub task. Submitting or Cancelling the 
Action will return you to the parent Task. 
 

 
 

10.8.11The Completed Stage 

This will move the Task to the Complete Stage. It will raise flags on entry to move all sub 
Tasks to the Complete Stage, and the parent Task if it has no more sub Tasks. As these flags 
are raised on entry into the Complete Stage, this will have a cascade effect. For example, if a 
Task is completed, all sub Tasks and all of their sub Tasks will be moved to the Complete 
Stage. 
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10.8.12Deleting Tasks 

The Delete Action has no Form. It will move the Folder to the Deleted Stage, and any sub 
tasks will also be moved to the Deleted stage. 
 


