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The purpose of this paper is to apply some consistency to the use of terminology in the Workflow arena.

	Term
	Meaning

	A Workflow
	A part of a business process or procedure which has been selected for automated support to some of the Participants. 

	A Workflow Process Definition
	A representation of a Workflow, usually in a flowchart format.

	A Workflow Management System
	A piece of computer software which allows a Workflow to be created, managed and used by the Participants.

	A Participant
	An individual, team or organisation which plays a part in completing the work identified in the Workflow Process Definition.

	A Case
	A discrete instance which flows through the Workflow. 

	An Activity
	A discrete task which is identified in the Business Process Definition. 

	A Step
	A collection of one or more activities performed by one participant at the same time in a Workflow.

Steps are also the building blocks which make up a Workflow Process Definition.

	Work Item
	A copy of a Step for a Case.

	Work Queue
	The place where Work Items are put so that Participants can select them, interact them and complete them. 

	A Business Process Definition
	A representation of the whole the whole of the target business process including the automated and non automated components.

	Performer
	The person, who is one of the Participants, which actually works on the Work Item.

	Deadline
	A target date and time for the completion of a Work Item.

	Escalation
	The automatic creation of a new Work Item when a Deadline elapses.

	Form
	The item which is seem by the Performer when a Work Item is selected from a Work Queue.

	Document
	An inbound or outbound item of correspondence which is associated with a Case and may be in Paper or Electronic formats.

Might include correspondence to other parts of our organisation that do not have access to the workflow.
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