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The purpose of this paper is to describe the main types, or styles, that can be assigned to a workflow to aid design. Note, there is no reason why one workflow shouldn’t be addressing multiple styles.

There are essentially 7 main styles of workflow process :

· Messaging. A form of structured email where workflow is used to automatically notify the participants when something changes which affects them. Typical of this might be an Expenses or Vacation request which has to follow a specific structure every time it is run.

· Document. Where the objective is to take a document and ensure it is actioned by the right person and stored in the right location. Historically these have been normally associated with document scanning systems, but now, can equally be associated with content product of documents and web sites.

· Best Practice. Using workflow as a training aid and repository of best practice on how to handle Cases in the process. These are systems which hold full details of any procedure manuals plus details where to go to resolve any queries that might arise.

· Checklist. Automating a checklist of activities in the sequence they should be done. These systems should allow a user to choose not to do an item if appropriate and perhaps be forced to give a reason for why. The main problem these systems are trying to solve is getting to a point in the process and to have completed all the necessary intermediate steps before it gets there.

· Compliance. A system which is there to store and enforce any compliance rules. These might be compliance to internal process rules, compliance with Service Level Agreements or compliance to external regulator’s rules. To fully do their job, these systems not only need to enforce compliance, but they also need to be able to prove that they did enforce the rules on applications that happen some time in the past.

· Automated. Workflows can be constructed to do volume repetitive tasks without any user involvement. Typical of this was the trend in the finance sector at the start of this century for Straight Through Processing (STP) which was very similar to automating the rules for data updating of an organisation’s various systems from a simple transaction or a web site request which needs no human intervention.

· Exception. Processes can often be designed to handle problem states from other automated systems. So, the computer system happy deals with perhaps the 80% but the workflow system deals with the remaining 20% which are flagged as errors. As with most Pareto situations, it is not uncommon to have 80% of staff dealing with the 20% of instances which are errors.
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