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Please note that the new features described here in chapter 1 can only be used with the latest
Symbio version. There are three different feature flag periods: Experimental and Preview features
are mainly available in testing environments, whereas Released features are subject to productive

environments.

For more details, please refer to our

Through the modeling optimizations in the Manager, several convenience features will be provided
to expedite and simplify the process of modeling.

In IT implementation projects involving business expertise, scoping repository objects (such as user
requirements and systems) at the occurrence level becomes necessary. This allows for the
generation of distinct user requirement specifications using a unified process definition. The ability to
manage this is facilitated by enabling the "Method: Scope Filters for Tasks and Task/Process-
Requirement/Application-Edges" feature activation.

Qe
Il g

e
I e

&
1]

Applying the Scope Filter as usual, will have effect on tasks and connected
requirements/applications:

e Graphic: element is greyed out

e Detail Content: element is not shown anymore

Public © 2023 Symbioworld GmbH
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| Scope filters: Locations (1)

5 [ECTS  SYSTEMS  DOCUMENTS REQUIRE
Reset all filters
sre (incl. expired) | task repository task - activity libr.
FILTER
on =
=/ } B. B. & W% @ Request
< Netherlands (0.1, In process) A i
E SharePoint
All parent elements of selected €3
elements will be evaluated implicitly.
Hide empy iters © O
Suyer
R
Login to SAP J
My Inbox Fiori App
a
Jpprove PO
eil
4 Al
My Inbox Fiori App
a

Figure 2 — Scope Filter Location
1.2 Optimization of modelling for Authors

1.2.1 Move Swimlane

[}
e Available for Organization/Role and System swimlane.

Anyone @

: Move left E"?

Demand determina'

tion has taken place @

Create purchase
requisition

Perform a factual
check

Purchase requisition
complete and correct

Purchase requisition not
complete and correct

F e

Figure 3 — Move Swimlane position

Public

Allows to move swimlanes, which is saved in all swimlane views (horizontal / vertical).

9 Approver
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1.2.2 Replace Swimlane Objects

e Allows to replace all objects in a swimlane.
e Available for Organization/Role and System swimlane.

Coumt provided ma
terial before storing

[Post goods receipt | I
Siore material
Materialinput count Materialinput court not
comect comect

(Count material

The number of ma

Figure 4 — Replace Swimlane Objects
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1.2.3 Change Gateway Types

e Allows changing gateway types directly in the flow without changing the layout.

New Q . OB o [ - = Translate
| | -
Name
Material input Material input
count correct count not correct Either-or
10 1

Under/over deliv-
ery process

Rule (i} IE'lther—or
Gateway type nd
Book difference an Gateway tyoe @ Or
order new delivery o
note Description
Accountable Organization
ERAKO®DOI: &
< J
= Applicable role
=] K3
HEAKO®DO

Figure 5 — Changing of Gateway Types
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1.3 Mass Edit in Sub Process Flow

Mass edit for tasks in the Sub Process Flow to maintain all the related objects and attributes

The working time has been reduced for user with architect/admin application role by enhancing the
“Mass edit” feature. When this feature is activated, the user has now the possibility to
maintain/remove all related objects and attributes of the selected object via the dialogue, which
brings you to faster modeling.

< Graphic « E!

Transport Unit/
Vehicle arrived

l 1

GROUPS

l ROLES

Mark released mate-
rial by stock cate-
gory

Figure 6 — Editing of Attributes
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1.4 Mass Edit for Processes Edges

e Allows to select multiple edges or objects to change the scope filter in also in released
processes.
e Available for Architects with activated Mass-Edit Feature

SCOPE FILTERS

Organizations (Remove)

Figure 7 — Edit of Process Edges
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This document is intended for all users of Symbio and aims to support the various user roles in using
the tool efficiently for research purposes and individual requirements. The manual is aimed at both
new users, who are getting started with the tool and require an overview of the various options, and
experienced users, who are looking for solutions to specific questions.

This document applies to the standard version of Symbio. Personalized customer configurations may
differ in contents and visually from the functionality and options described in this document.

This manual is designed to give you an overview of Symbio's most important basic functionalities and
navigation options, which are important for every user role. Based on this, the specific functions for
each user role are examined in detail in individual chapters.

The general role concept is based on a hierarchic approach, i.e. the higher-level role includes all the
permissions of the lower-level role plus additional permissions.

@’@Alllu

Viewer Author Approver Architect Analyst Admin
= see = see = see = see = see = see
= feedback » feedback = feedback = feedback = feedback = feedback
= edit = release = edit = analyse = edit
= structure = create * release
= consolidate reports = structure
= manage

= configure

Public © 2023 Symbioworld GmbH
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All user roles log into Symbio via the following login page:

nnnnnnn

Users receive the link to the login page and their required credentials (User name and password)

from the administrator.
No login dialog is displayed if automatic authentication is enabled, such as SAML authentication.

A new OAuth Authentication Provider was introduced which allows login via LinkedIn and Microsoft
Account. The documentation to set this up was added here:

The new provider ensures that only users of type OAuthUser can login and only if the maintained
email address matches the one provided by LinkedIn/MS during login.

Public © 2023 Symbioworld GmbH
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3.2 Get started

After you log in, Symbio HOME displays:

Process House Symbio Showcase

Process maturity My favorites

_lLlﬂ_nH

Figure 10 - Symbio HOME

You can access your process landscape using the corresponding buttons on the HOME page. The
administrator determines the structure and content of the start page. Design and content of the
homepage are determined by the administrator.

The user can directly access the process house / architecture, the organization or various objects
such as systems, documents or risks.
Use the quick links like “My last changed processes” to open recently modified processes or objects.

The feature Method: Additional column ‘Reason for revision’ for News Lists allows Administrators to
create a list on the HOME page listing the most recently released processes or documents. The
function adds a new piece of information next to the ‘Type of change’ column to these lists: it
additionally shows the attribute 'Reason for revision', which explains why the new version of the
item was created.

3 This feature is only available after activation by the Admin.

In the header, users can set a filter to see specific processes or objects that are only valid for certain
organizations, locations, or tags. Bl Select Scope filters

Public © 2023 Symbioworld GmbH
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=R gaRI=][®Y Storage: Release1808 | Filters: No filter applied

HOME | CUSTOMERS STRATEGY PROJEC . 0
Reset all filters
graphic 2level  table  dependencies life phi

FILTER
Plan and prepare production
Process House > Core Processes » SCM > Make = Pl

New o

Type Sub Process

MNew

Users will then only see content related to the selected elements.

The user information also contains information about the user’s authorization and their contact data.

Use the Search feature to access the required processes and objects directly. Enter the search term
into the text box to open an advanced search window B Search for content

The data language is shown directly in the Header Bar next to the User name.

Info Mytasks | View: PP PeterProzess(EN) | @ @ %

Search.. C

et tos | st [ [ e e | @ @ @

,,,,, o ’ ' — Navigation

= [

Navigation Detail

The Header contains some basic information and functions for users. The left pane shows the name
of the database which the user is logged into.

Public © 2023 Symbioworld GmbH
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Click Info to open the info page for the taskboard. Generated process documents and feedback is
stored here. If new information is available for the user, the number of info items is displayed next to
“Info”.

Use My Tasks to navigate to the open tasks within the taskboard, for example process approvals. If
multiple tasks are pending, the number of outstanding items is displayed.

You can change the view from Viewer to Editor and vice versa, provided you have the relevant
permissions.

The initials and the User name are displayed to the right of the view. Click the User name to open a
window in which you can select the language and disconnect from the database. This window
displays additional information, such as assigned user roles.

We are always happy to receive feedback: Please feel free to click the smiley button to submit
feedback about Symbio (optional).

Click the question mark button to open the Help menu. The help provides assistance with key
guestions and Symbio features.

Favorites and subscriptions to certain processes or objects are displayed and managed by clicking on
the star button.

The top row of the Navigation section (Main Navigation) is fixed. It doesn’t change regardless of the
selected Sub Navigation or features.

The Main Navigation area consists of the following elements:

HOME - Launches the home page

CUSTOMERS — Displays the Customer Experience Management
STRATEGY — Displays to the strategy view

PROJECT — Displays to the project view

PROCESSES - Displays the process view

ORGANIZATION - Displays the organizational structure/chart
PRODUCT — Displays the product view

SYSTEMS - Displays the IT architecture

DOCUMENTS - Displays the guidelines

RISKS - Displays the risks

REQUIREMENTS - Displays demands/idea management
LEARNING — Displays the learnings and trainings
STANDARDS — Displays the norms and standards

REPORTS — Displays the role entry and specific reports
REQUESTS - Displays received and created requests
TASKBOARD - Displays pending tasks and information

The line at the bottom of the navigation bar (Sub Navigation) is context-dependent and offers
different options and views depending on which main navigation item was selected.

Public © 2023 Symbioworld GmbH
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The content of the process world is divided into three areas. Please see introduction of [l Viewer.

The Navigation Content shows the process architecture. Click the grey arrows to open the lower
levels of the tree.

The Main Content section displays the contents of the defined main processes and sub-processes in
graphics or tables, depending on the selected view or sub navigation.

The Detail Content section includes details on the main process or sub-process level, for example
descriptions, responsible parties or objects that have been previously created through the Main

Navigation area or in the Sub Navigation of relevant management views.

You should now have an insight into the key basic features of Symbio. The following chapters provide
a comprehensive overview of typical application scenarios for the various user roles.

Public © 2023 Symbioworld GmbH
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Typical application scenarios for the Viewer user role include:

e Navigate through the Process Landscape in the Process Portal
e Search for content

e Provide feedback to update and optimize processes

e Generate process manual or graphic(s)

e Review a process or object when the author invites to review

There are several ways to access the process landscape:

e Click the Process House in the Graphical Views or click the Processes tile in the Tabular Views
on Symbio HOME.

e Click Processes in the Main Navigation area.

e Enter a process name into the Search text field [ Search for content

e Navigate to role entries in REPORTS navigation BEIRole entries

Use the tree in the Navigation Content area on the left to navigate through all levels of the process
house, right down to the lowest sub-process.

By default, the Symbio Process House is divided into three categories:

e Management processes
e Core processes
e Support processes

Architects can rename and expand these categories at any time.

Click the grey arrow %o expand the tree and display the level below. Arrows indicate that more
processes on lower levels exist.

The different process and object types are colour-coded. Main Processes, for example, are marked
with a dark blue bar, sub-processes with a light blue bar.

Please make sure that clicking on the process name (underlined) activates the link and displays the

process in the graphical view. If you only want to mark the process, please click on the line outside
the name.

Public © 2023 Symbioworld GmbH
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HOME | PROCESSES  ORGAWIZATION 1T DEMA

aphic table editor |

The Main Content pane shows a visual representation for the contents of the defined process house.

The Graphic sub navigation area also allows the user to navigate through the various levels of the
process house and sub navigation in the management view. Click or double-click the graphic object,
such as a main process, to open the main or sub-process on the level below.

If a process or object is displayed in light grey, it is not shown in the Navigation Content pane. This

means that this process or this object has the status “Hide” and cannot be displayed for the user role
Viewer.

Q Guphce | Lnk Fesdback Ml -

Employee gacds receipt Storskeaper

The Toolbar at the top gives access to a variety of settings and additional features. Use the mouse-
over function to view details about each item.

= + . Vel
QA Graphic ~ ™= & 5% @ Request Manual » Wersion: 3.0, Valid ~ Comparison
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Zoom - zooms in or out of the Main Content view

Graphic - changes the display to horizontal/vertical or with/without details, Role swimlane (the
default setting is swimlane vertical), Application swimlane, process matrix or configurable fact sheet;
for Main Processes, the Block-layout option is also available

Refresh - refreshes the diagram contents (for Editors only)

Print - prints the current view

Link - copies the current process link to the clipboard

Favorites - defines the current process as favorite

Subscription - adds a link of the selected element to the subscription

Request - allows users to submit a comment to the author of the process or object. The request is
always visible in the Detail Content

Manual - generates a process manual for the selected process or object level

Version - shows the current released version of this process

Comparison - allows to compare the current version with the previous version

If you reduce the Main Content window this toolbar symbolism appears:

Q h., &L W @ I =

The use of 2 level view is useful if the selected Sub Process contains an interface or a Sub Process.
The main content is divided into two windows. If you click on one of the embedded objects of the
Sub Process in the first window, the respective content is displayed in the second window.

The Table sub navigation area shows the visual representation and lists all process flow objects and
linked objects for the relevant level in a table.

Simply enter a search term into the grey box above each column to search for a specific object.

To show or hide each individual table column: Click the hamburger button and=able/disable the
corresponding checkbox in the dialog box.

The right pane shows the Detail Content pane which varies in response to the context — depending
on which level of the process house has been selected in the Navigation Content.
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Name

Description

Process Information
Responsibilities
Status

Release history
Organizations

Maturity

The Detail Content pane displays detailed information about the selected process, task or object. This
includes a comprehensive description, process owners, the status of the process including its period
of validity and release history as well as linked organizational units.

» This feature is only available after activation by the Admin.

With the help of this feature, attachments to process steps (tasks) or linked objects (e.g.
inputs/outputs or documents) are also displayed visually in the graphic ,Detailed” view. By clicking
on the corresponding navigation symbol, the respective attachment is opened directly.

If a single attachment is stored, the symbol usually adapts to the respective file type. If several
attachments are available, you can navigate directly to the desired element via a list.

symbio-quickguide (1)

@ @

Please note that this functionality is only available in Viewer mode and in released processes.

Not only can users navigate the process portal, they can also navigate the organizational units and
objects that were created by the author or architect.
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The repository is used to enter detailed information that can be associated with main or sub-
processes. These details include the company’s organizational units, persons responsible for
implementation, applied IT systems/guidelines, input/output for process steps and more.

Just like in the process house, viewers can navigate through all levels of the structured objects.

Please note: some changes have been made in the SYSTEMS navigation, e.g. 'System' has been
renamed to 'Application’, 'Transaction/Service' to 'Application service' ... and many more.

There are three ways to access objects:

e Click the Organization tile in the Graphical Views or click the relevant tile in the Tabular Views
on Symbio HOME

e Click ORGANIZATION, SYSTEMS etc. in the Main Navigation area

e Enter an object name into the Search text field @ Search for content

ORGANIZATION PRODUCTS SYSTEMS DATA DOCUMENTS RIZKS
architecture graphic list document content solutions
I

The following sub navigation options are available for the main navigation items ORGANIZATION,
PRODUCTS, SYSTEMS, DOCUMENTS and RISKS etc.:

hierarchy/architecture - shows the relationships (child/parent)

graphic - shows a visual representation of the objects and their structure
list - displays all items for one level in a list

document content - shows the document that was created to content

In addition for Editors only:
editor — enables manual graphic design B Defining Views in the editor
orphaned - lists objects that are not yet assigned to the hierarchy, e.g. after an import

The sub navigation of relevant main navigations also lists further objects such as solutions, roles,
input/output and key performance indicators -separated by a vertical line.
You can enter search terms into the grey box at the top of each column to look for specific objects.

Information about the selected elements is displayed above the Detail Content area on the right side
of the screen.

This information is used to connect the organizational elements with process models.

For example, if you click on an input, the Detail Content area shows in which processes this input is
used. Click the process to access the process model.
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For example, if you click a role in the list of roles, all information about this role displays in the Detail
Content area. If you expand the views for the role characteristics (e.g. Responsible), you can see the
processes in which the role is involved. Click this link to display all tasks connected with this role
within the process. Click a task to open the graphical view of the process.

Viewers can use the search function to look for specific processes and keywords.
The search function is available on Symbio HOME and in each view in the upper right corner of the
Navigation area.

Info | View: PP peterProzess | @ @

Search... Q

When you enter a search term and press Enter to confirm, an advanced search window opens where
you can use AND/OR operators to enter multiple search terms for more precise search results. Words
with binding marks are replaced by a blank in the search. For example, the search for "BPMN-
Method" is carried out as a "BPMN Method".

The search results are shown in a list. The Detail Content area on the right shows the associated data.
Click the appropriate references or links to navigate directly to the required process or object.

This list search can be further detailed. By click on the search field on top left, a dropdown opens to
specify the field where the desired term should occur, e.g. in the ID, the name, the description or
similar.

Just add the required field before the search term, e.g. ‘d:’ for ‘description’ and confirm by return to
obtain an appropriately filtered list. Please make sure not to place a whitespace after the colon (see
example).

AND/OR operators, quotes and asterisks can also be used (see example below).

Filter by field e.g., mManagement
D
TH Unigue ID
n Mame
Description
Short description

Scope

Operators 2.9, Management OR Support

AMD OR

Quotes eg. "Environment, Health and Safety”.

It might be helpful to use guotation marks to specify
the search guery in order to search for a compound
term

Quotes and asterisk e.g., "Data & Processes™
The guotation marks can also be combined with "*" to
specify that the search term can only be contained as a
partial term.
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n:process AND diprocess

To find content even easier and faster, any user can use the advanced filtering. With this function,
users can easily search for attributes in all list views. In this way, the modeler can filter in the sub
process according to certain stereotypes, such as internal documents. The user activates this filtering
through the magnifying glass in the toolbar. The user can now search for terms and filter according to
criteria such as type or author. The term search is possible for the description, name and ID.

Filtering can be used in all list views.

[=RM=][") Siorage: InnovationDay | Filters: No filter applied Info My tasks |
HOME | CUSTOMERS STRATEGY PROJECTS PROCESSES 'ORGANIZATION PRODUCTS SYSTEMS DATA DOCUMENTS RISKS REQUIREMEMNTS LEARNING STANDARDS
graphic 2 level table  dependencies life-cycle  document content  editor architecture list review  orphaned  expired (architecture) task repository

-

Processes

&£ Request FHlerManua\ = Import + Export = Variants: Master = Version: 2.0, Valid + fo

Y Search by keyword... Type Stereotype + Version State: Validw  Responsible v  Author : Manager, Paul~
Search...

Name a Type eot: on Varian Responsible Author

Accounts Payable Main Process 10 Maste Valid > Manager, Paul 5 Manager, Paul
Accounts Receivable Main Process 10 Maste D In process - Manager, Paul - Manager, Paul
Communication Main Process 1.0 Maste D Expired > Prozess, Peter - Manager, Paul
CRM Main Process 1.0 Master wana - Freigeber, Frederike - Manager, Paul
Define Product Main Process 1.0 Master Valid > Prozess, Peter - Manager, Paul
Deliver Main Process 1.0 Master Valid - Freigeber, Frederike < Manager, Paul
Financial Management Main Process 1.0 Master Valid > Manager, Paul > Manager, Paul

Please note that the filter display for list items, e.g. Authors or Responsibles, is generally limited to
fifteen (most used) entries.

In the header, the viewer selects the filter criteria by the organization, locations and tags.

By using the filter, the viewer determines which content is visible. If several filters are set, all filters
must apply to the objects. If no filter has been set by the author or architect, this object will still be

published.

A viewer or user with the application role Viewer can only see processes that have been released.

The filters must be maintained for a process or other object before they are released.
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Filters: No filter applied

DEM

ditor FILTER

&}
o

Figure 25 — Set Scope filter criteria

ES

|

PN

,& s

ER T |

User 2 User 3

ES
N N

Figure 26 — Filter rules by showing an example

1. Filtering of processes

Symbio creates an adapted process house depending on the filter values. All processes that are not
applicable are hidden in the navigation content.

e User 1 has set the filter "Org A". He sees P1 and P3 accordingly. P2 is hidden because the
Org filter does not apply.

e User 2 has selected the filters "Org A" and "Location X". He also sees P1 and P3, P2 is not
shown.

e User 3 has nofilter set, he sees all processes (according to his user rights)

2. Filtering of objects
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Documents
Scope
|Org l |Location |
(R weEx
Viewer A Viewer B Viewer C | ‘ | |
|Ofg “ LDcatianl |Org “ LDcationl |Or’g “ Locationl -
Doc_4
B N EE N
N

Figure 27 — Example of filtering documents
The display of objects in the hierarchical, graphical or listed view is also adjusted accordingly as soon
as filter criteria have been defined.
As shown in the figure, the viewer is shown the documents to which its filter criteria apply.

The filter button in the toolbar can be used to activate or deactivate the filter function in this view.
Roles

Mew ] LS v @ Request Filter Manual +

Figure 28 — Filter objects

The filtering also works for the stereotypes. These are displayed in the list as filter criteria and can be
filtered by any user.

The global search results are currently not filtered (helps, for example, to find objects that would
otherwise be filtered out).

Filtered processes are no longer displayed in the process architecture. Filtered objects that are linked
to the process flow are grayed out. The Detail Content on the right remains unchanged.
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Process architecture Sub Process

The filtering of the lists also extends the user's ability to restrict the content in this view.

To use the Scope filter more optimally and to achieve precisely fitting filter results, the behavior of
this functionality has been improved. Processes and objects for which no filter criteria are stored in
the detail content are considered by default in the filter result, i.e. they are also displayed. By clicking
on the Hide empty filters checkbox, elements without filter criteria can now also be hidden.

Scope filters: Organizations (1), Locations (1) _

Reset all filters

FILTER

This behavior applies individually to each set filter criterion, so in this example the empty fields of the
organization filter as well as those of the location filter are hidden. All elements subordinate to the
selected element are also considered in the filter result.

As before, processes or objects that do not apply are graphically grayed out in the main content and
not displayed in the navigation tree on the left. In the list view, the use of the scope filter is activated
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by default so that the list corresponding to the filter criteria is displayed. If you want to see the
complete list of all processes or objects, the scope filter can be deactivated by clicking on the

checkbox.
PROCESSES ORGANIZATION PRODUCTS SYSTEMS DOCUMENTS RISKS REQUIRE]
ycle document content editor architecture list review orphaned expired (architecture)
v Manual + Variants: Master v Version: 0.1, In process v Permissions v o -
Type ~ Stereotype v Version v State v Responsible « Author «
Figure 31 — Scope-Filter in the list view
4.3.3 Use multiple filter selection

3 This feature is only available after activation by the Admin.

task repository

Scope filter

The multiple selection can be used to define the filter criteria organization, locations and tags much
easier and faster. For example, the user selects several organizational units in the organization tree
and can add more. The same applies to the list of locations and tags, where multiple locations are

now selected simultaneously.

ORGANIZATIONS
architecture  list

4

Organization Organizational Unit Company
4 Management board LOCATIONS
Central area list
—
. Logistics
Customs v Search by keyword...
Disposition
Goods Management Name = ¥ Des.. Stereotype
Transportation management Alt Otting City
Marketing Bejing
4 Organisation & Compliance
Boston
Compliance
Cape Town City
Process management
Dortmund City
n Quality management
Production Erlangen City
Hamburg City
Milano
¥ Munich City
Singapur

0 Valid
Type ~ Stereotype =
ersion t
21 Expired
1.0 Valid
1.0 Valid
3.0 Valid
10 Valid
1.0 Valid
1.0 Valid
3.0 Valid
40 Valid
1.0 Valid

Figure 32 — Multiselect in Lists
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¥ This feature is only available after activation by the Admin.

This feature allows the targeted filtering according to individual scope filter criteria in the list view of
all facets, as well as in the result list of the global search.

In the grey list header, dropdowns appear to filter for Organizations, Locations and Tags whereas
only suitable filter criteria are available that correspond to this selected list.

PROCESSES ORGANIZATION PRODUCTS SYSTEMS DOCUMENTS RISKS REQUIREMENTS EARNING STANDARDS REPO

nent content  editor architecture review orphaned  architecture (incl. expired) task repository

Manual « Variants: Master = Version: 0.1, In process = Permissions « .

Stereotype v Version v State « Responsible « Author « Organizations « Locations Tags ~

0 Mactar n -~
U v e proces:
Rom
WO <
ain process 0 aster N proces:
ain proces 0 aster N proces —
=] OCE5s ~ asic Process Llea x

NOTE: if the checkbox Scope filter in the grey list header is activated, it may occur that the content of
the individual scope filter dropdowns do not represent all actual available data.

In order to view processes, tasks or objects, such as documents or risks, from the perspective of a
specific role, the user selects the sub navigation role entries under REPORT.

HOME | CUSTOMERS STRATEGY PROJECTS PROCESSES ORGANIZATION PRODUCTS SYSTEMS DOCUMENTS RISKS REQUIREMENTS LEARNING STANDARDS |  REPORTS REQUESTS

role entries reports

Processes Tasks Documents Inputs/Qutputs KPIs Risks
—

o & T @ | Request Change permissions

Plan and prepare production 0.1 In process
Release process & data (Workilow) 3.0 Valid
Release process and data

Release production order

All processes or objects that are linked to the required role are listed here.

The prerequisite is that the user has previously defined one (or more) roles in his settings.
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LIST SETTINGS

The select
will be disg

LANGUAGES

|

SELECTED ROLES

In the toolbar of the Main Content, the current graphical view of processes or (hierarchical) objects
can be changed by clicking on the graphic.

The current graphical process representation can be printed out immediately. A click on the printer
symbol intt & olbar of the Main Content opens a new window in which printer settings can be

made.

NOTE: Please be aware that this print function is currently not applicable for fact sheets.

Public © 2023 Symbioworld GmbH



Symbio — User Manual

4.4.1 Detail View

In addition to the display options of the graphic horizontal or vertical with/without swimlanes, there
is also the display with details. This allows you to see all tasks used in the process at a glance,

including edges, RACIS and objects.

EREMEIS] web / Storage: ShowCase

PROCESSES ~ ORGANIZATION T DEMANDS/DEAS  GUIDELNES  RISKS  REPOSITORY | REQUESTS  TASKEOARD
ic table dependencies editor reports e list review omphaned

gement / Innovation (Show) > ldeart

< New | & Graphic ~ | Select B, 8. »~h < Version ~

4 Process House

4 Management Processes (Show)
> || Strategic Planning & Controlling {Show)

» [l Financial Planning & Controlling (Show)

> [ Risk & Compliance (Show)

1 idearinnovation (1.1, In process)
> || Leadership (Show)
> [ Management System (Show)
> Core Processes (Show)
> Support Processes (Show)
> Symbio Introduction (Show)

> [ Views (Show)

Request Manual ~

.-

SwTTaE Verte]

Swimlane harizantal

Restructure a

Figure 36 — RACIS-Information in process view

4.4.2 Org./Role Swimlane

The diagram mode can be changed to display Swimlanes by organizations and/or roles. Here there is
the possibility to select a vertical or horizontal graphical view. The roles are stored for each process
step according to RACIS; a Swimlane is generated here for the "R" (Responsible). If a "Responsible
Organization" is defined for the entire sub process in the Detail Content, a Swimlane is generated for this

organization at the next higher level..

New

R Graphic v O B

B. 8. & % S

Select

Request Manual ~

Graphic = o= Select

Customer

P+Z Team

Product Owner

Detailed

Start

Org./Role Swimlane vertical

X

Org./Rale Swimlane horizontal

i

SN

I

Pick up on customer
ideas and require-
ments

Application Swimlane vertical

1 Application Swimlane horizontal

Pick up internal
ideas and require-
ments

Vertical '

¢
Horizontal !
Process matrix '

Sub Process - Fact Sheet

+

Ideas and require-
ments received

Capture ideas and

requirements

Restructure and
qualify ideas and re-
quirements

Figure 37 — Diagramm Mode: Org./Role Swimlane
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In addition, views without displaying the swimlanes are possible by selecting the diagram mode

Vertical or Horizontal.

443 Application Swimlane

As an option, an Application Swimlane horizontal/vertical view may be added. It shows the process
steps sorted by Applications in vertical or horizontal Swimlanes. Just add Applications to the
respective Tasks and select the new graphical view in the Toolbar. For each Application, a specific
Swimlane is created. If there are no Applications maintained, a Swimlane is generated for the

entered role, as usual.

e This Preview feature is only available after activation by the Admin.

. Graphic » ¥ = Select

W Detailad

Role Swimlane vertical

ol Rale Swimlane horizontal

- B A. Q. R e

Aure Dwiiom T AP Mncaisdge Warshous

Application Swimlane vertica

Application Swimlane horizontal

‘A

Wertica
Horizontal
Process matrix

s

Figure 38 — Diagram mode: Application Swimlane

444 Process Matrix

In the Process matrix the viewer finds a clear, aggregated representation of the process flow as well

as all relevant information.

* Gt e

sysems
o

KPls
Guidelings
Risks.

Trainings

= symise bt o st

P -

Figure 39 — Process matrix
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4.45 Fact Sheets

In addition, Viewers can select profiles or Process fact sheets predefined as graphics. This can be
individually designed by the Admin and is then made available to the Viewers.

PROCESSES ~ ORGANIZATON [T DEMANDSADEAS  GUIDELNES  RISKS  REPOSTORY

HOME REQUESTS  TASKBOARD
graphic table dependencies lfecyde  editor reports | architecture  fist review  orphaned
dea/Innovation (Master) (Symbio) (1.1, In process;

Process House > Management Processes (Show) > 103 Management / Innovation (1.0, Released) » I6ew/noovation >

B. @, o % @  Request Manusle | Version: 11, Inprocess » Variants

\ceainnovation (Master) (Symbio)

New ¢ Q Graphic »  Select

4 Process House
Idea/Innovations

This process is written by Manager, Paul
Process responsible i Prozess, Peter,

4 Management Processes (Show)
[l Financial Pianning & Controlling (1.0, Releast
4 || 1des Management / Innovation (1.0, Releases

4 idea/innovation
The current state is In process.

4 Idea/innovation (Master) (Symbio)
[ s6ea/innovation (Master) (1.0, Rel
 Hiosatn  (Mastr (symbi

Idea/innovation (Hardware)

[ Leadership (1.0, Reldeased)

| Management System (1.0, Released)

| Rusk & Compliance (1.0, Released)

1 Strategic Planning & Controlling (1.0, Releas
Core Processes (Show)
Support Processes (Show)

Symbio Introduction (Show)

b ] Views (Show)

Figure 40 — Process fact sheet

If a specific view of a Fact sheet with global related objects right above the process flow is required,
the layout can be specified by the Admin — just like with a conventional Process fact sheet.
» This feature is only available after activation by the Admin.

Q Gaphicy O @ select B. Q. & T @ | Request Manualv | Version: 21, Inprocess v Permissions v
List Widget
# Key Performance Indicator (2) 4 Measure (1) 4 Touch point (2)
< KPI1(0.1, In process) # Measure 2 (0.1, In process) 2 Touch Point 1 (0.1, In process)
> KPI1 6 (0.1, In process) ?» Touch Point 4 (0.1, In process)
Start a
iouch Point 4 H
Task 1
] 1
X
P16 ! P11 !
Sub Process 1 Task 3 Sub Process
= 1
Im ) .

Figure 41 — Fact Sheets: Global related objects
In order to be able to see the various views, they must not be hidden for the Viewer. The Admin can
either hide or show the different views.
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The individual design options of the fact sheet for processes and scenarios have been expanded.
Through configurable table widgets, customized views of process contents as well as their
relationships with linked attributes can be freely designed.

» This feature is only available after activation by the Admin.

MNew < Q  Graphic~ O Select B. @, & % @ Request Manual - Version: 0.1, In process = Permissions
Type  Sub process
Main process risks
New
Name Description

Process House Expiring licenses Lorem ipsum dolor sit amet.

> Management Processes
? Upload fails Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonum...
4 Core Processes .
Wrong usage of copyrighted material Lorem ipsum delor sit amet, censetetur sadipscing elitr, sed diam nonum.
[ Create documentation

[ Make screenshots
1 Plan to deliver

[ Research

For example, all relevant information for scenarios can be presented in the form of an overview: the
listed Main or Sub Processes are contrasted with definable contents in freely definable table form.
Alternatively, it is also possible to assign linked objects, such as inputs/outputs, to the processes.

Further information is available here.

The request/feedback feature allows every Symbio user to comment on processes or (hierarchical)
objects at every level. By pointing out errors or changes or proposing optimizations, users contribute
actively to the continuous improvement of the process landscape.

Click Request in the Toolbar to open a dialog box in which to select the type and urgency via drop-

down menus (and enter a desired delivery date, if required). Feedback is entered in the free text
field.

HEGAIES

request

DATA

REQUEST

(] I U = EEE 2%

REFERENCE ELEMENT
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By default, the request is automatically forwarded to the Responsible who defines the further
processing of the request with the responsible Author. If a Quality Manager is set, he or she receives
the request and controls the further procedure.

The details of the request are visible in the Detail Content. The responsible person can approve the
request or complete it (reject). The sender of the request is informed about approval or rejection via
the message Info (1) in the header.

In the navigation REQUESTS, all parties involved can find a list of existing requests as well as their
status and contents at any time.

In Business Manager, the feedback workflow has been adapted. In the request dialog, you can now
see the new “About” field, where you can enter additional relevant employees who will then be
informed about the request (for more information, see e-mail notifications).
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DATA

L] a (i ]
e AM
o
Li] L Li]
no ned, I It first ippor
a [}
] Questian
L i
L]
REQUEST
(] Graphic Design

Once you have sent your request, the person entered under “Assigned to” will receive an email. The
“For info” users will be informed about every change in the collective mail. Thus, you will receive a
mail every day informing you about all changes in all requests that concern you. As a requester, on
the other hand, you will be informed directly of every change.

my requests  all request

Bl
5
&
<]

Graphic Design e e e e e Boss, Sandro 8192022 1230PM  New Question High Goods receipt (3.1,

»» This feature is only available after activation by the Admin.

To compare different process versions, the viewer can select the current version and open the
comparison directly in the toolbar. The editor has this function in the version toolbar. The new
window shows the previous version on the left and the current version on the right.

Request Manual v Version: 2.0, Valid v | Comparison

OR (for Editors only):
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Version: 2.0, Valid » Permissions v

Store goods (1.0, Expired)

Store goods (2.0, Valid)

Create version

Dependencies
Change state.
Edit attributes..

Generating documents

The colour coding indicates which changes have been made.

e Green: Additional process step in the new version
e Yellow: attribute (e.g. input/output) changed
e Red: Process step removed

Store goods
Process House > Core Processes = SCM = Deliver
Q| 20, Expired = 3.0, Valid
Start Start

Mark released mate- Count provided ma-

nal by stock cate-

terial before storing

gory

Check quality

Please note that the Comparison for Editors can be called up via the version dropdown (last menu
item). If several process versions exist in parallel, some of which are subsequently deleted, there is
no complete traceability of all parallel versions that ever existed.

Symbio offers the possibility to display pre-generated documents in PDF format.
In the navigation PROCESSES you can open process descriptions for individual sub-processes.
To open the manual, the desired process is selected and displayed in the manual.

By clicking on the manual in the toolbar and selecting the appropriate action in the dropdown menu,
the manual is immediately opened as a PDF file.
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4.9.1

Q Graphic v & % <@ Request | Manual ~

| Start

Plan product development strategically_Graphic_EN.pdf
Plan product development strategically_Process description_EN.pdf

Plan product development strategically_Matrix_EN.pdf

Analyze market re- Consolidate cus- Analyse competition Integrate results of
quirements tomer requirements innovation work-
shop

Figure 49 — Open pre-generated manuals

Release information in process manual

Additional to the release history, the Sub Process manual now also lists other information about the
release process.
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1.3 Change history information

Version Released by
1.0 Brozpss, Peter (Peter Emzess)
2.0 Brozpss, Peter (Peter Emzess)

1.4 State

Version State

2.0 Released

1.5 Release information

Released on Reason for Revision
12012015 8:38:48 PM Inifial egstellt
ADA2IT 10:47:31 AM Done

Table: Change history

Start of Validity

12112015 8:39:43 PM

Table: Release state

End of Validity

3312018 12:00:00 AM

There are no approvals (related to the current release process or the highest released version) maintained.

Figure 50 — Information about release

4.9.2 Template process handbook: content

In the process manual, all the contents of a process are presented in a structured way.
The manual is structured according to general information, process flow and details, evaluation,
appendix, information on Detail Sub Processes and interfaces to other Sub Processes.

2.2 Task details

No. Mame Description
Pick up on customer

ideas and requirements.

Pick up internal ideas

and requirements

;  Capture ideas and
requirements

Restructure and qualify
ideas and requirements.

Schedule ideas and
11 requirements as a
Feature/PBI

Estimate cosis for the
feature/PBI

18 Plan and prigriz PBls

Confirm implementation
of the PBI

Move PBI into the next

25
sprint

Roles. Inputs Outputs Guidelines
® Customer (R) * Customer ideas = Customer ideas WA
= P+Z Team (R) * Customer ideas A A
= P+Z Team (R) * Idea management = Idea management A
* Head of Sales (A) * Symbio Presentation * Idea/requirement Hia
* Product Owner (R) product description
* Scrum Master (C)
* Product Owner (R) NA NA * Create PBI
= Scrum Master (1)
* Serum Team (1)
* Developer (C) * Create PBI
= Head of Sales (1)
* Product Owner (A}
* Scrum Master (R)
* Head of Sales (C) . i . i A
= Product Owner (A) = Project planning = Project planning
= Scrum Master (R)
= Scrum Team (1)
* Head of Sales (1) * Idea/requirement = Product Backlog em * Create PBI
= Product Owner (C) * Product Backlog ltem P8I
= Scrum Master (4) (PBI)
= Scrum Team (R) * Release planning
= Product Owner (1) * Product Backlog Hem = Product Backlog fiem A
* Scrum Master (4) (PBI) (PBI)
= Scrum Team (R)
R = Responsible, R.all = Responsible altemative, A = Accountable, C = Consulted, | = Informed

Public

Figure 51 — Task Details
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3.3 RACI matrix
Roles (obligation to cooperate)
il
g § 2 £ 5 8 &
E @ =] B 5]
BEIN|(3|E|2|5|2
No. Taskin Sub Process a & 2 5, 2 g, 2
Pick up on customer ideas and R
3 requirements
Pick up internal ideas and R
4 requirements
7  Capture ideas and requirements R
Restructure and qualify ideas and
8 requirements A c R
Schedule ideas and requirements as | R 1
1 3 Feature/PBI
12 Estimate costs for the feature/PBI | R A C
18  Plan and prigrize PBIs C R A I
19 Confirm implementation of the PBI I A C R
25  Move PBI into the next sprint A 1 R
* = Global task R = Responsible, R.all = Re ive, A= G=C 1=
Table: Process flow — RACI matrix

Figure 52 — RACI Matrix

49.3 Role manual

All information about a role can be read out in the manual after it has been generated. To do this,
you first have to select the corresponding role and the manual can be found in the toolbar. This is
then generated and stored in the taskboard. The user can open, save and print it.

Head of Dispaosition
New TP % @ Request Import ~ Export~ | Version: 1.0, Released ~ = $% +
Type Role Generate Role handbook_EN
New
Name a ™ Description " Role type
Scrum Master Role
Head of Disposition Responsible for the quantitative classification of contracts wi.. Role

Figure 53 — Generate role manual

4.10 Copy a permanently valid link

The functionality Link Service enables Symbio users to communicate about processes or recent
changes.

Public © 2023 Symbioworld GmbH



Symbio — User Manual 46

Via the Main Content toolbar users can generate links to processes.

Q Graphic « Select @ - - & % <@ Request Manual = Version = Variants «

You can

e create links independent of versions
e create links dependent of versions
e create links to a selection in a version, e.g. task

By clicking the button Copy the link is generated and immediately displayed. The green checkmark
indicates that the link has been successfully copied to the clipboard. Please close the window then.
You can send the link to another User or open it in a separate browser window.

Copy permanent link

You can copy the permanent link into the clipboard and use it in a new browser window to

Link independent of version

https://pz.symbioweb.com/Test/Test-JD/go/pamémvwghbrnbeb | + Copied ]

Link to version

(the link will be created upon clicking on Copy) Copy J

Link to selection (in version)

(the link will be created upon clicking on Copy) Copy

e The feature Favorite management: Grouping of favorites is now activated by default and no
longer visible in the feature list of the admin area

e The feature Favorite management: Sharing favorites has no influence on the new favourites
manager. Existing sharings with individual users will be taken over by the new favourites

manager, sharings with user groups will be possible again at a later date (existing information
remains stored in the system).

The favourites and subscription functions are combined in the Favorite Manager, which is available
across all databases and apps. The subscription icon (eye) of previous Symbio versions will be

removed and only the favourites icon (star) will remain. Existing subscriptions are converted into
favourites.

The integrated Central Mail Service proactively informs the user when a new version is available for
one of his favorite elements.
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With the Central Mail Service, the user now manages when he wants to be informed about news in
Symbio. He defines the time interval (daily or weekly) of the incoming mail, in which all pending tasks

or changes are clearly listed.

»» This feature is only available after activation by the Admin.

Daily Symbio Overview

Your subscriptions

25.05.2021 | Main process  Produce steel beams

25.05.2021 IR\sk Prod system not reachable

Ready for release

25.05.2021 || Sub process  Cast steel

25.05.2021 [ Control Inspect buildings regularly

Privagy Statement

Symbio

inf >

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod
tLorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod t

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod
tLorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod t

Lorem ipsum dolor sit amet, consetetur
sadipscing elitr, sed diam nonumy eirmod t

NOTE: For favorites set on process or document categories, the peculiarity applies that the user is
also informed if an element on the direct level below has a new version.

To define processes or objects as favorites, the user navigates to the corresponding item and clicks

on the staricon in the toolbar.
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HOME CUSTOMERS CTRATEM e Ansa

ORGANIZATION PRODUCTS SYSTEMS DOCUMENTS

architecture graphic list ife cycle document content editor | orphaned review
[R——

New m 2y op Request Filter Permissions ~ .

Guidelines

| Guidelines I

Favorite Manager

Figure 57 — Define favorites
In the dialog box that opens, enter or select the group to which the favorite is to be added in the

Search own groups field. The favorite can also be assigned to several groups. If the feature

Multiselect in lists is activated, it is possible to assign several favorites to a group at the same time (or
to delete them).

If you want to make changes to the existing groups at this point, you can navigate directly to the
Favorite Manager by clicking on it.

The previously defined favorites can be opened by clicking on the star symbol in the header.

Editor < SA Symbio Administrator (EN) | @ 0 *

ManyFavorites 51

My favorite documents 1
Guidelines

My favorite processes 1 D>

QM audit relevance %

Favorite Manager

Figure 58 — Open favorites
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The group structure created in the Favorite Manager opens, including the links assigned to each,
which can be used to navigate to the favorites that have been set.

Here, it is also possible to jump directly to the Favorites Manager if changes are to be made
immediately.

NOTE: It is possible to switch between the languages German and English, the favorites themselves
are also stored in multiple languages. New favorite groups can only be created in one language,
existing groups are transferred in multiple languages.

The basic settings (language, client, etc.) can be made by clicking on the user name in the header on
the right.

In order to use the Favorite Manager efficiently, the Groups to which the respective favorites will
later be assigned must first be created.

Clicking on the "+" symbol opens a dialog in which the name of the new group is entered. If several

clients are used, the corresponding one must be selected from the drop-down list. Then confirm with
Save.

Favorite Manager

Groups D Add new group

FavoriteServiceSymbio

& FavoriteServiceSymbio Vv

As soon as favorites are assigned to this group, their number can be read in the gray circle behind the
respective group.

NOTE: The order of the groups cannot be changed. We recommend a prefix (abbreviation) in front of
the name, e.g. a consecutive numbering or letters in alphabetical order.

By clicking on the group, the current contents are displayed in the Main Content. The corresponding
object type, e.g. Main Process or Category, is displayed in the form of a preceding gray symbol. The

corresponding object type is also displayed when hovering over it.

Using the filter function, specific search terms or subwords can be found quickly in the list.
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Sub Prozess 1

Many processes

Main Prozess 2 E

By clicking on the 3-dot symbol, the selected favorite can be edited, i.e. it is possible to

- Copy to another favorites group
- Move to another favorites group
- To delete

- Move up or down in the list

The groups themselves can also be edited by clicking on the 3-dot icon. There are the following
options to edit the groups

- To edit (rename)
- Remove (including the contained favorites)
- Share (with other users)

Groups

& FavoriteServiceSymbio v

ManyFavorites
My favorite documents

My favorite processes

D QM audit relevance 7 E

Sharing groups allows regulatory requirements and policies to be communicated easily and
quickly to affected employees. Relevant processes or documents are defined as favorites and
shared.

After clicking on Share, the first letters of the user with whom the favorite group is to be shared
must be entered and the corresponding user selected from the dropdown.
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Share with users

Search user

The gray folder icon of the group now gets a small arrow or if favorite groups are received, a small
person icon is displayed. There is also a hover function that shows the users in the form of tags
with whom the group is shared.

The user sets the favorites for content (processes and objects) and can view these in the personal
favorites and subscriptions. The user does not receive any notification of favorites.

Mew 2 Graphic - Select @ & -~ & . dﬁg'@t‘

NOTE: Please be aware that favorites are added in their respective language!

»» This feature is only available after activation by the Admin.

With this feature Favorite management: Grouping favorites, defined favorites can be organized by
groups. In Navigation Content, create a new group and confirm. Move or copy favorites by help of
common symbols in the Toolbar. Thus, a favorite can be assigned to several groups. Sorting of group
structure or within the groups is also possible.

Favorites Subscriptions

MANAGE FAVORITES

o (|q Graphic = O @ . @ . | Permissions ~

Type [Favorite group

Groupl 2
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»» This Preview feature is only available after activation by the Admin.

The feature Favorite management: Sharing favorites allows to share your favorite groups with other
Users or User groups.

We recommend creating your own favorite group first before any group is being shared (to ensure
smooth functionality).

Just click on the ‘star’ symbol in the Header to NAVIGATE TO FAVORITE MANAGEMENT and select
your favorite group that you want to share. By click on the ‘share’ symbol, a window opens to define
Users or User groups via hamburger dialog.

Changes to the favorite groups are automatically applied to the Users or User groups with whom you
shared your favorites. Shared favorite groups cannot be modified by the recipient.

(1
[
|[:
D
)
(D

New El- ¢ Q Graphicv © !T'Ji @v v <

[

Type Favorite grou =
. group Compliance Strategy

Audit relevance 2

Management rel... 2

The subscription feature allows you to follow processes and objects. As soon as you have subscribed
to an element you will be notified when the element is released again.

MNew 2 Graphic - Select M @ » &, & %Iﬁt

Open your favorites and subscriptions made by click on star symbol in the Header on top right. Select
corresponding tab to see links of favorites and subscriptions listed.
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Info | [CM| Christine Viewer (EN) | @& @ &

Favorites Subscriptions

MANAGE FAVORITES
T My Favorites @

= Employee distribution
2 Plan preduct development strategically

Figure 67 — Open favorites and subscriptions (old version)

4.12.5 Subscriptions on categories

W This feature is only available after activation by the Admin.

This feature allows to subscribe to a ‘Category’ of the DOCUMENTS facet. In case of any new release
of a document in this category, the user will be automatically notified by eMail - which corresponds
to the usual behavior of the favorites function. However, if documents are only moved within the
hierarchical structure, no notification is triggered. This feature is currently only applicable for
document categories.

HOME CUSTOMERS STRATEGY PROJECTS PROCESSES ORGANIZATION PRODUCTS SYSTEMS DOCUMENTS
architecture graphic list document content editor orphaned review
—_—
Suidelines
Documents
New m % & % Request  Filter Permissions v Lo 3

4 || Documents Documents
Il Guidelines Category
B Instruction spec Category

Figure 68 — Subscriptions on categories (old version)
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Viewer can receive Tasks from Authors which ask them to review processes before they are sent into
release.

In the header the incoming request for review is displayed as Info (1). In addition, the administrator
can configure that the Reviewer is informed by eMail.

ERARMENS) Web / Storage: ShowCase / Variant: Master

Info (1) | €W Christine Viewer (EN)

HOME E ORGANIZATION [T DEMANDS/ADEAS ~ GUIDELINES ~ RISKS ~ REPOSTORY | REQUESTS  TASKBOARD Search
info

Perform review of Sub Process Version 'ldeen/Innovationen’

S % Request Manual + > Review task information

rm review of Sub Pracess Version ‘ldeen/Innovationen’

Element in review > Symbio Administrator  8/1/2017 2:52 PM To Do Status ToDe

¢D’@ﬁ@

Clicking on the Review link in the Detail Content will get the Viewer to the process to be reviewed.

EAMLL=][sY Web / Storage: ShowCase / Variant: Master

HOME PROCESSES ORGANIZATION m DEMANDS/IDEAS GUIDELINES RISKS REPOSITORY REQY

graphic  table reports  review

dea/Innovation (Master)

¢ & Graphic v | Request Manual v
Ideafinnovation (Master) (1.1} O PR
Start
Pick up on customer Pick up internal
ideas and require- ideas and require-
ments ments

After a technical check, the Reviewer can report his comments and suggested changes back to the
author or responsible person via the Submit request (feedback) function - or alternatively use
conventional communication channels.

The Training Assistant app informs employees about upcoming training sessions. Information on
specific technical knowledge or regulations/legislation to be fulfilled is thus forwarded by the
manager to his/her affected employees. Once the training has been completed, the employee
confirms it actively in order to comply with the legal obligation to provide proof.

After login, which usually works via SSO, the Training Assistant (TA) shows an overview of all open

trainings on the start page. If no items are listed, all currently available courses have already been
completed and confirmed.
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For optimal clear display, the individual tasks of a process are listed in an overview. Linked roles are
displayed according to the RACIS method used. Clicking on the blue info symbol of the process opens
a window in which the reason for the revision is displayed. This allows the user to see at a glance why
which changes were made.

To see the complete process in the database, click on the button Full element.

i ©
& Home 3.5.4 Manage sales orders (4.0) © 5 Next Training B Ful element

2 Training History

= Y Filter
AZ Team Training Dashboard ©
O Name Info Description Roles Inputs / Outputs Applications
nternal Sales Representati " SAPSD
Enter VAT in Transaction Command Field for creating Sales Orde
fer type OR for = Internal Sales Representativ = SAPSD
elect 1 s t Crder e to the next step. The orc
Populate Sales Ares = Internal Sales Representative
Populate Sales Area with your relevant Sales Organization, Distrib

order detai = Internal Sales Representative

B cEnter Reg. defivery date = Internal Sales Representati - sA

& | Enter quotation number in = Internal Sales Representative = SAPSE

If the user has access to several Symbio databases, the required database (tenant) as well as the
language can be selected accordingly by clicking on the user icon.

£ ©

@ Home Home
@ er Harvar

= Training History
Due Date Name Stereotype Info Modified State
- Roles
A= Team Training Dashboard

Tenants

SALES

Locales

To perform the training, the user selects the corresponding training process (or object). Further
details are shown after activating this button . %a

Once the training has been completed the employee confirms his/her participation by click on the
blue “Confirm” button and entering his/her e-mail address in the dialogue window.
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sSYmMeIo

Confirm Training

Please confirm that you read and understood
the element "9.2.1 Process customer credit” by
entering your name:

t Ifour e-mail address

| |

Figure 73 — TA Training confirmation

After click on the training history on the left handside, an overview of all the completed trainings is

displayed.

i -
@ Home Training History
=: Training History .
Modified | Name Stereotype Info State Responsible
&2 Team Training Dashboard 9.2.1 Process

competed © 5o ninsuno

% 91202

Resor
da 912021 B « Completed ° Symbic Administrator
3o gn/20n Completed ° Symbio Administrator

Figure 74 — TA Training History
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The user role Author includes the following tasks:

e Model sub processes
e Make sub processes and objects available for release
e Incorporate feedback into a new version

To perform any of these tasks, an architect must have created the process with Categories and Main
Processes. Sub Processes can also be set under Sub Processes.

The first step is to change the view from Viewer to Author by clicking that option in the header.

By default, Symbio offers modeling according to the BMPN 2.0 methodology.

Symbio provides automated, efficient process sequences. The program offers the selection of only
those process flow objects that allow process modelling using the correct methodological approach.

NOTE: Please make sure before modelling that no Scope filters are set — just to avoid discrepancies or
redundancies!

1. Modelling processes in the graphical view

To access process modelling, click the Process House tile in Graphical Views on Symbio HOME or
select the graphic sub navigation in PROCESSES.

The author is authorized to create a new subprocess on the left side of the Navigation Content. To do
this, the author selects a process in the navigation tree under which the new Sub Process is to be
created. He or she enters the name and clicks New.

Now a process can be modelled.

Click New on the Main Content toolbar to create the first process flow object Start O s [P S
mandatory for each sub-process, and you can use multiple Start objects.

Proceed to create additional process flow objects. Click Start to display a process toolbar for selecting

available subsequent process flow objects: task, sub process, interface shape, gateways and events.
Use the mouse-over function to view details about each item.
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1 . RORORCHON®)

Task - Process step/individual activity within a chronologically logical process sequence

Sub Process - serves to embed a further, self-contained sub-process, which is automatically placed
one level below in the navigation tree

Interface Shape - refers to another existing Sub Process of the Process house and also serves as a
placeholder if the reference does not already exist. To learn how to create a process reference,
please refer to @ Edit a Sub Process

Or gateway - Allows one or more paths (for each condition)

Either-or gateway - Splits the process into two or more mutually exclusive alternatives

And Gateway - All subsequent paths are executed in parallel

Event - Marks the achievement of a defined condition within the process, such as a milestone
End - Ends the process sequence and is mandatory; can be used multiple times

If multiple process flow objects have been created and you click an object, the Process toolbar is
displayed at the top and the bottom to offer various modelling options for predecessors and
successors.

Start

Accept lead

HERACO®O0

1 . KOXORAe)

Symbio automatically arranges the process flow objects and their connection objects.

The process flow object End |~ equired at the end of a sub-process. It is also possible to use
multiple End objects.

2. Modelling in the table view

Process flows can also be modelled quickly and efficiently in Sub Navigation table. This is particularly
recommended for structurally simple process flows that have few branches.
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For modeling, tasks, events or gateways are also created in the toolbar via New. Objects to be linked,
such as roles, can be selected in the same line.

If process flow objects are to be added within an existing process, the line under which the new
object is to be created must first be selected.

The graphical implementation of the process flow is displayed in the window to the right.

New Select & e Request Manual ~ | Variants: Master  Version: 2.1, In process = Change permissions New Q  Graphic ~
Successor
Type Accounts Payable Manager Buyer direct goods
Sub Process
Interface New
or nvoice received
Eitner-or T R) R )R =
And
Event
End o
™ yew Start Accounts Payable Manager (2.0, Enter invoice
Start
2 Task Accounts Payable Manager (2.0,
Check invoice Task Accounts Payable Manager (2.0,
Send invoice to department Task Accounts Payable Manager (2.0, = Buyer direct goc [Check invoice
v o Task Accounts Payable Manager (2.0, \
Release invoice Task Buyer direct goods (1.0, Valid) > Accounts Payable Manager (20,
Valid) il
) ecounis Pavs o I [Send invoice to de-
Return invoice to Accounts Payable Task Buyer direct goods (1.0, Valid) artment
Allocate and enter invoice Task Accounts Payable Manager (2.0,
Create payment proposal Task Accounts Payable Manager (2.0, > Head of Accoun -
Valid)
Send out payment proposal Task Accounts Payable Manager (2.0,
Vendor invoice is payed Event Accounts Payable Manager (20,

File invoice Task Accounts Payable Manager (20, Release invoice
End End Accounts Payable Manager (2.0,

The icons of the Toolbar in Main Content are available for editing process flow objects.
Use the mouse-over function to view details about each item.

If you want to edit multiple process flow objects simultaneously, click Select and click each required
process flow object.

To delete process flow objects, click the required object and then click the Delete icon in
Toolbar.

You can swap paths to achieve more clarity of the process flow or of the graphical display to prevent

lines from overlapping. Click a Condition and then click the arrow icon . The selecte€—ath is
moved to the left (vertical) or up (horizontal).
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X
| &

¥

Incident
Service Request do

not exist

: EREO®®O

Record basic data Check and amend
basic data

An interface shape references to another existing Sub Process. Go to Detail Content > Name >
Process reference and click Create. Select the required process in the window that appears (Process
House).

Name .

Interface

Interface

Create

NOTE: Please note that process references are only possible to processes on the same level, e.g. from
a Sub Process to another Sub Process.

If there is not yet a process that can be referenced to, an interface placeholder is used. If this
placeholder can already be specified in more detail using inputs / outputs and KPls, the method
feature: KPIs and inputs / outputs at interfaces placeholder must be activated.

By activating this feature, KPIs and Inputs/Outputs can be added to the Detail Content of interfaces.
»» This feature is only available after activation by the Admin.

The possibility for Modeling: copy and move shapes may also be provided. Please note:
M This Released feature is only available after activation by the Admin.

To copy process flow objects: Select the required objects. Then select the Copy icon in:
Toolbar and click the predecessor object behind which you want to insert the copied objects.

To move process flow objects: Select the required objects and then select the corresponding icon

in thezoolbar. Again, click the predecessor object. The selected objects are moved to the specified
place.
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CoPY TO.

B. & % @

n Move in current process

Move to..

W submit feedback Sub Process Version 01 In process Symbio Administrator Sy

For reasons of clarity and to facilitate communication between the process experts, the individual
shapes can be given consecutive numbers (can be selected for all graphic views). For this, the feature
Method: Numeration of process flow objects is to be activated as well as settings in the extended
configuration to be made.

>3 This feature is only available after activation by the Admin.

Please note the following when using gateways:

e Condition: You must specify a condition after using an Or or Either-or Gateway to be able to
clearly distinguish between potential paths. No condition is used after an And gateway.

Determine require-
ments

o

Lead incomplete

e Converging gateway: The previously used gateway is inserted to merge split paths and
continue the process sequence. This applies to all gateways.

Converging
Gateway
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e Back Loop gateway: An additional gateway is inserted and connected to the last task for the
path in order to include a loopback. This applies to all gateways. To create the connection
object, first click the Back Loop gateway, then select the arrow icon in the processt _{ sar
and finally select the object that is the desired starting point.

e Check feasibility Create offer

not realizable

If a placeholder shape has been linked to an unreleased process or if the placeholder is empty, the
process can still be released!

Global Tasks are tasks that occur more than once in the same form in different processes
There are two ways to create global tasks:

e asan object directly in the sub navigation task repository
e Select a task during the definition of a sub-process and click the Transfer to Repository
button under Task Repository in the Detail Content (the transfer takes place automatically).

A global task is inserted into a Sub-Process as follows:
e create a normal task in Sub Process

e Inthe Detail Content of this task, click Reference - Create and select the required task from
the dialog that opens.

You need to enter information in the Detail Content area for each Sub Process or Process flow object.

Highlighted fields are mandatory! You can only change the status once the mandatory fields have
been completed!

Modify the process name or a detailed description or enter as free form text. Symbio automatically
stores your entry when you exit the text field.

The Sub Process can only be made available for release when the fields Responsible and Author in

the Responsibilities section have been completed. Click the hamburger button and select the =
required person from the list.

In order to submit Sub Processes to the release workflow, the mandatory fields Responsible and
Author in the Detail Content must be completed.
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As long as no author has been defined, all editors can edit this process. To edit a process with an
author, it is necessary that the other authors are entered. The additional authors for the process can
be maintained in the Additional authors field. In order to avoid discrepancies with the actual author,
the other authors have only limited options for action; e.g. they cannot start the release workflow
nor create a new version.

If one of the other authors wants to take over the author’s activity, he/she should be set as author
and deleted as additional author. Now all author rights are available as usual. If required, the initial

author may be set as additional author.

Please note: as soon as the Author(s) of the process are maintained, only they can edit the process.

Participants b
Responsible € [}
2 Qualitit, Michael (Michael Qualitat) o

Author € [}

—* Prozess, Peter (Peter Prozess) i

You can also use this section to connect previously created and released objects.

Name

CRM

e
Description

Process Information

Responsibilities

sible €

> Peter Prozess (Prozess, Peter)

o Author @
- Peter Prozess (Prozess, Peter)

minager ©
- Michael Qualitat (Qualitat, Michael)

Status
Organizations

Inputs/Cutputs

Normally, objects are created by the Architect and connected to each process by the Author.
Symbio also gives the Author permissions to create his/her own objects and make them available for
release.

To do this, simply enter the name of the new object into the relevant text box (for example, enter
“Project Leader” as the role). The new object is automatically saved when you exit the text box. In
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the Sub Navigation of ORGANIZATION the new object is displayed below roles where it can be made
available for release.

To delete a selected repository, move the cursor onto the required element until the Delete icon
appe i Click the Delete icon and confirm with OK.

It is recommended to specify the responsible (R) person in the Roles section. You can add more roles
in line with the RACI method. If a shortening to the RACI method (without S = “supported”) is
required, please contact your Admin.

» This feature is only available after activation by the Admin.

Symbio automatically generates a swimlane for each responsible (R) person.

Description

Task Repository
Performance

Roles

For optimization reasons oft he swimlane nominations, it is possible to define global responsible
roles. Thus, for Sub Processes which are referenced within another Sub Process (in the form of an
interface), another global responsible role can be linked in the Detail Content. This is then used to
generate the Swimlane view - instead of the responsible role (global) originally assigned to the
process.

3 This feature is only available after activation by the Admin.

Roles, groups and positions can be further detailed by required Method: skills. With this additional
Sub Navigation of ORGANIZATION different stereotypes (education, languages etc.) can be created
and then linked to the corresponding object.

» This feature is only available after activation by the Admin.
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Optionally, the Method: classification of information for documents can be applied, i.e. documents
may by further classified by selectable values (internal, confidential, strictly confidential) from
dropdown. If no value is selected, the document is considered public.

e This feature is only available after activation by the Admin.

In order to define a detailed description for inputs/outputs and roles, modeling in Symbio supports
the maintenance of edge attributes in the detailed view. It is important to limit the name of the edge
attributes and to use keywords. By clicking on the edge, the Detail Content allows to add a name for
the edge.

Customer ideas Customer

Demand
Pick up on customer
ideas and require-
ments

Idea
Customer ideas Website

There are multiple options available for Status:

e In process indicates a process that is being worked on (default setting).
e Select Ready for release to make the process available for release.
e Expired indicates a process that is no longer valid and whose version number has expired.

As with the other objects, global tasks should have been created and approved before modeling a
Sub-Process.

After detailing a Sub Process, click on the refresh button to have the process graphic updated. This
manual update trigger allows to accelerate process modelling as well as object
creation/maintenance, as the detailed process modeling is no longer interrupted by automated
graphical updates. Modelling or deleting processes or objects, however, are still updated
automatically, since these changes have consequences for the structure of the process.

) This feature will be automatically enabled in all future versions and cannot be disabled.
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MNew Q .'E‘. - “$ ﬁ @ - @ - & % [l B - Variants: Master »  Version: 0.1, In process = l: - }
Group
Rales
Products
Callemail/etc. Inputs/Outputs -
) m
+ Callfemailfetc, (1.0, Valid)
] [

User data
¥ User data (1.0, Valid, geprift)

v

Applications

By activating the feature: Show “contained elements” in processes, the section ‘Occurs in’ appears in
the Detail Content of the PROCESSES facet. Here, processes or scenarios are listed in which the
currently selected process occurs, thus usually as a process reference or an interface. The listed items
are clustered by type, i.e. Main processes, Sub processes or Scenarios.

»» This feature is only available after activation by the Admin.
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»» This feature is only available after activation by the Admin.

According to the BPMN2.0 methodology, tasks end events can be further specified in the Detail
Content by defining triggers, markers and types. In case if types are set, the corresponding BPMN2.0
icon is now depicted graphically on the process flow object.

Task Task type - Receive

Task

-0 Choose..
Send Task

User Task |
Manual Task -

Business Rule Task Event type - Signal
Service Task A

D Script Task

The ArchiMate 3.0 methodology offers a standard modeling language to design the construction and
operation of business processes, organizational structures, information flows, IT systems and
technical infrastructure.
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Inputs/out Business process

r

Business
layer
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Composed of | Serves Serves

layer

Application

Composed of

Figure 92 — Enterprise Architecture (example)

This feature allows to depict the IT landscape by the ArchiMate 3.0 nomenclature and thus takes an
important step towards the design and control of a comprehensive Enterprise Architecture (EAM).

Symbio Prod
IT architecture > Systems > Systems (Applications) > Supporting tools (ALM)

B Q Graphic « <o G v L % @ Request Filter Version: 0.1, In process v Permissions

Symbic Rest AP https//cloud - SymbioZlia Reporting OD3
testsymbiowsb.-
O compes e O g1
2
1 \ 1 1 srwored L )

Strategy modelling Requirements Process modelling XM modelling

@) @) ) ]
Microsoht Azure
a

Figure 93 — Method: System ArchiMate Converting

- This feature is only available after activation by the Admin.

The conventional Symbio system/system component objects and stereotypes can be converted to
ArchiMate3.0 types. Objects assigned to processes remain unchanged. Please contact your
Administrator if you plan to perform this conversion.

5.1.7 Activate exclusive process editing

»» This feature is only available after activation by the Admin.
NOTE: this is a fundamental change of the process modelling procedure!
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This feature intends to prevent multiple Authors from editing a Main or Sub Process at the same
time.

In order to work on a process, the Author first clicks the blue button Enable editing in the Toolbar of
the Main Content. If another Author is currently editing the process, a warning message occurs,
however, he can still take over — whereas a prior consultation with the colleague who is modelling
the process is of course recommended.

+ ; - et
& 'i% @ Requast Manual - Enable editing | \ersion: 0.1, In process -

As soon as the processing is completed, please click the blue button again which has now changed
into Disable editing, otherwise the process remains locked.

For the other authorized Users the process is then read-only during this time. Assigned permissions
for process modelling remain unaffected.

In the navigation PROCESS you will find a list of all objects linked to a process under dependencies.
The functionalities of the toolbar are also available in this view, so the author can, for example, also
create new versions here or trigger release.

HOME | CUSTOMERS STRATEGY PROJECTS PROCESSES ORGANIZATION PRODUCTS SYSTEMS DOCUMENTS RISKS REQUIREMENTS LEARNING STANDARDS

graphic 2 leve table dependencies ife-cycle document content editor reports ard cture ist review orphaned expired (architecture) task repository
—

s > Financial Management > Accounts Payable

New < Select Request Filter Manual = Variants: Master » Version = Change permissions

#  Process House Name Type Stereotype Version State Responsible Author Ad

Management Processes b v
Core Processes Accounts Pay.. Role 2.0 Valid < Administratc > Administratc
Symbio Symbio
4 Support Processes
SAP (1.0, Rel.. IT System 1.0 Released - Freigeber, > Prozess,
IAc\n"histratim and Infrastructure Frederike Peter
l Communication Vendor invoi..  Input/Output 2.0 Valid » Manager, » Prozess
- . Pau Peter
I Environment, Health and Safety
Payment tran... Input/Output 2.0 Valid > Manager.
# ] Financial Management o “ v P < 2 lpe ag
- nts Pay
IAccou ts Payable Buyer direct.. Role 10 Valid » Freigeber
I Process vendor invoice Frederike
IAccou":z Receivable Supplier (1.0,.. Role 1.0 Valid -+ Freigeber, \
Frederike Peter

The "lifecycle" of a process is clearly displayed under the navigation life-cycle. For this purpose, a
second window opens to the right of the process in which all status changes can be tracked.
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HOME | CUSTOMERS STRATEGY PROJECTS PROCESSES ORGANIZATION PRODUCTS SYSTEMS DOCUMENTS

______ OCL! RISKS REQUIREMENTS STANDARDS ] REPORTS ]
graphic 2 level table dependencies life-cycde  document content editor reports | architecture st review orphaned expired (architecture) |  task repository
——
Frocesses
cnew A h, OB § A.8. LFBS OO0, =

Type  Sub Process

Accounts Payable Manager Buyer direct goods Valid
New ©
A oice received
]

Process House

Expireg
Management Brocesses "

Core Processes =
Enter Invoice
4 Support Processes
n process
[ 2dministration and Infrastructure

[ communication
Checi invoice
0 rvironment, Health and Safety

+ || Financial Management

“ I Accounts Payable
Send invoice to de-
1 Process vendor invoice artment

[ Accounts Receivable

N Human Capital Management

Figure 96 — Sub Navigation life cycle

5.1.9 Use translation support and translation service

The translation support is located in the Detail Content and opens a window in which the primary
language (always on the left side of the window) and all other secondary languages are listed next to
it. It is important that the languages are defined beforehand by the administrator and that the
languages are selected in the user dropdown.

Info Mytasks | View: [Editor| PP Peter Prozess (EN)

PETER PROZESS

or.

PR
Information  Organizations  locations  Tags | languages
LANGUAGES

Peter Prozess

Logout

Figure 97 — Select languages

MName
Description b

BIU#SEEEEHHS@ ]
During a goods receipt for a purchase order,
the system proposes the outstanding order
quantity of an item for the goods receipt. This
amount can be changed, if the quantity
delivered differs, The quantity delivered is
compared with the open order quantity. As a
result, an under or over delivery can be
detected.

Figure 98 — Opening Translation Support

The Translation Function will be activated after the service is embedded in Symbio. Afterwards there
will be an automatic translation for selected languages. If the Symbio installation administrator has
activated the translation feature, attributes are automatically translated. The user can automatically
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translate empty attributes using the translate dialog. Please note that only the default language can

be used for automatic translation.

English (United States (e )

ACTIONS ACTIONS

[AKTIONEN

NAME NAME

Ideayinnavation WEFF

DESCRIPTION DESCRIPTION

B I U%:=

% M o B I

PROCESS INFORMATION PROCESS INFORMATION
o

NAME

deeninnovationen

BESCHREIBUNG

PROZESSINFORMATIONEN

In the detail content in Scope filters the Author defines the filter criteria for the respective object.

Authors define these for Sub Processes whereas Architects can set filter for the whole process house
and for the objects. The contents of the organization, locations and tags can be used. Tags are pre-
defined by the Administrator and the organization as well as the locations is taken from the already
existing objects. You can also use several criteria for an object. More filter applies therefore as

followed: “at least one criteria must apply for filtering."

=+ Munich (1.0, Valid)
Tags ©

=1}

For the filter criteria, the multiple selection function may be implemented. Please note:

»» This feature is only available after activation by the Admin.
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This applies for the organization tree as well as the location list and the tags list. To use the multiple
selection, the user can select in the tree the parent organization to have all the units selected below.
But the user can also only select one in a parent element and another one in other units.

ORGANIZATIONS
architecture  list

——
Name
4 Organization
Management board
Central area
4 Logistics
d Customs
: Disposition
g Goods Management
d Transportation management
Marketing
4 Organisation & Compliance
Compliance
g Process management

Quality management

ype
Organizational Unit
Organizational Unit
Organizational Unit
Organizational Unit
Organizational Unit
Organizational Unit
Organizational Unit
Organizational Unit
Organizational Unit
Organizational Unit
Organizational Unit
Organizational Unit

Organizational Unit

For the location or tags, the user selects on the left side the criteria he needs and can also select
some further criteria. After accepting this, the detail content is filled with all the criteria which was

chosen.

LOCATIONS
list
v Search by keyword...
™) Name = ¥ Des.. Ste
Alt Otting City
I'l Bejing
Boston
I'l Cape Town City
|V Dortmund City
Erlangen City
Hamburg City
Milano
|V Munich City
Singapur

Type =

Stereotype ~

Expired
Valid
Valid
Valid
Valid
Valid
Valid
Valid
Valid

Valid

Additionally by deactivating "Method: Tags as a List (Instead of Architecture)" feature, administrators
can maintain tags in a hierarchical structure, similar to how organizational units are managed.
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Architecture List Orphaned

New ﬁ vo % - Request Permissions v Q -
Type Tag
Ney
4 I‘;_ architecture Tag architecture
4 Service Tag

This impacts the logic of filtering. The hierarchy of tags is considered, ensuring that filters align with
the established tag structure.

—> This feature is only available after activation by the Admin.
The feature Method: glossary enables the creation of an individual glossary to save the terminology

used in the process database centrally and to add explanations and further details.
After activation, the navigation Glossary appears in the header.

Info My tasks | View: | ‘

EARNING STANDARDS REPORTS REQUESTS TASK-BOARD

SA  Symbio Administrator (EN)

A list opens in which the authors can make glossary entries as soon as you click on it. Entries in this
list cannot be versioned but can be displayed or hidden for viewers.

The stored glossary terms are then linked in the detailed content of processes or objects as usual in
the corresponding category.

2 BPMN (Show)
< RASCI (Hide)

In the future: abbreviations and terms stored in the glossary are automatically identified as an
additional chapter in the Symbio Manual. So manual creation and maintenance becomes obsolete.
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Symbio Standard has been enhanced with the new Review date attribute for Main and Sub
Processes. It appears in the Detail Content under the Status section and is automatically dated to
+365 days when the process is created, although this can of course be adjusted manually.

')
/
v

o In process
. O Status changeable via version
button in toolbar
e
e 12/31/9999
c® 1/10/2022
(3] (] January 2022 ()]
Q Mo Tu We Th Fr Sa Su
1 2
B I U% =S E S 32 sl el 7 sl o
w12 13 14 15| 16
17/ 18 0| 20| 21| 22|| 23
24|| 25| 28| 27| 28| 20| 20

A corresponding list widget is available for the HOME site, which displays all processes sorted by
review date.

This attribute can be hidden or renamed via the Extended Configuration. At present, there is no
automatic mechanism when the review date is reached.

%> This feature is only available after activation by the Admin.

If this feature is activated, the section Technical ID is displayed in the Detail Content of all versionable
processes or objects. This information can be used for further processing by Admins to synchronise
individual elements with other systems or to clarify specific questions.
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5.1.14 Synchronize trainings with SAP Enable Now®

35> To use this functionality, an interface to SAP Enable Now® is to be set up. Please contact your
Account manager.
= Doku Sahin integrieren!!!

SAP Enable Now courses can be synchronized with Symbio. Learning units created in Symbio are
transferred to SAP Enable Now, where the corresponding learning content is generated depending
on the selected type, e.g. in the form of books, audio or quizzes.

Enable Nou . . .
W M”;'":ger” Workareas Administration ~ Tasks Reporting v Help v

Workarea: P-und-Z

O, search ~  Project (PR g

I Workarea
> 3 Resources OVERVIEW TASKS COURSE ASSETS
> & My Unsorted Objects

~ [ root group Name Simulation leaming unit
v [2 Trainings

. . Language German (Germany) e
Rl »] Simulation leaming unit

2 Quiz leamning unit library Autostart E o

€2 Context Help leamning unit Short Description ~
&2 Guided Tour leaming unit

€2 Context Help Web leaming unit

&2 Guided Tour Web learning unit Description Updated C
|} Book learning unit

[E7 Book Page learning unit

[ Text Unit learning unit

£, Desktop Assistant learning unit

& PDF file

1 Video file

@ Audio file

71 Image file

% Word document

> & Unsorted

> @ Trash

>
>
>
>
>
>
>
>
>
>
>
>
>
>

Hide
Start Link hitps: //partners-sen-consulting-eu3.enable-now. cloud.sap/wa/20201107_puz

Tags

Figure 108 — Learning content in SAP Enable Now

The completed learning content is published in SAP Enable Now and can be accessed there via a link
in the detail content of the respective learning unit after automatic synchronization with Symio.

nfo My tasks. | View: [BOE | SA. Syrbio Adminstator £) | & @ k@

Figure 109 — Learning units in Symbio synchronized with SAP Enable Now
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The Symbio author automatically recognizes changes made in Enable Now by the updated status of
the respective learning unit as well as any changed text fields.

e To use this functionality, please contact your Account manager.

[}
From now on, you can integrate Atlassian Jira into your project with Symbio. ALM projects are thus
mapped from process to implementation, provided you have linked your project workflows to
processes.

The interface to the popular project management tool Jira supports the realization and
implementation of optimization potentials, measures and IT requirements in agile teams. The
connection of the systems ensures transparency and a clear overview of all completed and upcoming
project steps.

Symbio’s integrated requirements management supports you in capturing, organizing and prioritizing
all types of requirements in a structured way. Symbio’s data model allows you to link the user story
to existing objects and roles. Defined requirements in Symbio are instantiated in Jira for execution.
Items created in Jira are automatically transferred to Symbio and serve as the basis for linking
processes to tasks.

The connection of the systems ensures that you can easily navigate from the process to the Jira user
story and back. Every user has an overview of the project progress — for efficient development and
more transparency.

N Q
{ L] W@
18

1

]

]

1 2

1 -t

1

e

]

]

[ | t000@
. °

You can find more information about the Atlassian Jira interface on our website or on the Atlassian
Marketplace.
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A sub Proces can be sent to a Reviewer for verification. This can be any Symbio user, including
viewers.

To prepare the Sub Process for review, the Author fills in the field Reviewer in the Detail Content.

Participants .
Responsiblz @ [}
—* Prozess, Peter (Peter Prozess) i
Author @ (1]
- Manager, Paul (Paul Manager) e
Duality manager @ 1]

- Qualitat, Michael (Michael Qualitst) ©
Reviewer €@

-+ \Viewer, Christine (Christine Viewer) @

=[]

The Review cycle can be started by changing the status to In review.

CHANGE STATE...

change state...
——

RESPONSIBILITIES

Responsible € ~* Prozess, Peter (Peter Prozess)
Author € —* Manager, Paul (Paul Manager)
o
SETTINGS
S Choose...
T In process
ot A

The state can not be changed. The

The same validation rules apply as in the release cycle. The status "In review" can be set despite error
messages or warnings; further editing by the author is also possible.

The reviewer only has access to the process as long as the status remains "In review".

If the author creates a new version of the process, this must also be set to the "In review" status so
that the reviewer has access accordingly.

After receiving feedback from the reviewer via the feedback/request function or conventional

communication channels (e.g. email), the author sets the process back to the "In review" status and
makes final changes before making the process available for release.
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Please note that only the user entered as Author and the Administrator can start a release or expiry
workflow. Users who are set as Additional Author or Approver/Architect only get the status "Ready
for release" or "Request to expire" in the status dropdown when they delete the existing Author and
set themselves. In this case, it is recommended to include this initially set Author in the section
Additional authors.

Selecting Ready for release in the Status drop-down menu initiates the release workflow. The
approver is automatically notified via e-mail and through their Symbio taskboard about the pending
release task @ Approver

Symbio uses Validation rules to check whether the process complies with the predefined rules. A
distinction is made between a warning and an error. If the validation detects an error, the user can
click on it to see exactly which element violates it. The detected errors must be corrected in order to
be able to initiate a status change.

By selecting the error/warning, the dialog shows exactly which object is wrong. This can be checked
immediately by the author.

SETTINGS
2.1

zte € In process
rules © ¥ All mandatory attributes have to be maintained

Missing attribute: Responsible
Missing attribute: Reason for Revision

Diagram has to start with a start event
Predecessor of OR rules has to be a task
Predecessor of XOR rules has to be a task

# Successor of OR rules has to be a condition
Successor of XOR rules has to be a condition
Diagram cannot contain unconnected elements
Diagram has to end with an end event

Invalid end element: Sub Process "Plan product development strategically”

]

Warnings, on the other hand, are hints that can be ignored by activating a check box without
affecting the status change.

Warnings are marked with a yellow exclamation mark. Errors, on the other hand, are marked with a
red X.
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RESPONSIBILITIES
o

°

SETTINGS

o

VALDITY
o
L

REASON FOR REVISION

There have been charges,

Version =

Create version

Change state...

Connected Items

Figure 114 - Selecting the status in the Detail Content

The same procedure applies for initiating the release workflow for Sub Processes. Again, the Detail
Content mandatory fields Responsible and Author must be completed before you can change the

status to Ready for release.

However, if the author of a process is also responsible for the process, the author can immediately

change the status to Released.

Responsibilities .

Responsible €

* Peter Prozess (Prozess, Peter)
Author @

* Peter Prozess (Prozess, Peter)
Quality manager €

-+ Michael Qualitdt (Qualitat, Michael)

Status .

State @ In process
Ready for release

5 alidity € Released
Expired

End dity @ P2y

Figure 115 — Simplified release

If the Detail Content of the process includes a Quality Manager the release cycle will include the

Quality Manager.
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Responsibilities

> Manager, Paul (Paul Manager)

> Prozess, Peter (Peter Prozess)

= Qualitat, Michael (Michael Qualitat)

The release cycle consists of two levels, then:

e the Author sets the process to Ready for release

e the Quality Manager is informed. He can accept or reject the process or assign it to another
person

e if the Quality Manager has released the process the process will then have to be approved by
the person responsible for the process. He/she can also assign it to another person.

When there is a status change, the author can select the reasons for the revision as multiple
selection. As soon as the workflow is triggered for QA or ready for release, the person responsible
receives the release task with the selected reasons.

Instead of a single quality manager, a group of quality managers can also be configured - as well as
the number of necessary approvals by this group before the request is forwarded to the next
instance for approval. As soon as the required number of approvals is reached, the release task is
automatically deleted from the other users in this group.

»» This function is only available after it has been set up by the Admin.

As an option, the release cycle can be extended by additional Approvers or Approver groups. After
selecting one or more Approver/Approver groups in the Detail Content, the new status Ready for
Approval is selected. All Approvers first approve before the Responsible receives a request for
approval. In case a Quality Manager has been added to the release cycle, the sequence of approval is
as follows: QA - Approver/Approver group - Responsible. As with the group of quality managers, the
number of necessary approvals can be configured. Once this is reached, the release task is deleted
from the other users in this group.

»» This function is only available after it has been set up by the Admin.

If a quality manager has been added to the approval cycle, the order of the approval cycle is as
follows: Author - QA - Approver/Approver Group - Responsible.
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: APPROVER

Resoonsible @ | Approver Users  approver User groups

=Ll

Author €

=2 Administrator, Symbio o

E Admin

Please find more details about the Admin’s configuration here:
https://docs.symbioworld.com/admin/administration/user-management/users/#configure-user-
groups-for-release-cycle

If a process is no longer valid, the author selects the state Request to expire from dropdown, so this
request follows the same workflow as the release workflow and is subject to the approval of all
Participants. Alternatively, if the author is the responsible, he sets the state Expired himself.

When the author linked objects that have not yet been released to the process, the release dialog
informs him that these objects will be visible in the process once they have been released. In this
way, the author can release the processes, even if non-shared content is linked. Expired objects are
still shown for Viewers.

The notification is displayed in the release dialog.

SETTINGS

ersion 11
State @ In process
Notice A

The state can not be changed. The
following information is missing:
Reason for Revision.

sn-released connected obiects _ Customer can vote for the idea
(0.1, In process)
_ Manage Release Planning (0.1, In
process)

Motice The connected objects listed are not
visible to the viewer until they are
released. The first five objects are
displayed.

Obsclete connected cbjects < Website (1.0, Expired)

The connected objects listed are no
lenger valid, but are displayed to the
viewer. The first five objects are dis-
played.

If an approver rejects a process or object, the Status reverts back to In process and the author is
notified by e-mail that the process or object was rejected. A brief notification also appears in the
TASKBOARD under Info.

Public © 2023 Symbioworld GmbH



Symbio — User Manual

81

To change or optimize the sequence for a sub-process or a object, the author needs to create a new
version of the existing process or object.

Open the required process and generate a new version. The version number is automatically updated
according to the following logic: the number before the decimal point increases to indicate the

release version and the number after the decimal point increases to indicate interim releases.

To delete a current version that is currently being edited, select remove current version.

Please note that general changes of the Process House itself (creation and deletion of Main/Sub
Processes etc.) are the responsibility of an Architect.

Via the feedback/request function, every Symbio user has the possibility to comment on processes or
objects at all levels. They can report errors or changes and make suggestions for optimization in
order to actively contribute to the continuous improvement of the process landscape.

By default, the request is forwarded to the Responsible or (if stored) to the Quality Manager. He or
she then approaches the Author with this request to clarify the further procedure.

The recipient is made aware of the receipt of the request via the Info (1) note in the header. If
configured, an automated e-mail notification is also sent.

The details of the request are visible in the Detail Content. The responsible person can approve the
request or complete it (reject).
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Figure 120 — Request workflow

In the navigation REQUESTS, all parties involved can find a list of existing requests as well as their
status and contents at any time.

5.4.3 Modify requests (Using Action Center)

In the facet “Requests” users can edit their requests. A new feature is that a “change note” must be
entered. This is then visible in the Detail Content. The status can be changed as desired, e.g. from “In
process” to “New”. Among other things, this is useful when the assigned person is changed, as a new
person receives this request for the first time.

BEGUEST
o
°

........

:::::::::::::

Figure 121 — Modify Request

5.4.4 Generate manuals

Symbio offers a large varity of manuals that are available for all processes as well as for some
repository objects.

Especially the Sub Process Manual provides a usefull overview of customer specific and strategy
relevant information, such as touchpoints or milestones. Further evaluations in a clear matrix format
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(e.g. opportunity-risk-control matrix, standard matrix, etc.), process performance analysis, and a list
of glossary entries round off the optimized presentation of all Sub Process-relevant information.

By clicking on the corresponding link, you can navigate directly to the selected element in Symbio.
Customised adjustments, such as displaying the company's own logo, are also possible.

Prozesshandbuch

The user has the following use cases for generating manuals:
1. Generate manuals for review in advance manually

If the author wants to check a manual before the process release, he has the possibility to generate it
manually in the toolbar:

A
o
2
o
3
>
w
o
n
2 |
"
o
A

enerate Graphic_EN

(")
Iy

Generate Matrix_EN

Generate Process description_EN

After selecting the manual, the export is initiated. When the process is completed, this is displayed
under Info (1) in the blue header. The manual is available for download as a docx file in the Detail
Content.
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2. Automatically generated manuals upon process release

After a process has been released, the manuals are automatically generated as a pdf document and
are available in Detail Content in the Editor mode. Viewers (or Editors in the Viewer mode), on the
other hand, call up the manuals directly via the toolbar. Please refer to Open a manual.

3. Generate new manuals after process modification

In the following cases it is recommended to regenerate the pdf manuals for Viewers via the function
"Generating documents" (in the Version dropdown) for released processes:

e Metainformation of the released process has been updated via "Edit Attributes"

e Assigned elements (such as roles, documents, etc.) have changed and have been re-
released

e Assigned elements were not yet released at the time of the process release; this has
been done in the meantime

The old versions of the manuals are automatically deleted or replaced by the new versions.
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5.5 Manage validity of elements

By assigning validity start and end, the Author can define which version is valid for the Viewer. The
Author can make the setting before a status change.

VALIDITY
Start of Validity € “
End of Validity @ ] November 2018 [+]

Mo Tu We Th Fr Sa 5u

REASON FOR REVISION 1| 2 3 &

s 6 7 2 @ w0 1

Reasons for Revisi
12 13 14 15 16 17 18

Reason for Revision @ P % Ea
19)| 20| 21|| 22| 23| 24| 2%

26| 27 28| 29/| 30

Figure 124 — Set validity date for processes

The validity of the process/object starts when the date is reached. From this point on, the state of
the element changes from Released to Valid.

Attention: if the field remains empty, Symbio automatically sets a validity start of two weeks in the
future after release.

Scenario 1: Release new process but release for a future point in time:
The Author can release another version and set it to Valid at a later time. The previous version has
expired when the new version has reached the validity start date.

Scenario 2: Set several objects to Valid at the same time:

The Author can release his processes at the first of the next quarter, for example, by means of a
uniform validity start. Symbio automatically sets these processes to Valid as soon as the time is
reached.

1st

5t La January

February April Today

Identify and capture l
IT failure
R oveeee
Start of validity:
|dentify and capture
IT failure _ 2.0 released /
A

15t April

Start of validity:

15t January Notification to
Viewer, that a new
version is released,
but not valid now.

Figure 125 — Pre-releasing a released process
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The Viewer will be notified with a hint when:
e aversion is "in effect" and there is a new version "released" that has a validity start in
the future.
e the process is in the "released" state, but not yet in the "in effect" state.

Please note the following:
e There should be a suitable time period between release and in effect.
e Only one version can have the status "Valid".

Click here for more Admin information.

Scenarios are defined in order to map the entire value chain across functions and areas. These
scenarios, also known as end-to-end processes, consider the process from the customer inquiry to
the delivery of a service or product to the customer. The aim of this presentation is to examine the

process flow on an aggregated level and to identify optimization potentials and control mechanisms.

In Navigation Content, the author selects the element Scenario from the dropdown, enters a name
and confirms by clicking New. Scenarios consist of interfaces. In Main Content, interface elements
are created using New. You assign existing processes to an interface element in Detail Content by
choosing Create.

Submit order Confirm arder Generate invoice Verify invoice Execute payment
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The author can map variants for Sub Processes.

Users create the variants with local definitions. Based on the localizations, process access can be
controlled in the publication.

To create variants, the administrator must first create all country- and product-specific variants in the
settings.

To create a variant, click on Create Variant in the Main Content Toolbar of the released Sub Process
and select the desired variant from the list that opens. The existing process automatically becomes
the master, the new process becomes the variant. The same applies to the Main Process.

CREATE VARIANT

create variant
—

SETTINGS
t @
Tags @

Select your desired variant and add
some tags, then click OK to create a
new variant of the selected process.
A new master variant will be created,
when no variant is provided.

If the master process has been edited, e.g. tasks have been added or entries have been changed in
the detail content, the Update Variant dropdown is automatically activated in the variant. All
elements of the variant are updated automatically. The released (and valid) Master version will serve
as a basis for the update.

In addition, the variants to be selected are displayed in the dropdown. These are now displayed in
the toolbar below the variant and not in the process tree as before.

Variants: Munich ~ Version: 0.1, In process «

Master

Munich

Update variant
Localize element

Localize process flow
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In order to authorize Sub Processes for different locations, for example, there is another approach
for the simultaneous application of variants and authorizations. c

First, a Main Process is defined and the navigation option is activated in the Detail Content (see
picture). This means that the Main Process cannot be opened and only the Sub Processes can be
selected.

Navigation

avigation € |\/|

Hint Mavigates to the
diagrams of the
underlying layer.

Then you create a Master Sub Process and detail it with objects. Copy the contents of the Master Sub
Process manually into the variants Sub Processes by selecting them in the Toolbar.

Mew

Type  Sub Process

Mew

4 Process House
Management Processes

4 Core Processes
- crRM
Y
s Jscm

4 | Deliver

: I Store goods (Master)
I Store goods (Germany)

I Store goods (Spain)

The next step is to release of the Sub Processes. Then you authorize the Sub Processes for the
respective user group.

After you have assigned the permissions, the Spanish group can only see the Spanish variant and the
German group can only see the German variant. Alternatively, you can also authorize the Master Sub
Process for both and enable it as a further selection.
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=R ARRI=]IWY Storage: ShowCasel812 | Filters: No filter applied

HOME CUSTOMERS STRATEGY PROJECTS PROCESSES ORGAMIZATION PRODUCTS SYSTEMS DOCUR
graphic 2 level table document content review task repository

I

SCM

Process House > Core Processes

¢ B Graghic» o = & @ Request Manual -

D tore goods (Germany) ( S—
Management Processes Store goods (Germany) (Sub Process)

Core Processes Store goods (Master) (Sub Process)

- crm
o LAt
2 | scm

4 I Deliver

’ I Store goods (Germany)

Store goods (Master)

Various information can be localized in the variant:
e individual elements, e.g. process step
e the entire process flow
e the general process information

To locate an individual element/individual process step, it is selected first and then the "element is
localized" under the variant display is used. A dialog opens asking you to describe a localization
reason. The confirmation allows the author to edit this element.

Variants: Munich + Version: 0.1, In

Master

Munich

Update variant

Localize element

Localize process flow

The process flow is localized after the variant and the entire process have been selected and the
"Localize process flow" field has been activated in the variant display. The author then activates
modeling within the process and a note is displayed in the process. The new process steps can be
freely edited and linked to objects. This localization is permanently valid in this variant version.
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New

R Graphic -

WVanants: Munich = Version: 0.1, In

Master

Munich

Update variant

Localize element

ILcn::aIizE process flow I

Figure 133 — Localize process flow

seect @ B L &4

o

!

l

ments

Pick up on customer
ideas and require-

Pick up internal
ideas and require-
ments

%J

Ideas and require-
ments received

!

Capture ideas and
requirements

Manual =

ERAKEOC®®O

ERAKOODO0

Jauarty ideas anc re- [

Variants: Munich -

The flow of the process
is localized.

Figure 134 — Graphical note for localized process flow

The Author localizes the cross-process information identically to the process steps. In this case,
however, the entire process is marked and localized as an "element". After the process has been
localized and confirmed with a reason, the author can change, remove or extend the general

information.

Localized elements remain unchanged when the variant is updated.

Localized elements are graphically marked with L and all localization reasons are displayed in the
detail content of the variant.

Public
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I

Accept lead

Determine require-
ments

Task

Figure 135 - Localize elements

5.7.4 Delocalize elements

To undo a localization, navigate in the Detail Content to the section Localization Reasons. By clicking
on the link to the respective localization reason that was entered for the process properties, the

entire process or the selected object at the time of localization, the display changes and the button
Delocalize object appears.

Localization reasons .

< Localize element

Localization reason -
Created on € 10/22/2021 12:47:13 PM
Created by (i ]

& Administrator, Symbio €
Changed on €@ 10/22/2021 12:47:12 PM
Changed by €@

& Administrator, Symbio €
Delocalization .

Delocalize object

Figure 136 — Delocalize elements

After entering a delocalization reason (mandatory field) and confirming with OK, the formally set
localization is undone.
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In the "Customers" facet, Symbio enables the realization of a Customer Experience Management.

The Customer Journey is a marketing method that aims to make the behaviour of the customer
comprehensible and transparent in order to optimally align one's own actions with the requirements.

In a Customer Journey Map all steps (Customer Journey Steps) are presented from the customer's
point of view, which he goes through when dealing with the company. This usually begins with the
sales phase and ends with the service/consulting phase. All Touchpoints between the customer and
the product or service, e.g. through advertisements, commercials, the Internet, as well as the
opinions of third parties in rating portals or user forums, are relevant. Other relevant factors to
consider are the Sales channels and the different types of customers (Personas).

Please contact us for an individual offer to establish your Customer Journey.
In Symbio, the Customer Experience Management is structured hierarchically and can be set up by

the architect. Under a respective CEM (Customer Experience Management), the author adds a new
Customer Journey Map.

I=RMLLI=][mY Storage: ShowCase | Filters: Mo filter applied

HOME CUSTOMERS PROCESSES ORGANIZATION SYSTEMS E DEMANDS/IDEAS GUIDELINES STANDARDS RISKS REPOSITORY |  REQUESTS TASKBOAR
graphic  architecture  list  editor orphaned  review | customer joumey steps  touch points  saleschannels  stakeholders  customer journey stages  persong
Sell products
Customers
2] 3 .
New ¢ New | R Graphic v | Select B, & W @ | Request Filter
Type Customer journey map Aquiring and loyalis- Promote exiting Sell spare parts
‘ ing new customers customers with ad-
New ditional purchases

4 Customers
I Force service
I Involve customer
I Promoting mobility
4 | Sell products
I Aquiring and loyalising new customers
Jl Promote exiting customers with additional purchases

I Sell spare parts

The Customer Journey Steps are set up in the same way as the process. Customer Experience
Management is structured hierarchically which can be set up by the architect. A connection to
processes is also possible with the interface function.

Furthermore, the author can also install logical connectors (and, or, either-or).
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HOME | CUSTOMERS ~ PROCESSES ~ ORGANIZATION [T  DEMANDS/IDEAS  GUIDEUNES ~ STANDARDS  RISKS ~ REPOSITORY | REQUESTS  TASKBOARD

graphic  architecture  list  editor | orphaned review | customerjourneysteps touchpoints  saleschannels  stakeholders  customer journey stages

Acquiring and loyalising new custorners
Customers » Selprodocts
New € New

R Grophicv  Select @ B . @ . P W% @ Request Filter

personas

< of customers

Version: 0.1, In process +

Type Customer journey map New ebike Fill in
discovered

in social media

Search by,
features and

Peter

price for callback

g

§

3

4 Customers
> || Force senvice
> | Involve customer
> ]| Promoting mobility
4 | sell products

~ || Acquiting and loyalising new customers

[Coordinating and

ving
out appointments
(consulting inter-..

= et
)

= &

& ®

& @

& |

.

Figure 138 — Create Customer Journey Steps

5.8.2 Detail Customer Journey Map

All Customer Journey Maps and Customer Journey Steps will be extended in detail with further
Customer Journey objects. Among other things with the persona, which represent the
swim lane. The details can be found in the detail content under the relevant tab (touch points,

stakeholders, sales channel, etc.).

Touch Points

2 Greet customers in store (0.1, In process)
2 Rental for product testing (0.1, In process)

Sales channels

2 Retail store (0.1, In process)

Personas

> Peter (0.1, In process)

Figure 139 — Example for Detail Content

Further information can be defined in the HTML field of the detail content. There are several fields

that the author can edit.
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Journey step details =

Feelings

Reason feelings

Thinking

Customer engagement | High
Satisfaction index Very positive
Customer engagement |... | Purchase

Alternative steps

Ideas to improve .

Figure 140 — Define more information for the Customer Journey Step

5.8.3 Release Customer Journey Map

The Approver carries out the release of the Customer Journey. This is maintained by the author when
the status changes. The person responsible then receives the task of checking the customer journey
map and approving or rejecting the release.

CHANGE STATE...

change state...

PARTICIPANTS

Responsible [ ] N Freigeber, Frederike (Frederike
Freigeber)

i ]
Author € _ Expert, Customer (Customer

Expert)
o

Note The author was set. Only the defined
authors are allowed to edit the

current element.

SETTINGS

Version

State @ In process

Ready for release I

Non-released connected objects

Figure 141 — Customer Journey Map ready for release
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This navigation allows to capture and document an extensive project portfolio and assign them
directly to processes within the system. The functionalities have now been extended so that
hierarchical project structures can be depicted accordingly. With the new Key Figures Symbio
enables a more precise detailing of the project contents, project duration and further specific
information. This allows you to define your projects in Symbio and assign them

HOME CUSTOMERS STRATEGY PROJECTS PROCESSES ORGANIZATION PRODUCTS SYSTEMS DATA DOCUMENTS RISKS REQUIREMENTS LEARNING STANDARDS

graphic architecture list editor orphaned milestones

New ¢ A Graphic » O B & 7% Request | Filter Permissions «

New Development projects

4 Projects
Freecross-caroan

4 Development projects project

Freecross-carbon praject

_— - Tea R Controling the e e = Flceing the project

Project initition Froject iniztion Controlling the frst recting e Tanzging th Tosing the proje
stage E Jorciect E product delivery

Controlling the first stage

Directing the project

Managing the product delivery

Closing the project
Stakeholder analy-

4 IT projects

SAP Activate methad

3 This feature is only available after activation by the Admin.

This feature significantly supports the efficient implementation and tracking of internal or external
audits; including the support of internal control systems and revisions. Defined auditing contents and
their results are created as projects and linked to processes of the process house. After activating the
feature, the new section Analysis Results is available in the Detail Content of the PROJECTS facet.

The recommended procedure is as follows:

e Create a project for the upcoming audit
e Define Main/Sub Processes and link them as Project process scope (in the ,,Details” section)

e Add further relevant attributes, as for example project risks or success criteria

e Inthe ,Analysis Results” section, link new processes to be created that document the audit
procedure and the audit results, if required

e Select Result type from the dropdown

e Enter an Observations summary as free text and

e Describe Recommendations/improvements (mainly relevant for internal audits)
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Analysis Results .

Result € hoose...

B I U/%:=E;&s: Effactive
Improvements
Minor deviations
Main deviations

stz @

B I UfiEE=E=HH %L e

Figure 144 — Process analysis in PROJECTS facet

Optionally, customised reports can be created based on this data. The full integration of the Celonis
Process Mining Tool into Symbio is also possible in order to connect Symbio with process mining

results and to further accelerate the as-is process documentation. Thus, the long-term goal is to
establish a comprehensive Business Navigation System.
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The Author can use the Document templates created by the Administrator and maintain the
document contents based on them. Using the selected element (e.g. document) in the document
content view, the author can select the document template by choosing Create Document and edit
the document after confirming.

HOME | CUSTOMERS STRATEGY PROJECTS PROCESSES ORGANIZATION PRODUCTS SYSTEMS DATA DOCUMENTS RISKS REQUIREMENTS LEARNING STANDARD

architecture  list  graphic | document content review

Roboter manual 3.1
Documents > Handblcher

b = Version: 2.0, Released +
4 || Documents
1 Guidelines

4 | Handbiicher

Roboter manual 3.1

[ Laws/requlations
I Norms
| Rules

| standards

No document created for this element

Create document

In the text elements, the author can extend the content as free text and format it in the HTML editor.

Descriptions, passages or the like can be added here as free text.

BIU4%EiESEEHH %@ b2

Type in text

Properties can be edited by the author. To do this, the author selects the underlined field and can
then change values or add existing and new objects.
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After completion of the document contents, the associated element must be released so that
viewers can view the document and print it in the form of a manual.

) This feature is only available after activation by the Admin.

By activating the feature Document digitalization on all facets, it is possible to define document
templates for all further facets. It is thus an extension to the existing feature Document digitalization,
which is only applicable for PROCESSES and ORGANIZATION. This allows Editors to add additional
content to processes and objects.

Public © 2023 Symbioworld GmbH



Symbio — User Manual 99

Typical application scenarios for the approver include:

e Review and evaluate processes/content
e Comment on processes/content
e Release or reject processes/content

The approver is notified by e-mail if a process or object in their area of responsibility is ready for
release. This e-mail contains a direct link to the Symbio TASKBOARD.

Pending tasks are also listed on Symbio HOME under My tasks to show

e that a process release is pending,
e who created the process
e and when.

The number of currently pending tasks is also displayed in the header at the top of the screen

My tasks (1)

Open the task in the TASKBOARD via the My tasks sub navigation. The Detail Content pane on the
right displays detailed information about the tasks.

The following options are available:

e Assign the decision about releasing or rejecting a process or object to another person
(delegation)

e Reject the release

e Accept the process or object to release it

Task information .
-0
Approve release of Location Version "Aschheim’
0@
» Freigeber, Frederike (Frederike Freigeber) o
o0
Reject Reject
Accept Accept
To Do
Release information .

» Aschheim (0.1, Ready for release)

Click the link in Release information to access the process or object directly in form of a linked
element for a detailed review.
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After reviewing the process (or object) for release, go back to the TASKBOARD and either accept or
reject the item.

If the approver does not agree with the pending release, they will select Reject and enter a comment
for explanation into the displayed dialog window.

The status of the process or object is reset to In process and the author is notified about the rejection
via e-mail. A brief notification about the rejected process also appears in the author’s TASKBOARD
under Info and the task is no longer shown in the approver’s taskboard.

To approve the process, the approver clicks Accept.

The process now has the status Released. As soon as the previously defined start of validity is
reached, the status Valid is set. Previous versions of the process or object automatically receive the

status Expired then.

Note: if no start of validity has been defined by the author, the status Valid is automatically set to
two weeks after release.
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The architect is responsible for the design, structure and administration of the business process
model as a whole.

Public

Administrate the process architecture
- Set up and modify categories (including permissions)
- Create, modify and version main processes
- Release and expire main processes and sub processes
- Delete and move main and sub processes within their architecture
- I Modify Responsibles who are automatically inherited from level above !
Administrate objects
- Create, modify and version objects in tabular or hierarchical structure
- Release and expire objects
- Delete and move objects within their hierarchy
- Consolidate objects (NOTE: only objects in version 0.1 can be consolidated)
Change attributes in released processes without versioning (audit proof)
- Attributes that can be edited without re-release are: responsible, author, start/end
of validity, scope-filter (responsible organizations, locations, tags)
Set up Customer Experience Management
- Create, modify and delete touch points
- Create, modify and delete sales channels
- Create, modify and delete stake holders
Apply sorting function
Create or generate uploaded documents for guidelines / manuals as pdf
Maintain ID Provider
Clean up processes, objects and hierarchy to keep them up to date
Clean up ‘orphaned’ view (should be empty)
NOTE: we recommend not to create more than 50 elements per level in hierarchies
(processes/objects)

No more than one architect should consolidate objects in the same navigation at the same
time, otherwise there is a risk of consolidating objects mutually, which can lead to data
inconsistencies

No more than one architect should move or delete elements in architectures/hierarchies (of
processes or objects) at the same time (e.g. categories or processes/objects that have not yet
been released) - under no circumstances should elements be moved in parallel in the same
branch. This also applies to moving from the ‘orphaned’ view

When deleting subtrees (processes, objects, categories or similar), all child elements should
have been deleted or moved before. The same applies to setting the status to ‘expired’
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Process architecture administration includes the following tasks:

e Administration of categories
e Setting up the process house (structure and levels for main processes and sub-processes)
e Updating the process house

By default, the architect works under PROCESSES in the architecture sub navigation. They may also
work in the graphic or table views if required.

The default categories in Symbio standard are:

e Management Processes
e Core Processes
e Support Processes

The architect can modify the names and the number of categories.

To rename an existing category: Select the required category and change the name in the Detail
Content on the right.

The Symbio standard supports any number of main process levels. The bottom level consists of sub-
processes. For reasons of clarity and maintenance, we recommend to include a maximum of five
levels.

To create a new process house or process: Select the process category (or the main process) for
which the new process will be created.

The graphic sub navigation offers two ways of setting up a process:

In the Navigation Content section, click “New” and select the required process type from the drop-
down menu: Main Process or Sub Process. Enter a name for the process into the text field and
confirm with New (or ENTER).

New
Type UENIN sle=13
Sub Process

4 Process House

New

4 Management Processes (Show)
= I Strategic Planning & Controlling (Show)

Plan product development strategically
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If processes already exist where you are trying to set up a new process, you can set up a new process

as a graphic in the Main Content area.

New Q Graphic = Select 3 Link Feedback
Plan and prepare
production -
& i
m

Click an existing process object and select the
sub-process). The process is created on the same level.

[ ] or the new process type (main process or

To set up a process on the level below: Click the =% button, then click New and select the required

process type from the drop-down menu.

You can also link the process objects using arrows or change their order.

In order to delete a Main Process, navigate to architecture, select the process to be deleted and click

on dustbin icon.

HO CUSTOMERS TRATEG PROJECTS PROCESSES
grap 2 level table dependencies fe-cycle document
Request anual «
Type Main process
4 Process House
4  Management Processes
I Financial Planning and Controlling

I Idea Management/ Innovation

As an option, dynamic architecture permissions enable to split

different users of specific areas, e.g. Authors may be authorized to create or modify the Main Process

structure (see Admin Manual).
> This feature is only available after activation by the Admin.

To change the name of a newly created process, click the process object in the graphic sub navigation

QDUCTS

SAP «

Enable editing ‘ar|

Main process

Main process

up the Architect’s role individually for

and modify the name in the Detail Content on the right. Your input is saved automatically when you

exit the text box.

Public
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To change the sequence of processes in the structure: Select the process that you want to move and
click the Move button. Th*@opens a window showing the structure tree of the process house.
Select the category or process to which the selected process will be moved.

Proceed as described above to add new processes to the enterprise architecture B Setting up the
process house

Symbio supports the modeling and creation of logical links in Main Processes. Functionally, the
modeling in Main Processes is identical to the Sub Processes. The process types Main Processes,
Interfaces, Sub Processes can be modeled with connectors.

SCM

Process House = Core Processes

New ¢ New | R Graphicv | Selecc T @+ @&,
Type |Main Process o
New | Il

4 Process House EHE @ <)> <|_>

Management Processes

4 Core Processes :T,
| A
g 7] ROROR

I crm | ii
Support Processes

The Process Portal Exporter Service is an additional Symbio service that allows to archive the current
status of the Process House. It will then be available as a zip file for offline use.

Please contact us for your individual offer. Details may be found in our online Admin Manual:
https://docs.symbioworld.com/admin/services/process-portal-exporter/install-service-manual/

- This feature is only available after activation by the Admin.

The Method: “Requirements” for main processes allows to maintain the ‘Requirements’ section in
the Detailed Content of the Main Processes. You can select existing requirements or create new
ones.

- Orphaned Processes can be moved back to process house structure in the architecture view with
these steps:
1. Go to the orphaned view of processes (works for all objects the same way):
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HOME | CUSTOMERS STRATEGY KPIS PROJECTS PROCESSES ORGANIZATION PRODUCTS BUSINESS OBJECTS SYSTEMS DOCUMENTS RISKS

graphic  2level table  dependencies life-cycle  document content  editor | architecture  list  review  orphaned  architecture (incl expired) | task:

Submit travel expenses

New B o | convert 1] Q Graphic » O B Select B G, | & B @ Request Manual = | Versi

‘ [ submit travel expenses

Ende

= - =

IMPORTANT: please be aware always to use the “Refresh” button to see the updated list of Processes
in the Orphaned List

HOME | CUSTOMERS  STRATEGY  KPIS  PROJECTS  PROCESSES  ORGANIZATION  PRODUCTS  BUSINESSOBJECTS  SYSTEMS ~ DOCUMENTS  RISKS
graphic  2level table  dependencies life-cycdle  documentcontent editor | architecture  list review orphaned architecture (incl. expired) | taski

Submit travel expenses

[#]

New @ © | comven ¢ R Graphic v

B | select B. 8. & % &  Request Manual v | Versi
1 submit travet expenses

Start
Task

Task

Ende

LU

2. Select the process (or object) in the list on the left side:

HOME | CUSTOMERS  STRATEGY  KPIS  PROJECTS ~ PROCESSES  ORGANIZATION  PRODUCTS  BUSINESSOBJECTS ~ SYSTEMS ~ DOCUMENTS  RISKS
graphic  2level  table life-cycle content  editor | architecture  list review orphaned  architecture (incl. expired) | task:

Submit travel expenses

New 8 o Convert < Q Graphic v & (=] Select &. @. ' % @ Request Manual ~ Versit

Start

Task

Task

Ende

UL

3. Press the button “Move the selected element”:
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HOME | CUSTOMERS  STRATEGY  KPIS  PROJECTS  PROCESSES  ORGANIZATION  PRODUCTS  BUSINESSOBJECTS  SYSTEMS ~ DOCUMENTS  RISKS R
graphic 2level  table dependencies life-cycle document content editor |  architecture list review orphaned architecture (indl. expired) | taskre
Submig travel expenses

New O | Convert ¢ Q Graphic » O & | Select B . @, | & % @ | Request Manual v | Versior

[l submit travel expenses |
Start H
Task I
Task I
x
Ende H

4. Select the process or category underneath you want to have the orphaned item appear in the

structure:

REMEMBER: All orphaned views should be empty all the time, temporary exceptions are possible.

IMPORTANT: If you have deleted a whole sub structure (subtree), search for the highest node
(highest Main or Sub Process) and move this process back to the architecture. With this, the whole
structure will be moved back at once.

7.3 Create Customer Experience Management

In the "Customer" facet, the architect builds up the structure and content of Customer Experience
Management and maintains the individual types.

The customer is on the highest level. This is the starting point for all further experiences. As a
subordinate level, the architect builds up Customer Experience Management.
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IS gapl=]lleY Storage: ShowCase | Filters: No filter applied

HOME | CUSTOMERS PROCESSES ORGANIZATION SYSTEMS E DEMANDS/IDEAS GUIDELINES STAME
graphic  architecture list editor | orphaned review | customerjourneysteps touch points  sales
Customers

New & % Request Filter Sorting Import v Export =

Type Customer experience management

Sell product
Name Type

4 Customers Customer architecture

I Force service Customer experience management

I Involve customer Customer experience management

I Promoting mobility Customer experience management

Figure 154 — Create Customer Journey Maps

Then a Customer Journey Map is created under the respective type. B see chapter 5.8.
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7.4 Set permissions

7.4.1 Use standard permissions

Permission sets defined in Admin area can be assigned to object in every element, as for example
Category, Process, Sub Process etc. on all types of objects in Symbio.

Selecting desired element for what Permissions should be changed, in toolbar button Change
permissions will be shown. After clicking on it, new dialog box will be open, and it will be possible to
changes permissions for that selected element.

CHANGE PERMISSIONS

change permissions

PERMISSIONS
Permitted groups =
Inherit permission from parent IJ

Permissicn mode Exclude users from other user groups

Figure 155 — Change permission on one element
There are three options that can be set in Change permission of an element.
Permitted groups - Here User groups, with specific Permission sets and Users, can be assigned. It can

be added more User groups. Users in those groups will have Permissions from that User group, on that
selected object.

PERMITTED GROUPZ

user groups  report data

Name ¥ Description

Yiewers
Requestinfo

Adminlnfo

Figure 156 — Add user groups

Inherit permission from parent - This option can be selected or deselected. By selecting this option,
the inheritance of the current object from its parent is controlled. If a user group is set and this option
is set, all users in the user group get the permissions of the user group plus the permissions that would
inherit from the parent, i.e. the permissions they would have without any permission setting at the
current object.
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If the option is not set, the users of the user group get *only* the permissions from the permission set
of the user group, i.e. the permissions from the parent object have not influence on the current object
for the users in the current user group.

Permission mode — For this option, one of two options can be chosen. Default option, that is selected
when dialog box is opened first time is Exclude users from other user groups. That means that only
users from chosen User groups will be able to see selected object. Other option is Standard permissions
for other users. If this option is selected, all users (if their rights allow them) will see that object, but
only users, from chosen user groups for that object, will have permissions from that are assigned to

chosen User group.

In Symbio there are various permission sets, which can be added to user groups.

These are:

New element
Edit element
Delete element
Show element
Approve element
Open element

Edit Delete Show
element element element
X X
X X
X X

X
X
X

Figure 157- Permission sets

Approve Open
Element element
X
X
X
X X
X

Users with Admin rights have the possibility to verify the currently assigned permissions of a specific
process or object. For this, select Effective permissions in the Toolbar of the Main Content and enter
a User whose permission sets you want to see.

Permissions -

Change permissions

Effective permissions

Public

EFFECTIVE PERMISEIONS

effective permissions

NAME

Store goods

DISPLAY PERMISSIONS FOR USER...

PERMISSION SETS

=+ manager, paul [

OOO0RNRKEOOO

Figure 158- Effective permissions
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»» The features described below are only available after activation by the Admin.

NOTE: Please be aware that the activation of this feature leads to a modification of standard
permissions and thus existing permission sets are to be adjusted accordingly!

Some features can only be activated, deactivation is not possible!
The Released feature Permissions for architectures allows to assign the Architect’s role dynamically

to different users for individual areas. It can be defined whether architectural elements (Categories
or Main Processes) can be newly created, edited or deleted.

O O O
[ [ [
O O O

The feature Permissions for facets allows to authorize individual facets. For each facet, permission
sets can be assigned and Users or User groups defined.

The feature Permissions directly at the process/object allows the targeted assignment of permissions
for users or user groups directly at the corresponding element. So users or user groups can have
completely different permissions at different processes/objects. In addition, a targeted restriction of
the permissions of "all other" users is now possible.

To assign permissions, navigate to the desired process or object and select "Change permissions" in
the toolbar.

First, the lower part of the dialogue window is filled, i.e. the Permission sets are assigned, which in
this case apply (additionally) to the corresponding Users or User groups.

Then the access of the remaining users is defined, whereby corresponding restrictions are made

when selecting "From superordinate element" and "Start from default permissions" - or when
selecting "Start without permissions" the permissions of the others are completely redefined.
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Figure 160 — Permissions directly on process/object

Further information, especially for administrators, is available here.
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7.5 Release / expire a Main Process

7.5.1 Release a Main Process

The release of the Main Processes is identical to the release workflow for Sub Processes and objects,
as described in the Author chapter. The author assigns a single-stage or multi-level release process by
the process owner and optionally the quality manager.

As an architect, the user also has the option of setting the Main Process to immediately “released”.

In the toolbar under the version history, the author changes the status to trigger the release
workflow.

Version: 2.0, Released = Variants «

Idea/Innovation (1.0, Expired)

Idea/Innovation (2.0, Released)

Create version

Dependencies

Edit attributes...

Figure 161 — Release Main Processes

7.5.2 Hide / expire Main Process

The expiry of a Main Process is similar to the expiry workflow for processes and objects, as described
in the Author chapter. If the Architect is also set as Responsible, the state Expired can be set directly
by himself.

Request to expire

Expired

Figure 162 — Changing the state of Main Processes

By setting the ,Hide” status, contents of Main Processes are no longer visible, however, the Category
is displayed, but greyed out (maybe not available).
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Process House

< Q Gaphicv @ % @ | Request Manual -

4 Process House
Sales Planning

Management Processes

4 Core Processes

4 Jcrv

3
Understand Market/
[ Customer/Partner Care | Customer
[ sell Products/Solutions
[ Understand Market/Customer
el Products/Solu-
| U tions
| Bl
Support Processes
[Customer/Partner
Symbio Introduction Care
Views

If the architect sets the Main Process to "expired", he removes it with all its contents from the
process house. The expired Main Process is marked by the clear identification. All expired content is
listed for Architects in the sub navigation architecture (incl. expired).

Process House

¢ R Guphicw P T @

4 Process House

Sales Planning

4 Management Processes
I Financial Planning & Controlling
I Idea Management / Innovation
Understand Market/
| Leadership Customer

|| Management System

1 Risk & Compliance
Sell Products/Solu-
I Strategic Planning & Controlling tions

4 Core Processes

4 Jcam
I Customer/Partner
» | Customer/Partner Care
Care -
> | Understand Market/Customer
I rv
I scm

Recommended procedure: This expiry setting should be done hierarchically from bottom to top
because of the following reasons: When the status is changed, the process and its child elements
would only be visible in the "architecture (incl. expired)", child elements are not automatically set to
expired.

For expired processes a new version can be created to re-use them again, then move them to the
Process house afterwards.

Expired processes cannot be seen by Viewers any longer.
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The update of released Main Processes takes place in the version history and gives the architect the
possibility of renewing documents or embossing child elements (subordinate levels). New Sub
Processes in released Main Processes are not displayed until the specification is activated. Otherwise,
the status of the main process with the subordinate levels remains unchanged.

Version: 1.0, Released

Idea M ent /| ion (1.0, Rel d)

Create version

Dependencies

Change state...

Edit attributes...
Generating documents

Add symbols of child elements

+
Attributes changed

!

Add symbols of
child elements

!

Child relations re-
freshed

Released
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7.6 Version a Main Process

Architect can create a new version for Main Processes and optimize the complete Main Process. To
create a new version, the Main Process must first be selected. The version is then selected in the
toolbar in the Detail Content.

EMMALEISY Web / Storage: Showcase Info (2) Myta
HOME | PROCESSES  ORGANIZATION T  DEMANDS/IDEAS  GUIDELINES  RISKS  REPOSITORY | REQUESTS  TASKBOARD
graphic table dependencies lifecycle editor reports | architecture list review orphaned

SCM (1.0, Released)
Process House > Core Processes (Show)

New ¢ Q 5. & A, @. L % @ I . Version 10 Released v Variants ~
4 Process House
4 Management Processes (Show) SCM (1.0, Released)
1 Finandial Planning & Controlling (2.0, Released)

{ create version

[l idea Management / Innovation (1.0, Released) Dependencies

[l Leadership (1.0, Released) Change state.

[ Management System (1.0, Released) ° Edit attributes..

[l Risk & Compliance (1.0, Released)

[ strategic Planning & Controlling (1.0, Released)

4 Core Processes (Show)

fl CRM (1.1, In process)

I LM (1.0, Released)
4 [I5CM (1.0, Released) ' =
Supplier's | Supplier
4 [ Deliver (1.0, Released) Supplier Internal or External

Store goods

Figure 167 - Select the Main Process for Versioning

After selecting "Create Version", the architect receives the new version for the Main Process and the
version number is updated.

SCM (1.0, Released)

Create version

Dependencies
Change state...

Edit attributes...

Figure 168 — Create Main Process version
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In the PROCESSES > editor sub navigation, you can graphically model individual Views for your
process landscape. You can add pictures or photos illustrating the business model.

(& A o . + T editor Toolbar

Figure 169 - Designing the workspace in the editor

There are several methods for the graphical modelling of a process:

Note:

Public

You can drag objects from the Stencil Pool on the left, drop them onto the Draw Area and re-
model a main or sub-process.

You can model a main or sub-process in the Graphic sub navigation area and edit it in the
editor. The defined objects are individually listed in the Stencil Pool under Diagram contents
and contents. You can drag and drop them to merge.

The main or sub-process defined in the Graphic sub navigation area is shown as one graphic
under Complete diagram. You can insert it into the draw area or add additional objects to it
(e.g. for expansion or explanation purposes).

Search
Start
Diagram contents v
Accept lead
Y
|'_| Determine require-
I menis
Repository contents
G
o--8--9
L (@)
o9 ‘

(]

om

=]

lete diagram
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When you store a process that has undergone modelling in the editor, Symbio deletes a process that
was modelled under “Graphic” and replaces it with the new process in the editor!

Use the Draw Area to change the size of objects by moving nodes as desired or rotating nodes with
the help of the circular arrow.

The arrow to the right of the object & can be used as follows:

Single mouse click - Duplicates the object and connects it automatically

Shift + mouse click - Duplicates the object without connecting it

Drag with mouse - Creates a connection

CTRL + drag with mouse - Duplicates the object and connects it automatically

The editor toolbar provides additional editing options. Use the mouse-over function to view details
about each item.

_ IR0 -~ g +- -8/

7|

Save - Saves the modelled process and thereby overwrites the process stored in “Graphic
View - Select different view options

Zoom in/Zoom out - Increases or decreases the display

Undo/Redo - Undoes/Restores the last step

Delete - Deletes the selected object

Connection - Changes the type of the selected Connecting object

Waypoints - Defines the graphical representation of the connection objects

Insert - Adds images or links

To label an object, click to select the object and enter text. If text was already present, it will be
deleted and replaced with the new text.

The Draw Settings pane on the right offers the following design options:
e Style - Select colours and frames for the object

e Text - Edit font size, format, etc. for the entered text
e Arrange - Positions the object
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With version 1807 the editor has been changed to save graphics in a language-neutral manner. For
that reason, we introduced two new elements: Text and Link. Other graphical elements can no longer
hold text and references now, delegating this task to these two new objects.

Text allows you to maintain formatted custom text in a multi-lingual way. Drag a text element onto
the drawing area and select "Edit free text..." by right-clicking on it. The shown dialog provides
formattable input fields for all your database's supported languages.

Link provides a way to reference elements of the process architecture or repository elements used in

the current process. The display text of a link element is based on the display name of the referenced
element.

Both new elements as well as the elements from "Diagram contents", "Repository contents" and
"Complete diagram" (if those three groups have been enabled by your administrator) change their
display text on switching the language. Due to that you can now model your graphic consistently for
all languages just once and always see the current, language-dependent texts.

Best practices / Usage

It's best to use the new objects by first creating the background by composing the already known
graphical elements. Then you place Text and Link objects over those elements where you would have
added text and references directly until now.

Text i Text ‘
Text ‘ Q%J | ik
p - ] | Link ‘
o =
Diagram contents
Z\agrarr contents
|
e v}
[®'structures to the® Link t ® .

architecture 7
- o )

¥ Questions about the

Copy

Duplicate Duplicate

Set as Default Style Set as Default Style

After process release, Architect can change the responsible person, author, quality manager, validity
and organizational assignment by default without having to create a new version of the process. In
the toolbar with the version you can open the field with the attributes.
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Version: 2.0, Released «

Plan product development strategically (1.0, Expired)

Plan product development strategically (2.0, Released)

Create version

Dependencies

Change state...

Edit attributes...

Further attributes which are available for maintenance/modification:

e Name —in all languages, to be used for translations when adding further languages, or when
typo detected.

e Stereotype - to be used when stereotype is missing or the wrong one has been maintained.

e Additional authors —to be used when an additional author has to be set or changed.

e Attachments —to be used when links to files have changed.

All changes can only be made with an additional comment from the architect/administrator
as to why he is making these changes.

NAME

[}

TYPE
L]

PARTICIPANTS

-]
n

°®
mn

VALIDITY

ATTACHMENTS

SCOPE FILTERS
o
L

mm

By activating the feature “Release cycle: Reason for change and attachments when

editing attributes” Administrators and Architects must add a description for the change of the
attributes in the “Edit attributes” dialogue and can also add an attachment containing for example, a
confirmation for the performed change.
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Add

Figure 176 — Edit attributes - Reason for change

The changes made are documented in the life cycle.

Attributes changed

Test processes

The date *10/10/2022" for *Start of Validity” is

the past.

Figure 177 — Documented performed changes

in

New elements are highlighted with a green color and the changed elements are completely crossed

out.

Note: Please note that this changes the modification date of the process.
This is also always the case if the life cycle diagram of the process or certain connected objects

change.
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Plan product development strategically (Master)

ID oy

AVT_RELEASED

Name .
Michael Qualitat

J' (Qualitat, Michael) Attributes changed
ympetition Integrate [/6/2017 32217 PM Status .
innovatic l
shop /I\ 10/11/2017 9:36:08 AM
>

comcrmo o e > e
[Ready for release ‘ Prozess, Peter (Peter Prozess)

‘ ‘ Changes Y
- li ‘ Responsible
/ _F\, Freigeber, Frederike (Frederike Freigeber) ProzessPater{Pater Prozass)
l Quality manager
Peter Prozess Qualitat, Michael (Michael Qualitat) FreigeberFrederike{Fraderike
(Prozess, Peter) Freigebar)

End of Validity
7/6/2017 3:22:13 PM

l 6/30/2018 12:00:00 AM
\ 5/19/2012 12:0000 AM
V' \\

Figure 178 — Life Cycle Diagram

In the release workflow, the automatic setting of the “Start of Validity” date can be deactivated.
Depending on the element type, this can be set individually in the admin area under “Set release
cycle”. Thus, for example, the validity date is no longer automatically set to the current date (+ 14
days) for configured elements, but can be entered manually if required via “Edit Attributes” dialogue
by an architect/admin.

VALIDITY

l'
Ui} o May 2022 o
[i ] Mo Tu We Th Fr Sa Su

SCOPE FILTERS | | |
(i ] % 17 18 19 20 21 22
o 23 24 25 26 21 28 20

e m

o

Figure 179 — Deactivation of the Automatic Setting
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The administration of objects includes the following tasks:

e Creating and updating objects with a hierarchical structure
e Creating and updating objects in a tabular structure (such as roles, input/output)
e Managing global tasks

It is recommended that objects are created and approved via the release workflow before modelling
sub processes (which is carried out by the author). This ensures that only unique defined objects are
associated with the sub-processes and that redundancies are avoided. A Sub Process can only be
released if all linked objects have the status “Released”.

Symbio standard also enables the author to create objects and to submit them into the release
workflow B Author

Objects are created with a hierarchical structure (except for some object types such as roles,
milestones, etc.).

The following sub navigation options are available for the main navigation items CUSTOMERS,
STRATEGY, PROJECTS, ORGANIZATION, PRODUCTS, SYSTEMS, DOCUMENTS, RISKS, REQUIREMENTS,
LEARNING, STANDARDS:

hierarchy/architecture - Shows the relationships (child/parent)
list - Displays all items for one level in a list
graphic - Shows a visual representation of the objects and their structure

To create objects for the ORGANIZATION: In the hierarchy sub navigation, select the organizational
unit under which the new organizational unit will be created.

HOME | PROCESSES ORGANIZATION T DEMANDS/IDEAS GUIDELINES RISKS REPOSITORY |  FEEDBACK TASKBOARD

hierarchy list graphic | orphaned
Organization
w
New Link ¢ Manual v Import v~  Export - Version: 1.0, Released ~

Type  Organizational Unit v

Organization type Employee's Name
4 Organization Organizational Unit Company
4[| Management board Organizaticnal Unit Company

Central area Organizational Unit

Then click New and select the required type from the drop-down menu: Organizational Unit or
Position. Enter a name for the process into the text field and confirm with New (or ENTER).

You can link positions with roles through the Detail Content area of a position:

Select the position and in Detail Content under Assigned Roles select the required role in the
selection dialog that shows all roles stored in this process model.
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Additional information about the object is entered in the Detail Content. Click the hamburger button

to select

= 2 responsible person from the drop-down list. This field is required in order to make the

object available for release.

You can add attachments to the object if required: Click Add to open a new window for attaching
links or uploads.

Attachments b

ATTACHMENTS

link upload
To delete objects, select them and click the Deleteicon .. m

The following Method features may be used if required:

e These features are usually only available after activation by the Admin.

Method: "Documents to be considered" for organizational units to add the section
“Documents to be considered” in the Detail Content of organizational units in order to link
relevant documents.

Method: Systems as a list (instead of Architecture) allows to deactivate the hierarchical
architecture of systems. This may be relevant for customers that have created a large
number of system objects that results in longer loading times. Once being activated, systems
are displayed in a list.

Method: Statement Attribute: the “Statement” section appears in the Detail Content of a
standards chapter in the STANDARDS facet. A statement resulting from an audit report, for
example, can be entered in the multi-line text field (this feature is integrated by default,
activation by the admin is not required).

Method: Assignment of documents on process house and sub category level allows to assign
documents to the global process house or to a category. This link is also visible in the Detail
Content of the respective document under the section “Used by”.

Method: Location assignment to Main Processes, Scenarios and Documents: For Main
Processes, Scenarios and Documents, the “Locations” section in the Detail Content is also
available after activating the feature.

Method: Location assighnment to Main Processes, Scenarios and Documents: For Main
Processes, Scenarios and Documents, the “Locations” section in the Detail Content is also
available after activating the feature.

Method: Assignment of processes to a document: after activation, the section "Assigned
processes" is displayed in the Detail Content of DOCUMENTS to refer to existing Sub or Main
processes that are relevant for this document. Also visible in the Detail Content of processes
under "Additionally assigned documents", but not editable there

Uploaded guideline documents can be converted to PDFs when they are released. Viewers will then
see only the PDF document. To generate a PDF, the Author must click on the box shown below.
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Releass history
=

o T 47 -
Oraanizations
MGaniZations

Version: 1.0 | Symbic Administrator | Released on:
5/24/2016 3:26:33 PM

Symbio will try to generate pdf documents of the
attachements upon release of the current element. The
viewer will only see the generate pdf documents.
Currently following file types are supported: *.docx,

y
*doc, *rif

As an option, the feature Method: Additional relationships for documents can be activated. It
enables to add further attributes, e.g. Responsible organization, Inputs/Outputs, Trainings and
Learning unites to the Detail Content of the DOCUMENTS facet.
3 This feature is only available after activation by the Admin.

In the same way as with objects you can create new versions of organizational units.

Finance

Organization > Management board > Central area

New

Name

Organization

tnk % Manual =  Import =

Management board
Central area
Controlling
4 Finance
Accounts Payable Manager 2
Accounts Payable Manager 1
Head of Accounts Payable

Human Resources

Export = Version: 5.1, In process -

ype
0rgal Finance (1.0, Expired)
Orgal Finance (2.0, Expired)
QOrgal Finance (3.0, Expired)

. p oy
Orgal Finance (3.1, Expired)

Finance (4.0, Expired)
QOrgal
| Finance (5.0, Released)
Positi
Finance (5.1, In process)
Positi

. Create version
Positi

Change state...
Orgal

The new version must be approved by the person responsible after the author has set it ready for

release.

The objects in the sub navigation area lists objects such as roles, input/output and metrics in the
form of sub navigation elements. You can enter search terms into the grey box at the top of each

column to look for specific objects.
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Information about the selected elements is displayed above the Detail Content area on the right side
of the screen.

To create a role, for example, enter the name of the role into the text box and confirm with New (or
ENTER).

New link % Feedback Import v Export = Version: 1.0, Released «
Type Role

Mew

All created roles are listed in a table. Simply enter a search term into the grey box above the column
to search for and filter specific roles.

Use the same procedure to set up any other object.

Global tasks are tasks that are used multiple times (in the same version) in various processes.
There are two ways to create a global task:
e Asobject directly in the Tasks sub navigation area.
e While defining a sub-process: Select a task and click the Transfer to Repository button in the
Detail Content area. The task is then automatically transferred.
To insert a global task into a sub-process:
e Create a regular task in a sub-process.
e Inthe Detail Content area for this task, click Create reference under Name. Select the
required task from the dialog box which opens.
Similar to the other objects, global tasks should be set up and approved before modelling the Sub-

Process as the release workflow for a sub-process can only be initiated once all objects have the
status “Released”.

Stereotypes are now defined in the Admin area (formally in the Sub Navigation ‘stereotypes’).
They may be created for each main type (PROCESS, STRATEGY, ORGANIZATION etc.) and stored with

a colored layout. For more details please refer to our online Admin Manual:

NOTE: Once created, Stereotypes can only be renamed - but not deleted!
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» This feature is only available after activation by the Admin.

With this Method: Maintain "Measures" status, the user can determine the status of a specific
measure, deriving from a strategy. In the list view, all measures can also be filtered according to their
specific current status.

To this, the attribute ‘Measure status’ is added in the Detail Content of Sub Navigation measures
which is located below the STRATEGY navigation.

- Administrator, Symbio &

The suitable status value can be selected from dropdown and is also available in the filter bar.

In the KPI facet company-relevant key performance indicators are defined in a hierarchical structure
or as a list and their interaction and dependencies are displayed logically.

The previous representation of KPIs in lists can now be converted to a representation as architecture
by deactivating the feature Method: Key figures as list (instead of architecture) Existing KPIs can thus
be arranged in a hierarchical structure from the orphan view.

e This Preview feature is only available after activation by the Admin.

If you have created a large number of objects, you are more likely to leave this feature activated for
performance reasons.

Each key figure can be assigned specific actual/target values and warning/action limits in the Detailed
Content and other monetary aspects are represented in KPIs. Furthermore, driver trees can be
formed from key figures, independent of the hierarchy in the architecture.

By storing formulas and the necessary data source and calculation systems, the corresponding key
figure is calculated and displayed in selectable cycles.

The creation of KPI-Reports with subordinate KPI-Report chapters enables the clear presentation of
aggregated key figures in fact sheet format.

° To use this feature, the deactivation of the feature ,Method: Inputs/Outputs as a list (instead
of architecture)” is obligatory. Please contact your Administrator if required.
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Inputs and outputs can be organized in a new architecture. In doing so, a new facet called “Business
Objects” becomes visible, which contains all typical sub facets or sub navigations.

Objects can be sorted hierarchically and in categories. In the Detail Content, it is also possible to link
required inputs/outputs and display the link. The existing objects can be found in the “Orphaned”

view in the future. To do this, the view must be refreshed once.

This architecture gives you the possibility to better sort inputs and outputs, and to keep track of
connected inputs and outputs.

IptiOutpt 3 Inprocsss Fresgebe, Frederie Mansges, Faul

The Customer Experience Management in Symbio enables the comprehensive definition of a
Customer Journey with further specific objects. The facet of Customers only contains objects relevant
for Customer Journey. Creating and managing these objects behaves in a similar way to objects.

=Rgpni=][my Storage: ShowCase | Filters: No filter applied

HOME CUSTOMERS PROCESSES ORGAMIZATION SYSTEMS E DEMAMNDS/IDEAS GUIDELINES STAMDARDS RISKS REPOSITORY |  REQUESTS TASKBOARD

graphic  architecture list editor | orphaned review | customerjourneysteps touch points  sales channels  stakeholders  customer journey stages  personas  voice of customers

Figure 187 — Customer Journey Object Management

The architect maintains all contents of the Customer Journey in the respective facet and defines the
further information in the detail content. A new object is created in the relevant facet (e.g. touch
ponts, sales channel, stakeholders, etc.). The objects are then detailed by, among other things, their
responsibilities and further information.

Every single Customer Journey object facet has content through important links and details in detail.

Touch point-Details .

Emation |F'ositive |

High
Medium
Neutral

Lo

Very low
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Illustrations/pictures/icons can and should be added to the objects to create a visualization of the
created object. These images are also added in detail content, but with the format 220x220 png. or

jpeg.

Persona picture

Add
Mood picture -

Add

The Customer Journey objects are released in the same way as the objects. For more information,
see chapter 7.11
For versioning, see chapter

Once all objects have been defined, each object must be made available for release. The same
applies to created or updated processes.

The status of the object is changed after all relevant information has been updated or added in the
detail content. First, the architect must define the author and the person responsible.

Responsible &

Responsible €

ALTOr 6

ot The author was not set. All
uszers are allowed to edit the
current element.

The status change is then initiated in the toolbar.

HOME CUSTOMERS PROCESSES ORGANIZATION m DEMANDS/IDEAS GUIDELINES STANDARDS RISKS REPOSITORY
architecture  list graphic | orphaned review
Internal Audit
Guidelines > Handbiicher
T & . . -
] ks & % <@ Request  Filter Sorting = Import = Export = Version: 0.1, In process « fo 2
4 I Guidelines Guideline Internal Audit (0.1, In process)
I Guidelines Category
+ [ Handbucher Category Remove current version

Internal Audit Guideline Change state...

Roboter manual 3.1 Guideline
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The status change triggers the release workflow.

CHANGE STATE..

change state...

PARTICIPANTS

Responsible €@ = Prozess, Peter (Peter Prozess)

Author @ _y Qualitat, Michael (Michael
Qualitat)
o

Note The author was set. Only the defined

authors are allowed to edit the
current element.

SETTINGS

4

sr=en Choose...
State @
Ready for release

Figure 192 — Ready for release

If an object is changed you can create a new version of this object.
Please select the respective object in the list, click on the Version button in the toolbar and select
Create version.

Author
4

New Lnk % Feedback Import = Export = Version: 1.0, Released «

Type Role

Author (1.0, Released)

Name = Description Create version

Change state..

With the versioning function, you can trace changes. The new version of the object hast o released,
too. The version number is automatically updated according to the following logic: the number
before the decimal point increases to indicate the release version and the number after the decimal
point increases to indicate interim releases.

In every process status linked to the objects, the current version of the object is always used and
updated immediately after release. This means that all processes are linked to the most recent object
versions. All updates are recorded and mapped together in the process life cycle.

This behavior takes effect from version 1803 as soon as a new process version is created. This
behavior can be applied to all processes through an automation task.
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7.13 Consolidate objects

Objects can be consolidated if there are two or more objects of the same or similar meaning.

To consolidate objects, e.g. roles, please select the target element and click the consolidate button

of the tc %* ar. In the following dialogue please choose all source elements you wish to consolidate

with the target and click OK. You will be prompted with a confirmation dialog showing information

about your selected elements before the actual consolidation will be performed. By clicking OK, the
consolidation is executed, clicking on “Cancel” leads you back to the source selection dialog.

Please be aware that only objects of the same type can be consolidated, e.g. risks with risks — not
with controls. Architects consolidate objects with state ,in process”, Administrators also objects with
released or expired state.

consouoATE

Head of Disposition

Head af PLM
é Head of Stare.

I Seevice Desk

Project Manager
Guality Mansger To support resporsible for the selection.. 1.1 In process

¥ Store Manager o1 In process

Select mulipls elemants and cick OK 1 consoldate them with the master element oK

Consolidate?

Target
Admin (Administrator, Symbio)

Sources:

Susan Developer (Developer, Susan)
Frederike Freigeber (Freigeber, Frederike)
External Auditor (External, Auditor)

Abbrechen

Figure 194 — Consolidating
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The sorting function makes it possible to hierarchically optimize the categories, main processes and
sub processes in the process architecture. In addition to the process architecture, the elements from
the organization, IT, risks, guidelines and requirements management can also be sorted. The implicit
sorting in the toolbar sorts all contents alphabetically. All manual sorting is not valid afterwards. If
the architect uses a sort index, the explicit sorting is activated automatically. The sorting is only the
architect's responsibility and can be changed from explicit to implicit.

Sorting =

Implicit

Explicit

The attribute "Sorting" is built into the Detail Content and the numeric structure allows the architect
to sort any number of objects.

Negative sequence of numbers is also supported. This means that objects with e. g. "-1" in front of an
object with the number "5". Number steps are also freely selectable and can be carried out in the
same steps (e.g. 10, 20, 30, etc.) or without a fixed structure.

After the number has been entered and the cursor is placed on another field, the order is updated.
Elements without numbers move the function to the last position.

EREEIS] Web / somoe Showcase PP PerrProzes () | © @ K
(OME | PROCESSES  ORGANIZATION DEMANDSIDEAS  GUOELNES  RISKS  REPOSTORY | REQUESTS  TASKBOARD
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The Unique ID Generator creates a unique number for each versionable element in Symbio, which is
displayed in the Detail Content. The function is now also available for the Symbio Cloud. In addition,
completely new databases can be initiated with IDs.

The ID number to be generated can be defined in such a way that, for example, a prefix also
facilitates assignment to the information type. For example, the prefix PRO-123-234 could indicate

that it is a process. A sequential number indicates the order in which the information object was
created.

Clicking on the key icon assigns an ID and displays it after a refresh.

Translate D :
Nam & Role_ID_4

Example-Role

(]
i

8]

m
r

Example-Role

For more information about this feature, please refer to the Admin Documentation.

»» This feature is only available after activation by the Admin.
Prerequisite is previous activation of the Multiselection in lists feature!

This feature enables Admins and Architects to edit a large number of linked objects quickly, e.g. mass
changes of connected roles, responsible persons or definition of scope filters. Existing elements can

be removed or changed as well as new elements can be added.

It is recommended to first increase the list page size to 200 under Settings to have full overview:

LIST SETTINGS

0 fpoo )

LANGUAGES

SELECTED ROLES

To edit mass data, navigate to the list view of the respective facet, e.g. PROCESS list. Then all

processes or objects whose linked elements are to be edited are selected. The respective status is
irrelevant.
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HOME CUSTOMERS STRATEGY KPIS PROJECTS PROCESSES ORGANIZATION PRODUCTS
graphic 2 level table dependencies fe-cycle document content editor architecture list
—
CHANGE [SAP Hana)
. + e N,
Edit.. @ Manual ~ Variants: Master = Ve
v Search by keyword... Type « Stereotype = Version - State

Name a

Business Excellence
CHANGE (SAP Hana)

Check admissibility and customs benefits in requests to suppli...

K & &

Commercialize/ Operate

Main pr
Main process

Sub process

Main process

Figure 200 — Selection to edit mass data

Clicking on the (now active) Edit button in the toolbar opens a dialog window for further input.

EDIT..
terectype @ Choose...
ID
oe
DETAILS
Scope @ Enter a new scope here
Purpose @ Add a purpose

¥ Prozess, Peter ©

» Qualitat, Michael €

Do you really want to perform these attribute changes?

Figure 201 — Dialogue for ma

When all mass data have been processed, a clear change

ss data editing

notice appears after clicking OK, in which

new / data to be replaced is shown in green and data to be removed is shown in red. Unchanged

elements are also listed. The mass data is only actually ch
(OK).

Public

anged after you have confirmed it again
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NOTE:

CHANGE NOTICE

A The following values of 1

Scope
Purpose

Responsible

Quality manager

elements will be

changed irreversibly!

e Changes can only be made by Architects or Admins
e You can only edit processes that have the status "in progress", i.e. no changes are made to
released processes
e If the wrong object is accidentally selected which is not linked to the process, it is treated as
an element to be removed

Managers use the Training Assistant App to set up the training courses relevant to their employees.
This facilitates the targeted communication of specific expertise as well as regulations/legislation to
be complied with in day-to-day business. In addition, the active training confirmation that the
employee subsequently submits fulfils the legal obligation to provide proof.

In order to create new Trainings automatically when a process or object (e.g. document) relevant to
the respective employee is released, the following prerequisites must be met:

1. Set up a hierarchical structure of organizational units in the ORGANIZATION facet.

2. Add “Leader” in Detail Content of Organizational unit

Public

E
& o ®
a
®
& Zeller, Cliver ©
B
e
@
& L o

e Ml

© 2023 Symbioworld GmbH



Symbio — User Manual 135

3. Assign employees belonging to this organizational unit in form of , positions”.

Demonstration

Logistik Qualitatsmanage-
ment

3rina Leitung

Stelle QA 0001

Michzel Gualitat

Stelle Logistik 0002 Stelle QM 0001

Jennifer Logistikleiter

4. Assign appropriate "roles" to the positions. It is possible to assign several roles to a position.

=[]

=[]

In this example, there are two jobs below the Logistics organisational unit. The employee Martin
Luftfrachtdisponent was assigned to the first position. For better understanding, the role name
was used as the family name. Therefore, the following two values were maintained in the Detail
Content under "Details":

o Name employee: Martin Luftfrachtdisponent (First and last name, here roles as last
name)

e Role: Luftfracht Disponent

5. Inthe PROCESSES facet, assign the relevant roles to the corresponding process in the detail
content under "Executes".
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6. When the process is released, the employee's role and affected positions are then identified.
This means that with the process/object release, a training entry is automatically created for
Martin Luftfrachtdisponent (in his role Luftfracht Disponentr) and for Jennifer Logistikleiter
(in her roles as Logistikleiter).

Transportauftrag er-
stellt

Transportauftrag
vervollstandigen

Logistikleiter

Transportauftrag
genehmigen

Figure 206 — TA Identification of affected employees on basis of roles

The following training objects are now created on the basis of the stored organizational master data:

Role Assigned position / Assigned employees to position
employee

Luftfracht Disponent Position Logistik 0001 Philipp Luftfrachtdisponent

Logistikleiter Positions Logistik 0002 Jennifer Logistikleiter

In addition, the assignment of an employee (Jennifer Logistikleiter) to the management of the
Logistik organizational unit ensures that this unit can also see the trainings of the subordinate
positions.

7.17.2 Assign employees to the superior organizational unit

In the superior organizational units of the positions, the employee can be selected in Detail Content
as a Leader.

This enables respective Leader to see the training implementation of all subordinate units and their

employees.

For this purpose, the organizational element must be selected and the respective employee must be
available in the field Leader.

Logistik

Jennifer Logistikleiter
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& Logistikleiter, Jennifer @

As described above, each new version of a process or object (e.g. document) automatically generates

a new training for the employees concerned. This is visible as an entry in the Team Training
Dashboard.

This function allows management to intervene if necessary. In particular, when changes to the
process model have to be taken into account promptly by the employee affected.

N =Y MBIO

Team Training Dashboard

Name

@ o

To Do In Progress
A= Team Training Dashboard

The status of a training is "ToDo" at the beginning. This means that the employee has not yet opened
the corresponding element. As soon as the training is opened, the status changes to "In Progress".

Only when the employee has completed the training and processed the changes relevant to his/her

role does he/she confirm this training. This removes the corresponding element from the Team
Training Dashboard.

The Report provides managers and administrators with an overview of all available trainings per
organizational Leader as well as their respective status and any overdues at any time.

N S mMBIo’

&

Home

Report

Training History

Status Count Overdue

b1
T

Team Training Dashboard

Report

H

Training Maintenance

In the Training Maintenance section, training courses can be searched and filtered by User. It is also

possible to delete obsolete courses if a new version of a process/object has been generated but is no
longer relevant for training.
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2 EInETE e

o3

Home

Training Maintenance

~ Training History

@ User One X o User Two X Search and select users
RZ Team Training Dashboard

S’ Filter trainings
E Report

EE Training Maintenance | © [0 Name User
AAA (1.0
(-] % L5y ° User Two
Process House > Managemant Frocesses
AAA (2.0
(-] b 0 ° User Two
Process House > Management Processes

Figure 210 — TA Training Maintenance
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Symbio provides predefined reports in a standardised design that can be generated by both Viewers
and Editors according to their permissions.

The reports can be exported for further use in different formats, such as MS Excel. An overview of
the basically available standard reports can be found here:

Process Model
Structure

Process Model
Structure
(extended)

Object Analysis

Object Analysis —
Numbers and
Occurences

Risk Control
Matrix

Process Org
Matrix

Process Role
Matrix

Evaluation of the entire process architecture with
details on the individual processes. The complete
process architecture is also available as an MS Excel
export and in other formats.

Evaluation of the entire process architecture with many
details on the individual processes. The complete
process architecture is also available as an MS Excel
export and in other formats.

Evaluation of the Symbio objects/attributes used in all
processes.

The aim is to ensure the quality and consistency of the
process database.

Where-used list of the various objects and their
connections in the company map

Assessment of the processes and the associated risks as
well as controls.

The aim is to check risks and controls for completeness
and correct design.

Evaluation of processes and the related organisational
units.
The aim is to review responsibilities in the organisation.

Evaluation of processes and the associated roles.
The aim is to review the duties of participation within
the processes

Process hierarchy
With few details

Process hierarchy
With many process
attributes

Linked objects

Object types
Object attributes

Object types
Evaluation of connected
objects

All levels of the process
house, risks, controls and
assigned attributes

Process house with all
levels and assigned
organisational units

Process house with all
levels and assigned roles

= Please be aware that standard reports are considered as an additional chargeable service.
= Itis also possible to customize these standard reports. Please contact us if you are
interested.

= Further information, especially for Admins, is available here.

The Symbio Standard Reports are available in Viewer and Editor mode.
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Access to the available reports is via the REPORTS facet, where the role entries are also located (see

4.3.5).

HOME | CUSTOMERS

role enties

Support Processes
Process House

STRATEGY PROJECTS

e

Type  Sub process

4 Process House
Management Processes
Core Processes

4 Support Processes

n and Infrastructure

ent, Health and Safety

cial Management
[ Human Capital Management
[ intellectual Capital Management

11T Management

PROCESSES ~ ORGANIZATION  PRODUCTS  ITSYSTEM/EQUIPMENT ~ DATA  DOCUMENTS  RISKS  REQUIREMENTS

£ % Request Manual = | Permissions v | XF o

B0 100% ~ v @
Qbject Analysis
ess Name (default Description (1033
Object Analysis - Number and Occurrences
Process Model Structure ble Accounts Payable
Process Model Structure (extended) ible Accounts Receivable
agement Human Capital Management

Process Org Matrix
Process Role Matrix

Risk Control Matrix

1aenury anarcapture [T
failure

Intellectual Capital
Management

IT Management

Identify and capture IT
failure

IT incident management and IT incident
management typically involves the entire
organizational and technical process of
response to identified or suspected security
incidents or faults in IT fields and this
preparatory measures and processes, such
As technical problems and weaknesses.
Incidents are documented by means of
trouble tickets. For the receipt and
meanitoring of the tickets a Service Desk is
responsible.

LEARNING STANDARDS | || REPORTS |

Suchen | Weiter

Description (default

IT incident management and IT incident
management typically involves the entire
arganizational and technical process of
response to identified or suspected security
incidents or faults in IT fields and this
preparatory measures and processes, such.
As technical problems and weaknesses.
Incidents are documented by means of
trouble tickets. For the receipt and
monitoring of the tickets a Service Desk is
responsible

Paul
Paul
Pete:

Pete

Pete:

Pete:

Figure 211 — Access to the reports

There are two types of reports:

1.

Navigation tree-dependent reports

Depending on the selection of the level in the navigation tree, the content of the report is adapted
accordingly. For example, the Process Model Structure report, which lists all levels below it as well as

essential information.

ldea Management/ Innovation

Process House > Management Processes

New

Type Main process

New

4 Process House
4 Management Processes
I Financial Planning and Controlling
i I |dea Management/ Innovation

I Integrated Management System

{ Report =

L e @

Request

Object Analysis

Object Analysis - Number and Occurrences
Process Model Structure

Process Model Structure (extended)
Process Org Matrix

Process Role Matrix

Risk Control Matrix

| PSRN

Figure 212 — Report ,,Process Model Structure”

NOTE: Please note that the generation of high level reports may take some time depending on the
database size.
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1. Navigation tree-independent reports

Regardless of the navigation tree, these reports list all the data available in the database. For
example, the report Object Analysis - Number and Occurrences, which displays detailed information
on the previously selected facets, i.e. a listing of the objects as well as with the assigned processes or
process steps.

"
New ¢ Report = & T @ | Request Manual ~ | |Variants (2): Master = Version: 2.1, In process ~ Permissions v | 3¥ «

Facet [w Bericht anzeigen
New -

) docContent

) docTemplates

) globaltasks
inputsoutputs
Clit
Oknowledge
kpi
Ulearnina

Clicking the Show report / Bericht anzeigen button will generate the corresponding report.

NOTE: Please note that the generation of reports for which a large number of facets have been
selected may take some time depending on the size of the database.

Reports can be exported to other file formats, e.g. MS Excel, for further processing or printed
directly. To do this, click on the corresponding symbol in the toolbar.

B v | =

Word
Excel

PowerPoint

PDF

The existing reporting function is supplemented by individual access to the data warehouse with a
variety of Bl software tools. With the extension, customers gain access to the Symbio SQL data
warehouse database and can create and publish individual reports based on the data models. This
gives data analysts maximum flexibility in evaluating their process world.

Different data models are offered. From a simple star schema, which can be processed by a skilled BI

user, to an expert data model, which contains all the data of the process world, but requires B
expert knowledge for data transformation.
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Symbio Data Warehouse

Symbio Standard Reports in

Business Navigator
(PowerBl Embedded in evaluation)
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Warehouse

Nightly Full Fetch & sas
Dkt Bl Citizens
operations h L 1
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et Dt . »
o Bl Experts
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Report Publication in BI,
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=

Bl Solutions

9
@ ai
3 Tablesu

Others

Figure 215 — Data Warehouse enhancements

For more information for administrators and analysts, click here. If you want to use this extension,

please contact your Account manager.
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9 Admin

Please visit our Symbio Documentation Website on https://docs.symbioworld.com/admin to learn

more about the Administrator’s role and his activities.
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Termin

And gateway

User role

Back Loop gateway

Condition

Connecting object

Converging gateway

Detail Content

Draw Area

Draw Settings

editor toolbar

Either-or gateway

End

Event

Manual

Public

Description

In the event of branching, all subsequent paths run in parallel.

Role with different permission levels set up by the administrator.
Depending on the assigned role, users can either only view processes
or they can also actively define and release processes.

A Back-Loop gateway is used to model a loopback.

Conditions are required for differentiations following OR and Either-
or gateways.

Symbio automatically adds connection lines/edges between process
flow objects and to objects.

Converging gateways are used to merge different paths, before
continuing the process flow.

The workspace on the right-hand side to enter detailed information
about processes, objects or process flow objects.

Central workspace under PROCESSES > editor sub navigation. Used
for the graphical modelling of processes or diagrams.

The workspace on the right-hand side under PROCESSES > editor sub
navigation. Used to customize the objects for graphical modelling
with regards to position, size, colour, etc.

Toolbar above the Draw Area. Used to specify different views and
provides access to other features (attaching links or images, etc.).

Used to differentiate between mutually exclusive alternatives.
Depending on the branch conditions, the process flow will continue
with one outgoing branch. In the event of a merge, the program
waits for the incoming active edge, before continuing the process.

Used to end the process sequence. This symbol must be used at the
end of each sub-process.

Marks the achievement of a defined condition within the process,
such as a milestone.

Default MS Word document that can be generated in Symbio for
processes and organizational units. Represents defined contents with
illustrations and tables.
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Main Content

Main Navigation

Main Process

Navigation

Navigation Content

Or gateway

Process toolbar

Process flow object

Process House

RACI method

object

Start

Stencil Pool

Sub Navigation

Sub Process

Public

Blue menu bar for basic settings, help, feedback and search.

Central workspace which displays the contents of the selected
process level, for example as illustrations or tables.

Upper part of the navigation area. Used to access processes, objects
or pending tasks.

Main process/object used for structuring the processes. Is used for
higher levels and can include other main processes and sub-
processes.

Grey menu bar used to navigate to the processes, objects and
pending tasks in the taskboard. Is divided into a main navigation and
a sub navigation area.

Workspace on the left-hand side. Used to navigate through all levels
of the process house.

In the event of branching, one or more path(s) will be followed
(depending on the conditions).

Menu above or below a process flow object. Used to select the
predecessor or successor object on the sub-process level.

Object which describes the process architecture and the process
sequence: main process, sub-process, start, end, event, task,
interface shape, gateways, conditions

Model containing all main processes and sub-processes on their
respective levels. The default categories are: Management
Processes/Core Processes/Support Processes.

Categorizes responsibilities to describe which role is responsible for
which activity. R = Responsible / A = Accountable / C = Consulted / | =
Informed.

This object describes a main process or sub-process in detail. Objects
are accessed via the navigation bar, e.g. ORGANIZATION, IT

Icon to start a process (sub-process) sequence. Required at the
beginning of each sub-process.

Workspace on the left-hand side under PROCESSES > editor sub
navigation. Provides a selection of templates for different object
types that are used for the graphical modelling of processes or
diagrams.

Lower part of the navigation bar. Used to navigate within a previously
selected main navigation area with a selection of views/versions.

Object used to structure the processes. It is used at a lower level, can
contain other sub-processes and may consist of process flow objects.
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Swimlane

Task

Toolbar

Views
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Symbio automatically creates a column for each responsible (R)
person and assigns tasks accordingly.

Process step/individual activity within a chronologically logical
process sequence that is performed by employees.

Menu above the Main Contents area. Allows users to customize
views and use other features, such as editing process flow objects or
generating manuals.

User-specific, configurable views, such as end-to-end processes.
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