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Foreword

ISO (the International Organization for Standardization) is a worldwide federation of national standards
bodies (ISO member bodies). The work of preparing International Standards is normally carried out
through ISO technical committees. Each member body interested in a subject for which a technical
committee has been established has the right to be represented on that committee. International
organizations, governmental and non-governmental, in liaison with ISO, also take part in the work.
ISO collaborates closely with the International Electrotechnical Commission (IEC) on all matters of
electrotechnical standardization.

The proceglures used to develop this document and those intended for its further maintenange
described In the ISO/IEC Directives, Part 1. In particular the different approval criteria neededfor
different types of ISO documents should be noted. This document was drafted in accordance 'with
editorial ryles of the ISO/IEC Directives, Part 2 (see www.iso.org/directives).
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Electronic document management — Vocabulary —

Part 2:
Workflow management

1 [Scope
ThippartofISO 12651 defines termsand conceptsrelevantto electronicdocumentworkflow mganagement.

Itis|intended to facilitate communication in the field of electronic document managemeént and franslation
of the terms and concepts it contains into other languages. It identifies the termifiology used fo describe
the|concepts and general structure of a workflow management system for electronic image$ and other
eledqtronic documents, its major functional components, and their interfaces. It also provides a list of
synpnyms variously used within the industry as alternative terms to the-preferred terminolpgy

2 [Principles and rules followed

2.1| Definition, formatting and organization of anentry

All terms and definitions in Clause 3 meet the requirements of ISO 10241-1.

2.2 Spelling

In the English language version of ISO 12651:2, terms, definitions, examples, and notes are given in the
spelling preferred in the United Kingdom. Other correct spellings may be used without viglating this
Intgrnational Standard.

3 |Terms and definitions

3.1
actjon
task that affects an electronic document or folder (3.14)

EXAMPLE Updating an index value for an electronic document, modifying a form for user input,executing a
script, moving.eléctronic documents to the next step of a process, or performing a lookup to anotherfsystem.

3.2
actjvity
a pipcelof work that forms one logical step (3.38)

3.3

administrator

workflow (3.46) system user who has special privileges allowing various system set-up, control, and
management functions to be performed

EXAMPLE set up and management of user names, passwords, and roles, assignment or re-assignment of
work items, monitoring of work progress; or system audit functions.

3.4

AND-join

join

point within a workflow (3.46) where two or more parallel executing steps (3.38) converge into a single
common thread of control

© ISO 2014 - All rights reserved 1
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3.5
AND-split
split

point within a workflow (3.46) where a single thread of control splits into two or more parallel steps (3.38)

3.6

application data
data that is application specific and not accessible by a workflow management system (3.52)

3.7
audit trail

complete r

EXAMPLE

3.8
branch
one of a sef

bcord of activities taking place within a workflow (3.46) or part thereof

Date, time or type of work performed.

of parallel steps (3.38) within a workflow (3.46)

Note 1 to enjtry: Branches can be added to existing branches and merged with other branches.

39

conditional route

route betw
are met

3.10
constrain{
condition (|

3.11
deadline
time based

een two steps (3.38) within a workflow (3.46) that is followed only when certain condit

typically pertaining to activity (3.2)) that must beé met during work processing

scheduling constraint (3.10) which requires that a certain activity (3.2) (or work item (3.1

be comple

ed by a certain time

Note 1 to enfry: Activity scheduling by a workflow management system will attempt to meet deadline constra

set against

3.12
escalation
procedure

articular activities. Escalation.procedures may be invoked if deadlines are not met.

(automated or mantal) which is invoked if a particular constraint (3.10) is not met

Note 1 to enptry: Escalation procedures typically involve referring the issue to a level of management above

level that is

3.13
event trig

currently addressing it.

rer;

ons

p8))

ints

the

that

condition [

ivhich may be internal or external to a workflow management system (3.52)] which causes

workflow (346) TTamagement SOfTWare to take ONE Of MOTE actions (3-1)

3.14
folder

container for electronic documents and folders

3.15
inbox

folder (3.14) that contains electronic documents or work files assigned to a specific user

3.16
instance

representation of a single enactment of a process (3.28), or activity (3.2) within a process, including its

associated

data
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3.17

invoked application

workflow (3.46) application that is invoked by a workflow management system (3.52) to automate an
activity (3.2), fully or in part, or to support a workflow participant (3.55) in processing a work item (3.58)

3.18

iteration

workflow loop

workflow (3.46) activity (3.2) cycle involving the repetitive execution of one (or more) workflow
activity(s) until a condition is met

31
life|cycle
actions (3.1) taken on an electronic document within a workflow (3.46)

Note 1 to entry: Electronic documents might exist in one or many life cycles at the same.time, depeipding on the
problem(s) being solved, the processes associated with the electronic document, and-hew they overldp.

3.2
loagl balancing
wayf to distribute work to specific user queues (3.34)

Note¢ 1 to entry: Percentages, priority, sequence, index values, shortestdjst,"and more complex rules can be applied
to allocate electronic documents among individual users and group$ of*users to work on.

3.21
mahual activity
maI/ual step

activity (3.2) within a process (3.28) that is not capable of automation and hence lies outside the scope of
a workflow management system (3.52)

Notg 1 to entry: Such activities may be included within a process definition, for example to support modelling of
the process, but do not form part of a resulting workflow.

3.2p
miltstone

milestone step

desjgnated point within a werkflow (3.46), used to track the progress of the workflow

3.28
OR{join

joi

asypchronous jain
point withina workflow (3.46) where two or more alternative activity(ies) (3.2) workflow brdnches (3.8)
re-donvergeé.to a single common activity as the next step (3.38) within the workflow

3.2

OR-{split
conditional routing
branch

point within a workflow (3.46) where a single thread of control makes a decision upon which branch
(3.8) to take when encountered with multiple branches

© ISO 2014 - All rights reserved 3
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3.25

parallel routing

parallel workflow processing

concurrent processing

segment of a process instance (3.32) under enactment by a workflow management system (3.52), where
two or more activity(ies) (3.2) are executed in parallel within a workflow (3.46), creating multiple
threads of control

EXAMPLE Once a form filling activity is complete, the three sections of form X, sections A, B and C, are
processed in parallel by the corresponding activities, Process Section A activity, Process Section B activity and
Process Section C activity.

3.26
pre-condition
logical expression which may be evaluated by a workflow engine (3.50) to decide whether'a profess
instance (3132) or activity (3.2) within a process instance may be started

Note 1 to enjtry: One or more pre-conditions may be defined as entry criteria to a particular‘activity or progess
instance. THe pre-condition may refer to an external event of some kind.

3.27
post-condjtion
logical expression which may be evaluated by a workflow engine (3.50)to decide whether a profess
instance (3|32) or activity (3.2) within a process instance is completed

Note 1 to enfry: Usage: One or more post-conditions may be defined as completion criteria for a particular activity
or process ipistance. The post-condition may refer to an external everitef some kind.

3.28
process
model
formalised| view of a business process, represented as a co-ordinated (parallel and/or serial) sdt of
activity(ies) (3.2) and steps (3.38) that are connectéd in order to achieve a common goal

3.29
process définition
model defihition
routing definition
workflow gcript
representation of a business-process in a form which supports automated manipulation, such as
modelling,|or enactment by a,workflow management system (3.52)

Note 1to enfry: The process-definition consists of anetwork of activities and their relationships, criteria to indifcate
the start and terminatiefi-of the process, and information about the individual activities, such as participdnts,
associated I[T applications and data.

3.30
process definition mode
process modelling

time period when manual and/or automated workflow (3.46) descriptions of a process (3.28) are defined
and/or modified electronically

3.31

process execution

time period during which a process (3.46) is operational, with process instances (3.32) being created and
managed

4 © ISO 2014 - All rights reserved
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3.32
process instance
representation of a single execution of a process (3.28)

Note 1 to entry: A process instance is created, managed, and (eventually) terminated by a workflow management
system. Each process instance is complete when a unit of work passes through the workflow management system
(for example, the processing of one insurance claim, or the production of one engineering design).

3.33

process role

role

med¢hanism that associates workjlow participants (3.55) to a collection of workjlow (3.26] activity(ies) (3.2)

3.31
qudue
defined work folder (3.57) where electronic document(s) await processing

Note 1 to entry: A queue assigned to a particular user is a user queue or an inbox.

3.3p
related documents
eledtronic documents that share an index value or associated contentwith the main electroni¢ document

Not¢ 1 to entry: Some workflow actions take place onrelated electronicdocuments and not the electronijc document.

3.3
rul
question that evaluates True or False, used to test whether a specific data condition is met to enable
congditional programming

o0~

3.3y
sequential routing
serial routing

segment of a process instance (3.32) under enactment by a workflow management system (3.5%2), in which
several activity(s) (3.2) are executed in*sequence under a single thread of execution

Note 1 to entry: No AND-split, ANB=jein, OR-split, OR-join may occur during sequential routing.

stage within a workflow (3.46) where distinct, clearly defined action (3.1) is performed. 4 workflow

Note 1 to entry:Each step on a workflow map represents an activity or task in the process described|by the map.

overall (initiating) process
Note 1 to entry: Multiple levels of sub processes may be supported.

Note 2 to entry: A sub process is useful for defining reusable components within other processes. A sub-process
will have its own process definition.

© IS0 2014 - All rights reserved 5


https://standardsiso.com/api/?name=2d3c9d6089f4e862e75d1d2f454f4daa

ISO 12651-2:2014(E)

3.40

timers

software polling that automates non-interactive execution of rules (3.36) or actions (3.1) on electronic
documents within a work folder (3.57)

Note 1 to entry: Polling intervals can be as frequent as every minute, occur after a certain amount of time, or occur
atan exact point in time.

341

transition
(n) process flows an electronic document can take from one queue (3.34) or work folder (3.57) to another
queue or Work folder during its life cycle (3.19)

Note 1 to eptry: All of the transitions, taken together, define the paths that an electronic document gan fake
during the grocess

3.42

transition
(v) procesq of moving an electronic document from one queue (3.34) or work foldler’ (3.57) to another
queue or Work folder

3.43
transition|{condition
routing condition
process or ftransition rule
logical expfession which may be evaluated by a workflow engine (3:50) to decide the sequence of actjvity
(3.2) execytion within a process (3.28)

3.44
user queup
defined queue that holds work items (3.58) waiting to be'completed by a user rather than by an automated
process. E4ch user’s queue (3.34) displays as an inbox (3.15)

3.45

WAPI
workflow APIs
specificatipns to enable interoperability between different components of workflow management
systems (3./52) and applications

Note 1 to ¢gntry: Refers specifically to Workflow APIs and Interchange Formats published by the Workflow
Managemer]t Coalition.

3.46

workflow
workflow fnanagement
automation of a\process (3.28), in whole or part, during which electronic documents, information or
tasks are pssed from one participant to another for action, according to a set of procedural rules (3{36)

Note 1 to entry: The automation of a process is defined within a process definition, which identifies the various
process activities, procedural rules, and associated control data used to manage a workflow. A loose distinction
is sometimes drawn between production workflow, in which most of the procedural rules are defined in advance,
and ad hoc workflow, in which the procedural rules may be modified or created during the operation of the process.

3.47

workflow application

general term for a software program that interacts with a workflow (3.46) enactment service, handling
part of the processing required to support a particular activity (3.2) (or activities)

3.48

workflow definition

routing definition

part of the process definition (3.29) which comprises the activity(s) (3.2) that can be automated

6 © ISO 2014 - All rights reserved
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3.49

workflow domain

workflow service

workflow (3.46) management service that consists of one or more workflow engines (3.50) which are
managed as an homogeneous unit, operating to a common administrative model

Note 1 to entry: A single workflow domain will normally exhibit common administrative functions, including:
common workflow naming (processes/activities), common user naming, common organisational model and
roles, common supervisory interface, and common audit trail.

3.50

wofKTlow engine

workflow management engine
softiware service or “engine” that provides the run time execution environment for a proegessinstance (3.32)

abiliity for two or more workflow engines (3.50) to communicate and work together to coordinate work

sysfem that defines, creates and manages the execution of workflows (3.46) through the use df software,
ing on one or more workflow engines (3.50), which is ablé.to interpret the process definition (3.29),
intgract with workflow participants (3.55) and, where required, invoke the use of IT tools and applications

3.58
workflow map
graphical representation of a workflow (3.46) that shows the sequences of steps (3.38)|needed to
conpplete the process

3.5

workflow monitoring
wotkflow tracking
abiliity to track and report on workflow (3.46) event triggers (3.13), deadlines, (3.11) and milestones (3.22)
durfng workflow execution

3.5
workflow participant
parficipant resource which performs the work represented by a workflow (3.46) activity (3.2

L

Not¢ 1 to entry: Thé.term workflow participant is normally applied to a human resource but it could qonceptually
inclpde machine bdsed resources such as an intelligent agent.

3.5
workflow-reference model
architectural representation of a workflow management system (3.52), identifying the most important

SyS armintarfacac
;;;;;;;;;;;;;;; S

Note 1 to entry: The official Workflow Reference Model (WfMC-TC-1003) was developed by the Workflow
Management Coalition (WfMC).

3.57
work folder

folders (3.14) used to contain supporting documents for the main document passing through a
workflow (3.46)

Note 1 to entry: Typically, these supporting documents would be associated by a shared index value with the
main document.

Note 2 to entry: Work lists, queue, and work queues are different types of work folders.
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