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Expert
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Beginner

Search Process

OPTION 1 OPTION 2 OPTION 3 OPTION 4
Login Enter search terms Search list content Select scope filter Enter by role
Log in with access data Go to Header Navigate to PROCESSES in list Set Scope filter(s) in Header I |
received by mail view
Enter term (use AND/OR) See appropriate processes
Get familiar with the work area Click on magnifier icon
Filter by field (option) Non-applicable processes are
Navigate to one of the Search by content greyed out
following search functions Select searched term in list

Open link in Detail Content | review | task repository Reset al fiters

peterprozess (EN) | @& @ Kk

@ Symbio e .
boae] % |Q -
r - :
. E

— | e —
. Note Al parent elements of selected ele-
Filter ments will be evaluated implicitly.
- x [Pel ~

Filter by field e.g., n"Management

. 0 Y arch by keyword... g
-~ u Unique 1D STANDARDS REPORTS J| | REQUESTS
n Name
-~ g
Header ~
MAIN ] :
2L Navigation ¥ Pnase Out Product Type ~ Stereotype ~
Sell Products/ Solutions Search Provide services reat HOME CUSTOMERS STRATEGY Pl
Navi- . ) g oble [ main process .d"—, reports
. Main Detail
gation - N aivale [ subprocess
c Content Content Mavigate to... Processes Tasks Dacuments
ontent in & Infrastructure [ scenorio
—
o &£ e @ Reque:




Beginner

Model Process

STEP 1
Login

STEP 2
Start editing

STEP 3
Create process

STEP 4
Model process

STEP 5

Store information

Log in with access data
received by mail

Get familiar with the work area

See user information in Header

@ Symbio
f—
N
Lo Navigation
Na?g'n Main Detail
9 Content Content
Content

In ‘Viewer’ mode, only released
processes are shown

Click on ‘Viewer’ to change to
‘Editor’ mode

Navigate to PROCESSES to
create a new process

|View: Viewer| PP Peter Prozess (EN)

N
PP Peter Prozess (EN)
N

Storage: Showcase | Scope fitters: Na filter applied

HOME CUSTOMERS STRATEGY  PROJECTS PROCESSES
ist

2level table  documentcontent | list  review

Select Main Process in
Navigation Tree

Create Sub Process (BPMN2.0-
Diagram)

Start modelling in Main
Content

L vorooerent poceses
IFmanciaI Planning and Controlling
rr

New

Type [ub process ]

Main process

jew
I a—

qe & @

Detailed

Block-layout

Org./Role Swimlane vertical
Org./Role Swimlane horizontal
Vertical

Horizontal

~

Q H. 0
OStart

MAKO OO0

Add further information in

Detail Content

Update by refresh button

:

(9]

on concept (1.0, Valid)




Beginner

Select Views

STEP 1
Login

STEP 2
Navigate to process

STEP 3
Select view

STEP 4

Get information

STEP 5
Work with the view

Log in with access data
received by mail

Get familiar with the work area

See user information in Header

@ Symbio
N
Lo Navigation
Na?g'n Main Detail
9 Content Content

Content

Storage: Showcase | Scope filters: Na fitter applied

PROCESSES

level table  document content | list review

HOME ___ CUSTOMERS

STRATEGY  PROJI

~

Management Processes

IFmanciaI Planning and Controlling
.

Idea Manag Q

Automated views can be
selected

Different views show the
process on a various
perspective

[
Fal

Detailed

Block-layout

Org./Role Swimlane vertical
Org./Role Swimlane horizontal
Vertical

Horizontal

X

\

Schedule ideas and re-

quirements

|

1

Idea / requirement has
strategic importance

Plan product devel- gl
opment strategically +

Peter Prozess

Name

Schedule ideas and requirements as a Feature/PBI

Task

Select to get the process view
as pdf

Select to get the process
manual

Print out the selected view

Manual = Variants: Master = Version: 2.0,

IdEi&}nnovation_Graphic_EN.pdf
Idea_lnnovation_Process_description_EN.pdf

Idea_lnnovation_Matrix_EN.pdf

OR
am.o08 & me-

Prints the current dia




Beginner

Store Roles

STEP 1
Login

STEP 2
Start editing

STEP 3
Createroles

STEP 4
Apply known roles

STEP 5
Apply unknown roles

Log in with access data
received by mail

Get familiar with the work area

See user information in Header

@ Symbio
N
mw Navigation
Na?,\g'n Main Detail
9 Content Content

Content

In ‘Viewer’ mode, only released
processes are shown

Click on ‘Viewer’ to change to
‘Editor’ mode

Navigate to PROCESSES to
create a new process

|View: Viewer| PP Peter Prozess (EN)

N
Editor| PP Peter Prozess (EN)
N

Storage: Showcase | Scope fitters: Na filter applied

HOME CUSTOMERS STRATEGY  PROJECTS PROCESSES

2level table  documentcontent | list  review

Detailing Roles is done in the
Detail Content

List (filtered) List Graphic
New ¥
Type Role

Constructor

Details .

A swimlane is automatically
generated for each
Responsible (R) role

Customer makes re-
search himself

Customer requests con-
sulting service

!

Inform about prod-
ucts

Constructor (0.1, In process)
Customer consultant (1.0, Valid)

Customer requests con- ner makes re-

sulting service search himself
Inform about prod-

ucts

Roles o

list (filtered)  list

IV Search by keyward. Iv"”'

Account Manager
Accounts Payable Manager

Apprever



Beginner

Reledase Process

STEP 1 STEP 2 STEP 3 STEP 4 STEP 5

LogIn Apply participants Initiate releasecycle = Check mandatory Release process
fields

i i i Go to Version dropdown in . .
By |nc|ud|ng a QUG'Ity ) Toolbar of Main antent PARTICIPANTS In case a Quq“ty quqger is
i reigeber, Frederike @ . .
@ Symbio ;\(quogler, thc? bprc;\gess will be o L set, the state first changes into
irst released by him I "Ready for QA"
Select ‘Change state’ o [ Y Q
....... . Responsible is always the last Version: 0.1, In process ] Permissions SETTINGS
one releasing the process o
L]
a I sell Products/ Solutions Sell product in store (0.1, In process) Al mandstory atiributes have to be maintained
N Diagram has to start with a start even
I I Sell product in store J}m I Create version P:::%Ee(ess:r ct‘é:;‘u\es‘ h:s tZ : :m‘ak
Predecessor of XOR rules has to be a task
I Understand Market/Customer Remove current version EUS(EEEL" afOR_ru\eg has to be a L(Imjllfﬂn —
Model Process — S
Diagram has to end with an end event In process
Ch . ali i alem sk “P onsult rvice”
~ ~ Fnae Jin| Il end sement ok o 3bout pogec’ B

Responsible @ _-._—-—-—_.__ G e
i )

Freigeber, Frederike

Store Roles

~

REASON FOR REVISION

° OK

—— 1 T




Process Designer

Topics

First Steps

Test Environment

Beginner

Test basic functions

Experience

Requirements

Start Trial

Advanced
Apply functions

Search process
Model process
Select views
Store roles
Release process

Build a Process House
Make process changes

Store information and objects
Design an organigram

Expert
Learn more functions

Create variants

Apply filters/stereotypes
Create process maps

Mapp end-to-end processes
Assign permissions

Define Customer Journeys



Advanced

Build a Process House

STEP | STEP 2 STEP 3 STEP 4 STEP 5
LogIn Start editing Create firstlevels Store information Release Process
House
Log in with access data In ‘Viewer' mode, only released 4 process House Participants .
received by mail processes are shown
Responsible @

Get familiar with the work area

See user information in Header

@ Symbio
N
S — = —
Lo Navigation
Na?g;w Main Detail
9 Content Content

Content

Click on ‘Viewer’ to change to
‘Editor’ mode

Navigate to PROCESSES to
create a new process

|View: Viewer| PP Peter Prozess (EN)

PP Peter Prozess (EN)

<I<

ERMAMCISY Storage: Showcase | Scops filters: No filter applied

HOME CUSTOMERS STRATEGY  PROJECTS PROCESSES

2level table  documentcontent | list  review

Management Processes

4 Process House

Management Processes @

<

-

Predecessor/successor process
Accountable Organization
Locations

Products

Oooooo

~ Inputs/Outputs
New -~
Type I Main process I B
‘Comp\iance I[HRI | ]E

 ov— E]

Manager, Paul

Release process
Step 3-5



Advanced

Make process changes

©

STEP 1 STEP 2 STEP 3 STEP 4 STEP 5
Login Create new version Select multiple Modify process flow Create favoriteflink
objects
“ Bscwm Highlight process flow objects Copy/move selected objects Define a favorite or subscribe
@ Symbio o W erver that should be modified (Feqtur.e only available after to process to be informed by
activation) mail in case of changes
"""""" B |seec|@m & v Delete selected objects Create a link to share process
<~ with other users
~ Add further objects
A Y5 & | request
-~ Version: 1.0, Released v  Permissions + Swap paths for better layout
Model Process B seec|im B, & =
Store goods (1.0, Released)
- ~
store Roles Favorites Subscriptions

EBARKO®®O

~

X

Incident
ice Request der
not exist

MANAGE FAVORITES

- R

* Store goods

LINK CREATION
(<]



Advanced

Store information and objects

STEP1 STEP 2 STEP 3 STEP 4 STEP 5
LogIn Start editing Set object Define listed objects  Release objects

architecture
Log i_n with access data In ‘Viewer' mode, only released  Define further object Create further objects in a list Participants .
received by mail processes are shown architectures for DOCUMENTS, like roles, locations etc.

RISKS, REQUIREMENTS etc. Responsible €@
Get familiar with the work area  Click on ‘Viewer to change to Consolidate objects if they are

]
‘Editor’ mode redundant - ) E

See user information in Header

@ Symbio
N
T e
Lo Navigation
Na?g;w Main Detail
9 Content Content
Content

Navigate to SYSTEMS

|View: Viewer| PP Peter Prozess (EN)
N

I:—“n_"i'_-z"r PP Peter Prozess (EN)
N

PRODUCTS SYSTEMS DATA DOCUMENTS

2 level table

Type  Building block

Application interface
Node/Device

Data object

“ I Communication network
Path
System software
Application service
Technology service

ORGANIZATION PRODUCTS SYSTEMS

inputs/outputs
—

ﬁi & % @ Request

Manager, Paul

Release process
Step 3-5



Advanced

Design an organigram

STEP 1 STEP 2 STEP 3 STEP 4 STEP 5
ez 0 o o 03
Log In Start edltmg Set up org structure Store information Release organigram
Log in with access data In ‘Viewer' mode, only released Participants .
received by mail processes are shown
ype Responsible @
Get familiar with the work area  Click on ‘Viewer to change to Rew L | ] E
) . ‘Editor’ mode Manager, Paul
See user information in Header L= .
Navigate to ORGANIZATION ~
. -
ent boara escription -
@Symb|o | View: Miewer! PP Peter Prozess (EN) ol Release Process
2 = .
_—
L 1 Step 3-5
Type  Organizaticnal Unit
= CrT— ~
| | PP Peter Prozess (EN) o [ Organization - D
4  Management board HEtE
~ ~ Responsible
.
S Navigation Crpanastien  Mansgement sou =
2 level table Organzstons! Unt Request
Nat,‘”' Main Detail - Anachments E
Cga fon Content Content ew
ontent Add




Process Designer
Topics ©

First Steps Test Environment Requirements Start Trial

Beginner Advanced Expert
Test basic functions Apply functions Learn more functions
e Seadrch process e Build a Process House Create variants
e Model process e Make process changes Apply filters/stereotypes
e Select views e Store information and objects Create process maps
e Storeroles e Design an organigram Mapp end-to-end processes
e Release process Assign permissions

Define Customer Journeys




Expert

Create variants

Prerequisite: Variant options are available (created by Admin)

STEP 1
Login

STEP 2
Create variant

STEP 3
Set up localizations

STEP 4
Delocalize

STEP 5
Update variant

Model Process

Select variant via hamburger
button

Go back to Toolbar
“ fscm

- IL‘e ver

I Store goods

-

Store Roles

Variants: Master » Version: 0.1, In process 1

Mark task to localize a single
element OR

Localize entire process flow

nts: Munich « Version: 0.1, In pr

Varia

Master

Munich

Update variant

Localize element

Localize process flow

LOCALIZATION REASON

Bl U === % @

I Only applicable for this variant I

Go to ‘Localization reasons’ in
Detail Content

Click button to delocalize task
or process

Localization reasons N

I = Only applicable for this variant I

Update only if Master has been
changed

Localized element or process
flow remain unchanged

I Delocalize element I

DELOCALIZATION REASON
BIU%:=

I ! Not required any more I

update variant




Expert

Apply filters/stereotypes

Prerequisite: Stereotypes and Tags are available (created by Admin)

©

STEP1 STEP 2 STEP 3 STEP 4: Option 1 STEP 4: Option 2
Login Set up Scope filters Apply Scope filters Set up stereotypes Set task type/marker
Select Scope filter options via Set filter(s) in Header Go to ‘Localization reasons’ in Go to Detail Content
@ Symbio Detail Content

Model Process

-

Store Roles

hamburger button

If no filters are set, process or
object are displayed in any
query

4 fscm

4 IDe ver

l Store goods

Scope filters

ons @

< Logistics (1.0, Valid)
i

< Munich (1.0, Valid)
i]

O - .

Non-applicable processes are
greyed out

Filters: No filter applied

Reset all filters

All parent elements of selected ele-
ments will be evaluated implicitly.

FILTER

Enter order

Click button to delocalize task
or process

4 Iscm

4 ICe ver

I Store goods

~

Name -

Store goods

Sub Process

ot relevant for audit

Description Relevent foraudht

Choose task type and/or task
marker from dropdown

See BPMN2.0 icon on task
(only available after feature
activation)

Business Rule Task

~

Scan incoming
goods



Expert

Create process maps

©

STEP 1 STEP 2 STEP 3 STEP 4 STEP 5
Login Open editor Select objects Edit objects Insert link/add image
+ Qscm Dragé&drop from Stencil Pool to Edit in Draw Settings area and
@ Symbio ‘ Draw Areq in right mouse button menu + pu g
Deliver
Style Text rran, =
........ mc s B e vr—
I Add image I
hdd Helvet v
B (7 |uwl|f ptic
-~ PROCESSES ORGANIZATION ~
. , Diagram contents ElE = T3 (L
Build a Process architecture ’ - Edit Link:
House - il e b example [
Log in with access data s <~ ~
- ~
received by mail N D MAGE
Delete ind load t
Model Process House o . ‘r o
Stencil Draw Draw L = =
. } Pool Area Settings . - cut
Go to Navigation Content Copy ~~
L 2 L s
_ ] [ Q

Don't forget to save your
changes!!!



Expert
Map end-to-end processes (scenarios) ©

STEP 1 STEP 2 STEP 3 STEP 4: Option 1 STEP 5: Option 2
Login Create scenario Insertinterfaces Develop E2E process Apply roles
Model end-to-end process by
@ Symbio { Adds a new start element. using interfaces to existing
Type [ category ! Q conce O @ processes
E2E Scenario X New
........ : B rterace g B }
#  Process House I +
-~ ~~ 4 I r
- Core Processes A I lCreate sales order I ~
Model Process ~ Des
] emrer—
Log in with access data ~ Documents
received by mail <~ =
Model Process House e . - : ~
nterface K © ® ﬁ-/\'
Go to Navigation Content - Accountable Organization )

nterface

,
1 :

maintained one



Expert

Assign permissions

STEP 1
Login

STEP 2
Select process

Prerequisite: Permission sets are available (created by Admin)
Please note that further Permissions features are available refer to: https://docs.celonis.com/en/celonis-

process-management.htmi

STEP 3
Permit user groups

STEP 4
Set permission mode

STEP 5
Verify permissions

Log in with access data
received by mail

Model Process House

Go to Navigation Content

Use ‘Permissions’ in Toolbar to
assign a specific permission
set to a selected process

Also apply for categories or
objects if required
“ Iscm

4 ICe ver

l Store goods

IChange permissions I

Effective permissions

change permissions

PERMISSIONS

~

user groups  report data
—

Admininfo

Choose option whether
permissions may be inherited
from parent process (or not)

Decide whether permission is
exclusive or whether standard
set remains unchanged

Permissions

Change permissions

IEffectT\.'e permissions I

DISPLAY PERMISSIONS FOR USER...

!lpau|| I

OR [
[Femsson o |

Choose...

‘ermissions of other users unchanged

PERMISSION SETS

See existing permission rights
for a specific user



Expert

Define Customer Journeys

STEP 1
Login

STEP 2
Set up CEM structure

STEP 3
Work out CJM

STEP 4
Add information

STEP 5
Store information

HOME II CUSTOMERS I STRATEGY
Igraphic I architecture ist editor

stomers

Log in with access data
received by mail

Go to CUSTOMERS navigation

Create a Customer experience
management (CEM) consisting
of Customer journey maps
below

HOME CUSTOMERS STRATEGY

graphic  architecture st editor

Type Category
Symbic Customer Journey New

Customers

-

lew
] _ Customer experience management

Application Lifecycle Man... New

Design a Customer journey
map (CJM) with the help of
dropdown objects

New

- Q Graphic v O

m Interface
Customer journey map

- Customer journey step

Create all information that is
necessary for the design of a
Customer Journey, e.g. points
of contact of a consumer with
the product, sales paths,
participants involved etc.

I‘.c..c* points II sales channels I

~
Touch Poin
List Graphic
New ¥
Type Touch point
I‘Mi;'e:im into .. I

Touch Points

Sales channe

b

Touch Points

L 1E

Migrate model company processes from SAP
SolMan (1.0, Released)

Migrate objects from SAP SolMan (1.0,
Released)



E-Learning

Find out more in our Learnings

BPM Kickstarter
Course



https://academy.celonis.com/learn/course/symbio-kickstarter/welcome-to-business-process-management/celonis-and-business-process-management-0700?client=internal-employees

