Considerations for Process Development

The following represent some issues/areas that should be considered, and decisions made before designing a workflow process.
Work Processes – should be developed to eliminate redundancies in the work-flow (i.e., eliminate unnecessary tasks, steps, reviews, etc. where no “value” is attained).  Identify the types and number of processes needed in relation to the desired outcome (e.g., metrics, etc.).  Once the processes have been identified, consider and decide the following: 

Workflow Development – 

· Starting point of the process (i.e., does it link/follow another process)

· Tasks performed and sequence,

· Internal/external OHR participants (represented by activity boxes in the workflow) involved in performing the tasks

· Other (sub-)processes that may link to the current process (e.g., sending the workflow to recipients outside the organizational unit for oversight/coordinative activities) 

· Transitions (hand-offs) between the participants (represented by activity boxes in the workflow) and the placement of the transitions
· Automated emails and their placement within the workflow; email content (must be standardized for automation)

· Ending point of the process (e.g., does it end when completed or is the process sent to other participants for other processes
· Type and content of reports needed

· Data fields – they determine what metrics can be captured and reported upon. For date fields, determine if they should be system generated for auto-fill, or manually entered.

· Responses/choices of actions that will be used to direct the workflow/process from one participant to another participant or (sub)process. (Example:  Send to HRS, or send to Pay process). 

 Identify the tasks/functions to be performed
While WiTS does not specifically list the tasks performed in the workflow, a delineation of tasks performed and identification of the responsible staff, by role, who performs specific tasks/functions should be defined.  For example, HR Specialist (HRS) classifies positions; HR Assistant (HRA) codes the EHRP PAR.
Identify the participants and roles of the participants involved in the process
· Identify the staff who will be involved in the process

· Identify the role of the staff (e.g., HRA) in relation to the tasks/functions to be performed within the process,

· Identify and note the sequence of participant/role involvement – this will aid in mapping the process in accordance with when tasks are performed and by whom, 
· Consider the return transitions between participants (e.g., sending process back to previous participant)
· Determine if participants within the organizations should be grouped into User groups.  User groups are used to allow designated participants to access and complete specific tasks/functions within the process.  Typically, user groups within WiTS are established where there is no organizational tie to a participant’s access to a specified set of information/data.  When actions are sent to a User Group, each member of the user group will be notified when an action requiring his/her attention has been received.  
Transitions (hand-offs) within the workflow
· Identify where the transitions should be placed in relation to the practical sequencing of tasks to be performed and by whom (e.g., from HRA to HRS).

· Identify a list of actions from which the participant will choose (select), which will then direct a work item forward or back to the appropriate participant or process within the workflow. (e.g., send to HRA, send to HRS, send receipt email, etc.).
Automatic Emails
· Identify placement of any automated emails within the workflow

· Identify recipients of automated emails (individual recipients or groups).

· Develop email content – should be standardized to facilitate automation – emails cannot be modified on an ad hoc basis.  Inclusion of information captured by relevant data fields may be required to convey specific information, e.g., action type, employee name, etc. 

· Determine if the automated email should return to the initiating participant or end the process. 
Organizational Work Area Page Views –

User work areas or pages determine what the users within a particular organizational unit can view and complete.  Typically, each user within an organizational entity will see only what they are required to access.

User work area pages generally consist of seven bizcoves (blocks of information) that will enable them to initiate, view, monitor, or complete a work item that has been sent to them, or his/her unit, by another participant.  Currently, the work pages contain:

· Initiation bizcove – enables the user to initiate a work process

· User worklist – contains work that belongs to the user

· Active actions – contains work that belongs to the organizational unit and enables other organizational members to monitor the status of  work within the organizational unit;

· Archived actions – contains work that has been completed by the unit

· Reports – contains links to reports developed for the organizational unit

· HR Systems Support worklist – contains the users requests for assistance that has not yet been forwarded to HRSS; and

· Active HRSS worklist – contains HRSS actions submitted by the user – enables the user to monitor the status of their requests for assistance.

In addition to the above areas for consideration, thought should be given to future interfaces with other HR systems (e.g., EHRP, QH/QC, eOPF, etc.) in relation to the transfer of data (data fields).  This involves a synchronization of the data fields, thus identification of related fields will also be required.
