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[bookmark: _Toc412723695]1. Introduction 

The establishment of documentation standards is a best practice. The State Controller’s Office (SCO) FI$Cal implementation Readiness Team established documentation standards to ensure consistency across multiple content developers, and ease of use and clarity for the end user.

[bookmark: _Toc412723696]2. Purpose & Objective

The purpose of standardized documentation is to improve accuracy, save time, and develop knowledge sharing, thereby fostering cross-divisional teamwork. 

The SCO Readiness Team shall utilize MS Visio to create graphical representations of business process flows. The Visio process flowcharts (flows) will show the interaction between roles and/or organizational units, as well as the progression of the process through sequential steps. The standardized Visio flows shall be consistent in format and style and overall presentation. 

[bookmark: _Toc412723697]3. Benefits

Standardization and consistency is the important benefit of process flow documentation. End users benefit by seeing a consistent diagram format that reduces their comprehension time. Standardization contributes to increased productivity and efficiency because the documents and communication from one process to the next are similar and thus less confusing. Standardized process flow documents are useful as training materials for staff involved in completing pieces of an operational process or to serve as a pictorial supplement to written procedures. 

[bookmark: _Toc412723698]4. Process Flows Standardization

In the creation and editing of process flow diagrams, the team will adhere to the approved standards to provide consistency and clarity across processes.
[bookmark: _Toc412723699]4.1 Process Flow Style
The Readiness Team shall apply the standard MS Visio Cross Functional (Swim Lane), Horizontal orientation template for the development of process flowcharts or diagrams. 
Appendix B
[bookmark: _Toc412723700]4.2 Creating and Updating Process Flow Diagrams

The Readiness Team shall use the SCO-approved, standard Visio process flow template in the creation and editing of process flow diagrams. Within the template, the content developer may adjust the pre-set, horizontal swim lanes for sizing purposes. On any given page of a process flow, the swim lane(s) shall be sized to fill the white space of the Dynamic Grid, up to the standard margins of the page. Some exceptions to this rule may be necessary. The team lead shall approve any such exceptions.

[bookmark: _Toc412723701]4.3 Process Flow Standard Symbols and Shapes

Only those flowcharting symbols and Visio shapes identified on the SCO Business Process Flowcharting Standards Legend, developed by the Readiness Team, shall be used to document business process flows. 
Appendix A

[bookmark: _Toc412723702]4.4 Process Flow Format

[bookmark: _Toc412723703][bookmark: _Toc387390462]4.4.1 Start/End Process Designations

· Each flow shall have Start/End shapes with “Start” or “End” written inside each corresponding shape to clearly identify the beginning and end of each process or subprocess. 

· Alternatively, when there is a known or specific activity that triggers the start of a process, that item will be written inside the Start shape. Appendix D
· When the end of a process leads to the start of another process, use the Subprocess shape, label it with the process title, and add it before the End shape.
Appendix D

[bookmark: _Toc412723704]4.4.2 Headings and Titles

· The Title Band shall have the Major Process name, Process ID number and title, and Subprocess title (if applicable). This heading shall be left-aligned using font type Calibri in size 12.
Appendix C
· Function Bands, also referred to as Swim Lanes, shall contain the title of the System or Functional Role, applicable organizational role or reference, i.e., SCO Division, individual office or work unit name. Titles listed in the Function Band shall be centered using font type Calibri in size 12.
Appendix C

[bookmark: _Toc412723705]4.4.3 Process Steps Numbering

· Process steps are shown sequentially, and occasionally in parallel, and are labeled with a brief description within each shape on the flows.

· The steps shall be numbered and will correspond to the business process steps detailed in the companion Business Process Documentation, as shown in the Business Process Documentation Sample.
Appendix E
· Process step numbers inside the flowchart shapes shall be left-justified followed by a period and a single space, and shall be of font type Calibri in size 8 (Example: 1. Assign Acquisition Type).

[bookmark: _Toc412723706]4.4.4 Page References

· In the Phase Band, the version date will be manually entered and shall be reside right-justified in the band in Calibri size 10. When changes are made to the process flow, the updated file is saved, the version date shall be updated, and a corresponding PDF file will need to be created to match the modified Visio document. The PDF file will replace any previous PDF files for the same process.
Appendix C
· Page number references shall have the format of Current Page and Total Number of Pages (1 of 1, 1 of 3, etc.). The date will be manually entered in a text box located at the bottom right-hand corner of each page, and shall be right-justified with font Calibri in size 10. 
· The SCO Business Process Flowcharting Standards Legend shall be the first page of the Process Flow Template and will not be numbered or included in the page numbering format.
[bookmark: _Toc412723707]4.5 Finalizing and Saving Process Flow Diagrams

Before exiting the Visio application, the process flow document shall be saved in a manner that is consistent and optimal for the end user experience. The process flow diagram should be centered and sized to fill the drawing window, which is accomplished by selecting the Zoom option, “Fit to Window,” on the View tab in the Ribbon. This sizing task shall be done for all pages before saving the document and exiting the Visio file.

[bookmark: _Toc412723708]5. Document Management and Documentation Repository

Process flows shall be developed or updated and subsequently saved to the designated SCO FI$Cal SharePoint site. Documents in draft shall be saved to SharePoint as Minor versions, becoming Major versions when finalized and approved by SCO/FI$Cal subject matter experts, or to facilitate sharing across teams. 

Process flows shall be maintained according to the practices and policies established by the SCO FI$Cal SharePoint Administrator.
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Example of a process “Start” with multiple triggers.
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Example of a process “End” that triggers a subsequent subprocess
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SCO Business Process Flowcharting Standards – Please use ONLY the symbols show below, following these guidelines: 

Template Key

Color Legend

Role

A

Interface

Decision - shows a decision point, such as yes/no. Each path 

emerging from the diamond must be labeled with one of the 

possible answers.

Manual Task - Represents an individual step or activity in the 

process that is made out of FI$Cal.

System Task - Represents an individual step or activity in 

FI$Cal. 

Input Documents – A paper document (or email) that is used 

for entering data in the process. 

On-Page Connector -  On-Page Connector. Used to avoid 

complex overlapping connector lines or  to continue a process 

on a subsequent page.  Connectors are labeled with UPPER 

CASE letters.

Decision

Interface –  Data conversion from one electronic system 

to another.

Flow Arrow 

Swim lanes are used to indicate which user role has primary responsibility for performing steps in the process.    

If an activity involves participation by more than one role, place it in the swim lane for the role with primary 

responsibility, or put it on the line that divides both roles.

Start/

End

Start/End - Indicates point at which the process begins or 

ends. Does not represent any activity.

System Activity

Sub Process - Represents a separate process within Fi$Cal that occurs in a 

subsequent or interdependent process in the same or different P/S 

module.

Sub process

Manual Task

Documents

Output

Output Documents -  An electronic document that is 

created by the process and can be printed (for example 

– any kind of report). 

Off-Page Reference – Directs diagram flow between 

two separate flowchart diagrams or processes.  

Connectors are labeled with UPPER CASE letters.

A

B

C D E

On-Page Connectors containing alpha characters will use the above color format (Example: The alpha character ‘A’ is the color green in all flow charts) for the fill color.

F

B

G
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SCO Business Process Flowcharting Standards – Please use ONLY the symbols show below, following these guidelines:
Template Key
Color Legend
Role


A
Interface
Decision - shows a decision point, such as yes/no. Each path emerging from the diamond must be labeled with one of the possible answers.
Manual Task - Represents an individual step or activity in the process that is made out of FI$Cal.
System Task - Represents an individual step or activity in FI$Cal.
Input Documents – A paper document (or email) that is used for entering data in the process.
On-Page Connector -  On-Page Connector. Used to avoid complex overlapping connector lines or  to continue a process on a subsequent page.  Connectors are labeled with UPPER CASE letters.
Decision
Interface –  Data conversion from one electronic system to another.
Flow Arrow
Swim lanes are used to indicate which user role has primary responsibility for performing steps in the process.    If an activity involves participation by more than one role, place it in the swim lane for the role with primary responsibility, or put it on the line that divides both roles.
Start/
End
Start/End - Indicates point at which the process begins or ends. Does not represent any activity.
System Activity
Sub Process - Represents a separate process within Fi$Cal that occurs in a subsequent or interdependent process in the same or different P/S module.
Sub process
Manual Task
Documents
Output
Output Documents -  An electronic document that is created by the process and can be printed (for example – any kind of report).
Off-Page Reference – Directs diagram flow between two separate flowchart diagrams or processes.  Connectors are labeled with UPPER CASE letters.
A
B
C
D
E
On-Page Connectors containing alpha characters will use the above color format (Example: The alpha character ‘A’ is the color green in all flow charts) for the fill color.
F
B
G
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