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[bookmark: _Toc409786403][bookmark: _Toc416333863]Introduction 
The State Controller’s Office (SCO) FI$Cal Readiness Team documents new and changing business processes that result from the implementation of the FI$Cal (PeopleSoft/Oracle) system.
Process documentation is developed for both Departmental and Control functions within the SCO. The development of process documentation occurs in phases and coincides with the waved deployment schedule of FI$Cal system functionality.
Documentation consists of graphical representations of business processes (process flow diagrams) and companion written narratives (business process documents) that provide supplemental information and procedural detail for each subject process.
Business Process Flow Diagrams are developed at the process and subprocess levels and illustrate the interaction between system roles and/or organizational units, as well as the progression of the process through sequential and concurrent steps.
Business Process Documents are written narratives that are developed at the major business process level and include all interrelated processes and subprocesses that are associated with the subject Major Business Process.
[bookmark: _Toc416333864]Purpose 
The establishment of documentation standards is a best practice. Standardization improves accuracy, saves time and fosters knowledge sharing across the organization. The SCO Readiness Team established documentation standards to ensure consistency across multiple content developers, as well as ease of use and clarity for the end user. 
[bookmark: _Toc416333865]Approach and Methodology
The SCO Readiness Team utilizes the approved MS Visio and MS Word templates to develop and update business process documentation, and prescribes an iterative approach for the Process Documentation Development Life Cycle.



[bookmark: _Toc416333866]Process Documentation Development Life Cycle
[bookmark: _Toc416333867]Identify and Categorize Business Processes
The SCO Readiness Team utilizes the SCO Business Process Dashboard/Tracker (Excel spreadsheet) to access deployment wave-specific business process listings, and identify Major Business Processes, their dependent processes, and those processes that are associated with independent PeopleSoft system modules for specific areas of functionality. The SCO Readiness Team maintains the business process listing as a source to identify development objects, plan work, and track progress for completion of the To-Be business processes.
To-Be business processes that are associated with a Major Business Process are grouped together and categorized to represent various end-to-end business process scenarios. The categorizations are identified in conjunction with consultation with the SCO ERP Advisor. Process documentation is planned and developed according to the categorizations and assigned priorities for development and completion.
[bookmark: _Toc416333868]Develop Draft Process Documentation
The development of To-Be process documentation is based on information derived from FI$Cal Project (Project) source documents containing relevant business process information, which include, but are not limited to:
· Business Process Design Documents
· Functional Design Documents
· Project training materials, including developed UPKs
· Job Aids
· Role Definitions
· Change Impact Tool, as completed by SCO
· Business Process Workshop presentation material
· Solution Walkthrough presentation material
· Conference Room Pilot presentation material
· UAT Test Scripts
· Technical Process and System-to-System diagrams
· ODMF decision logs

Process documentation is developed in draft utilizing the SCO-approved MS Word and Visio templates. Draft documents are reviewed by the SCO ERP Advisor and/or the assigned SCO FI$Cal Business Team subject matter expert(s). Resultant changes are incorporated in updated draft documents, which are then made ready for the Review and Approval Process that involves departmental process owners.
[bookmark: _Toc416333869]Documentation Review and Approval Process
Process documentation drafts are saved in software formats that are accessible by SCO end users, and posted on the SCO FI$Cal Operations SharePoint site for sharing and review by departmental process owners.
The formal review of process documentation is generally achieved through Process Documentation Walkthrough Sessions, with departmental process reviewers, approvers and owners, and SCO FI$Cal Business Team members or the SCO ERP Advisor in attendance. Process documentation is updated as necessary and then finalized for user acceptance and approval.
[bookmark: _Toc416333870]Finalize and Update Process Documentation
As processes change or are finalized by the FI$Cal Project team, the SCO process documentation is updated or completed and ready for review and use by departmental process owners.
[bookmark: _Toc416333871]Business Process Documentation Standards
The SCO Readiness Team utilizes the approved MS Word template to develop and update the Business Process Documents. The template contains the preferred style, formatting, numbered outline, and font attributes that shall be applied to all Business Process Documents. The template is accessible through SharePoint and is ready for updating and populating with relevant information. Non-boilerplate text areas that require input from the developer are bracketed (“<  >”) and indicate specific text and preferred format that shall be used.
The Business Process Document Template contains the following editable sections:
· Cover Page
· Documentation Revision History
· Table of Contents
· Business Process Overview
· FI$Cal System and Organizational Roles
· Process Step Descriptions
· Interfaces and Reports
· Interdependent Business Processes and/or Work Activities
· Governing Statute, Regulation, and Policy
· Appendix
[bookmark: _Toc416333872]Business Process Document Sections
[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc416333873][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
This section must describe the purpose of the process as well as summarize various factors and details that must be known by the end user to facilitate their understanding of the process. In some cases, it will be necessary to repeat some of the same detail in Section 3, Process Steps Descriptions, when specific detail is better understood at the point in which the detailed information must be known or applied at a specific time and instance during the process.
When the subject process is one of many associated processes within a Major Process grouping, i.e., the Requisition to Check end-to-end business process, begin this section with the phrase, “The <subject process name> process is part of the <Major Process Name> end to end business process.”

It may be necessary to create and/or insert a high-level overview diagram for applicable end-to-end business process scenarios. In those cases, the subject process is highlighted within the high-level overview diagram.
[bookmark: _Toc400710773][bookmark: _Toc416333874][bookmark: _Toc347930420]FI$Cal System and Organizational Roles
The purpose of this section is to identify process owners and business areas with responsibility for the activities associated with the subject process. The table in the template is populated by mapping the process to pre-determined system roles. A description of the pre-determined roles and mapping results to organizational roles is available through Project source documentation.
The template contains this process-to-role mapping table, which is typical for many of the business processes:
	<BP ID PROCESS TITLE>

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	
	

	
	





When a process contains multiple subprocesses or dependent processes, and if the number of roles-in-common are few, then the following process-to-role mapping table may be used or adapted to suit the documentation needs for the subject business process:
	<BP ID PROCESS TITLE>

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT
	PROCESS / SUBPROCESS TITLE
	PROCESS / SUBPROCESS TITLE
	PROCESS / SUBPROCESS TITLE

	Department Requisition Approver 2
	Contracts and Procurement OfficeSample

	
	
	

	Department Requestor
	Requesting Division
	
	
	

	Department PO Approver 2
	Accounting Office
	
	
	



[bookmark: _Toc416333875]Business Process Steps Description
This section contains descriptions and pertinent detail for the process activity steps depicted on the corresponding process flow diagram(s). The steps in the corresponding process flow diagram(s) should match the steps that are numbered and described in this section.
The template contains the preferred numbering formatting style when the subject business process includes subprocesses.
The template also contains an example to follow at decision points within a process flow. The preferred style to follow when there is a “Yes/No” decision point within a process flow, is to first address the “Yes” branch of the decision point within the process, then address the “No” branch of the decision point. The process description steps shall include process step navigation direction for all Yes/No decision branches within process flow diagrams.
[bookmark: _Toc400710781][bookmark: _Toc416333876]Interfaces and Reports
A table with known process-dependent interfaces and reports is contained in this section. Refer to the sample in the template. Known interfaces should be acknowledged by file name and as, “Inbound, Outbound, or Both.” And if the interface file is also a report, the table should denote a “Y” in the “Report” column, otherwise denoted as “N”. Known reports shall be identified by file or report name and acknowledged as, “Y” in the “Report” column. If there are no know Interfaces or reports available for this process, the statement, “No Known Interfaces or Reports available at this time,” shall be use.
[bookmark: _Toc416333877][bookmark: _Toc400710782]Interdependent Business Processes 
The template contains the following boilerplate language. The developer will populate the editable areas <bracketed fields> as appropriate.
Business processes are executed in sequential steps or in parallel with other work activities. When a process is dependent on another to start, end, or continue, an interdependency is created through the interaction of activities within a given end-to-end business process.

Interdependency with the <Name of Business Process> Process exists as follows:
Pre-requisite Business Process(es):
· <BP ID - Business Process Name>
· <BP ID - Business Process Name>
Succeeding Business Process(es):
· < BP ID - Business Process Name >
· < BP ID - Business Process Name >

[bookmark: _Toc347930438][bookmark: _Toc400710785][bookmark: _Toc416333878]Governing Statute, Regulation and Policy
[bookmark: _Toc400710786][bookmark: _Toc410052094]This section outlines the laws, rules, regulations, guidelines, and policy authority that are relevant to the subject business process. This source information is derived from Project documentation. The developer of the Business Process Document shall group together like areas of authority, i.e., list all Statutes together, all SAM references together, etc., and within each grouping, list them in ascending numerical order.
[bookmark: _Toc416333879]Appendix
[bookmark: _Toc400710788][bookmark: _Toc410052095]The template contains hyperlinks to the FI$Cal public website and the SCO SharePoint site. The developer shall confirm that the hyperlinks are operable and access the correct information. Where hyperlinks do not exist, the developer shall insert them as appropriate.
Associated Process Flow Diagram(s)
The hyperlink provides quick access to the associated business process flow(s), which includes the process flow diagram legend that defines the shapes and symbols that are contained within the flow(s).
FI$Cal Terms and Definitions
The hyperlink provides access to FI$cal system and process terms and definitions.
[bookmark: _Toc400710789][bookmark: _Toc410052096]Associated Job Aids
The hyperlink provides access to supplemental job aids and training tips that are posted on the FI$Cal website.
[bookmark: _Toc400710790][bookmark: _Toc410052097]Associated UPKs
The hyperlink provides access to UPKs (User Productivity Kit), which is a PeopleSoft/Oracle tool to develop online simulations and transaction-level, step-by-step instructions for authorized end users of the system. The UPKs are used during classroom training to demonstrate transactions processing.
[bookmark: _Toc410052098][bookmark: _Toc400710791]Interface Flow Diagrams
If an Interface is part of the subject business process, the technical process flow that supports the subject business process shall be included here. The developer shall embed the PDF version of the diagram, which is accomplished following these steps:
1. Locate the PDF document on the SCO SharePoint Testing Team Site
2. Save the PDF to a local folder
3. In the Procedures document, select “Insert” tab and click “Object”
4. Select “Create From File” tab
5. Browse for Document in the local folder
6. Click the “Display As Icon” check box
7. Select “Ok”

Sample embedded object:
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INFAR004 – Inbound Billable Charges (Quarterly Retroactive Bills)
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