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|'l.|’ar1'a|::|e: varEmailUHCLAVPDesignee; Variable: varEmailJHCLBusOwner;Variable: ".-'arErnaiH_.lHCL!

Current Ttem:EMPS Analyst

Other UHS Campuses Review Motification of Enhancement Request [36Current Item:Reguest
Mumber%a]: [%eCurrent Item:Enhancement Request Tite %]

[P DE—— PR G fR——



r | Define E-mail . aqe

To: Variable: varEmail_Mtg_ReguestPresenter;Variable: varEmail_Mtg_EMPSDirector;Variable: varEmail_Mtg_ESDirectc I|_-.'I.j|
CC: Variable; varEmailCampusAVPDesignee;Variable: varEmailUHCLAVPDesignee;Variable: varEmailUHDAVPDesignes;V

Subject: |Meeting Motification for Enhancement Regquest [%Current Item:Reguest Mumber%s]: [¥Current Item:Enhanc m

Tahoma E 10 E@ B futomatic - @

A formal review meeting has been scheduled by change management for enhancement request '[%eCurrent
Item:Request Number%]: [YeCurrent Item:Enhancement Request Title%a]'.

Select Users | l'@ | 2.8 |-‘

Descriptig

Type a Mame or E-mail Address: Selected Users:
UHCL Apg Add == Variable: varEmail_Mtg_RequestPre:

= Variable: varEmail_Mtg_EMPSDirects
UHD Appr | Or select from existing Users and Groups: Variable: varEmail_Mtg_ESDirector
UHM Appl | | People/Groups from SharePoint site,, : Variable: varEmail_Mtg_CampusFuni|
UHV AppH Workflow Lookup for a User... | Variable: varEmail_Mtg_CampusESDi
IUser who created current item — Mawve Up Variable: varEmail_Mtg_CampusLeac
3,0 Super Users Variable: varEmail_Mtg_TechnicalMa)
Academic Advising Super Users Maove Down Variable: varEmail_Mta_EMPSAnalys

Meeting Admission Super Users
Anderson, Izzy

Start: [%a Anderson, Josie _lleme%]

End: [%\M}| | Anderson, Lurinda C

Location: ||| | Arias-Rodriguez, Andrea
Armstrong, Sandra G

'T'Eup?;f[a”; Arnold, Richard A

7 Arredondo, Maora M
Arte Publico Press
Identified| | | Backstrom, Christian

Frese
EMPS||
ES Diftermer e e

Campus Functional Analyst(s): [%eVariable: varEmail_Mtg2_CampusFuncAnalyststa
Campus/ES Developer(s): [%&Variable: varEmail_Mtg2_CampusESDeveloperis]
Campus Lead(s): [%eVariable: varEmail_Mtg2_Campusleadsis]

Technical Manager(s): [%Variable: varEmail_Mtg2_TechnicalManagers%a]

EMPS Analyst(s): [%eVariable: varEmail_Mtg2_EMPSAnalyststs]

oK ]I Cancel I

Add or Change Lookup




r | Define E-mail

To: e: varEmail_Mtg_CampuslLeads;Variable: varEmail_Mtg_TechnicalManagers;Variable: varEmail_Mtg_EMPSAnalysts

CC: Variable; varEmailCampusAVPDesignee;Variable: varEmailUHCLAVPDesignee;Variable: varEmailUHDAVPDesignes;V

Subject: |Meeting Motification for Enhancement Regquest [%Current Item:Reguest Mumber%s]: [¥Current Item:Enhanc m

Tahoma E 10 E@ B rutomatic -

A formal review meeting has been scheduled by change management for enhancement request '[%eCurrent
Item:Request Number%]: [YeCurrent Item:Enhancement Request Title%a]'.

Select Users b 7 | 2 I-‘

Descriptig

Type a Mame or E-mail Address: Selected Users:
UHCL Apg Variable: varEmailCampusavPDesign
= Variable: varEmail _HCLAVPDesignee

UHD Appr | Or select from existing Users and Groups: . Variable: varEmailUHDAVPDesignee

UHM Appl | | People/Groups from SharePoint site., » = Variable: varEmail_HMAVPDesignee
Workflow Lookup for a User... | Variable: varEmailUHVAVPDesignes

UHY Appr

IUser who created current item — Mawve Up

9.0 Super Users

Academic Advising Super Users

Meatin Admission Super Users
tegtni Anderson, Izzy

Start: [%a Anderson, Josie _‘J"TlmE%]

End: [%\M}| | Anderson, Lurinda C

Location: ||| | Arias-Rodriguez, Andrea
Armstrong, Sandra G

'T'Eup?;f[a”; Arnold, Richard A

7 Arredondo, Maora M
Arte Publico Press
Identified| | | Backstrom, Christian

Frese
EMPS|| oK I I Cancel I
£S5 Dif e —— e T —
Campus Functional Analyst(s): [%eVariable: varEmail_Mtg2_CampusFuncAnalyststa
Campus/ES Developer(s): [%&Variable: varEmail_Mtg2_CampusESDeveloperis]

Campus Lead(s): [%eVariable: varEmail_Mtg2_Campusleadsis]

Technical Manager(s): [%Variable: varEmail_Mtg2_TechnicalManagers%a]

EMPS Analyst(s): [%eVariable: varEmail_Mtg2_EMPSAnalyststs]

Add or Change Lookup




) L 5, LY __-'_f

Mavigation 5 || @ Tertiary Request Workf..._StatusFields Updates @ Primary Request Workfl...dditional Field Changes / @j Primary Reguest Workflow ‘-,,' 4l — = — - . = — I x

: : : ' | 1o |Variable: varEmailBusinessOwner;Variable: varEmailCampusFuncAnalyst;Variable: u-arEmaiICam_ e
Site Objects - o= - ﬁ Enhancement Requests » Waorkflows #  Primary Request Workflow » Editar p : G [ %)
fat Enhancement Requests | cc: Current Item:Created By ; >
7] Lists and Libraries I Current Item:UHV AVP(s) or Designee(s) is empty Subject: |Approved: Enhancement Request [%Current Item:Request Mumber %] ([%Current Item: D _ﬂ-l

<) Workflows ] I ; ) r
%‘ Site Pages Set ApprviMame UHY to Current term: UHY AVP(s) or Designee(s) Tahoma IE' i IE' B Automatic i
@ o — The request for [%aCurrent tem:Request Number®s]: [%eCurrent em:Enhancement
i Else Fequest Title%] has been updated to 'Approved' by AVP/Designee [%Current tem:AVP(s)
[@ Content Types :

or Designee(s)%a].

|:_| I DM Set ApprviMarme UHY to Current term: UHY AVP(=) or Designee(s)

Z| External Content Types Description: [%aCurrent kem:tmp_Desc (new)%a]
|_:j Dl SIS then Set tmp Pending UHY Approval to Approval Meeded

Site Groups e = T o

L Subsites then Set tmp AVP or Designee Approval Status (before) to Current tern: &VP or Designee Approval Status Y e
Worlflows - Mame:

Globally Reusable Workflow A
(51 approval - SharePaint 2010
(5 Collect Feedback - SharePoint 2010
'r_"j Collect Signatures - SharePoint 2..,
List Workflow -
€4 Module Campus Defaults
(Eprimary Request Workflow

(:fﬁ Primary Request Workflow _Additi. ..
'C_’,'j secondary Regquest Workflow_Ta...

€4 Secondary Task Workflow
€4 Secondary Tasks Workflow 2

f"{: Tertiary Request Workflow_Statu...
Cj:ﬂ zzzConsolidate Appended MultLin, ..

€y zzzztemp2

G zzzztest custom list

€4 zzzztest EMPS Assignment
€2 zzzztest task forn

G4 zzzatest task lit

G4 zzzzzztemp

€4 zzzzzrtemps

then Set Request Status to AVPE Approved / EMPS Review

then Set Variable: varRCR53 to Approved

then Set Date AVP Approved to Current Itern:Modified

then Comment: *HAD 1 MINUTE PAUSE HERE*™

then Set Requesting Campus Review Status to Variable: varRCRS3

then Set tmp RCRS to Variable: varRCRS3

then Set tmp Requesting Campus Review Status (hefore) to Variable: varBCRS3

Add or Change Lookup

then Set wi Email AVP Appre/Disappre to 1

then Calculate Current Itermiwi CummValue (before] plus Current Itermiwi Ernail AVP Appre/Disappry (Output to Variable: ¢ curmmy wiEmailAVPAppreDisapp

then Set wi CummVWalue to Variable: ¢ cummy wiEmaillAVPAppreDisappry

then Set wi CummWalue (before) to Current rerawi CummVyalue

then Set wt Email AYP Appre/Dizappre to Email Motification Has Been Sent to R...

then Set ES Manager to EMPS/ES Assignments:ES Technical Manager

then Set ES Developer (if Campus Developer not assigned] to Module Campus Defaults:ES Developer

then Comment: ®*Cache Tier Variables™™

then Set Variable: varEMP5ESAssignmentsTier to [JeEMPS/ES Assignments: Tiera]

then Set Variable: varEMPSESAssignmentsTier EMPSAnalvst to EMPS/ES Assignments: Tier

then Set Variable: varEMP5ESAssignmentsTier EMPSDirector to EMPS/ES Assignments: Tier

then Set Varable: varEMPSESAssignmentsTier ESDirector to EMPS/ES Assignments: Tier

Approved; Enhancement Reguest [3%Current Ttem:Reguest Mumber %6 ([3%Current

Item:Enhancement Reguest Title%:])

Add or Change Lookup

L |



Na'.rigation s ;, @"j Tertiary Request Waorkf.._StatusFields Updates wk@j Frimary Request Warkfl. _itional Field Changes * f @j Secondary Requesthrk‘ﬂuw_TasksK B \' »
Site Objects A |- » {ay Enhancement Requests b Workflows b Secondary Request Workflow_Tasks b Editor » GAT >
f:} Enhancement Requests -

ﬁ Lists and Libraries

@j Waorkflows

Site Pages
Site Assets

Le

Cantent Types
Site Columns
External Content Types

Data Sources

B @ e E

Site Groups
L Subsites

Worldflows -

Globally Reusable Workflow A
(&5 Approval - SharePoint 2010
(5 Collect Feedbadk - SharePoint 2010
G_fﬂ Collect Signatures - ShareFoint 2...
List Worldflow A

€4 Module Campus Defaults
("_%3 Primary Reguest Waorkflow

'G-:jj Primary Request Workflow_Additi...

| l-E%Saeu:::nndar}-' Reguest Workflow_Ta...

€4 Secondary Task Warkflow
€4 Secondary Tasks Workflow 2

'G-:jj Tertiary Request Workflow_Statu...
(‘:_-"ﬁjzzzﬂonsolidate Appended MultiLin...

€4, zzzztemp2

G zzzztest custom list

€4 zzzztest EMPS Assignment
(‘:_"nj zzzztest task forn

€4y zzzztest task lit

G4 zzzzzztemp

G—j*_-ﬂ zz7zEztemp4

If Current termn:Content Twpe equals 3-Day Other UHS Campuses Review

and Current Itemstmp EMPS Taszk Status equals 3-Day Other UHS Campuses Review

Pause until Current rem:Due Date

then Update itermn in Enhancement Requests

then Calculate Enhancement Requestsiwi CurnmValue plus Enhancement Requestsiwi Other UHS Review - End (Output tg

then Update itermn in Enhancement Reguests

then Create item in utilWhflwStatUpdates (Qutput to Variable: createl3 )

If Current Iternitrp EMPS Task Status eguals 3-Day Other UHS Campuses Review

If Enhancement Requests:EMPS Review Status not equals Completed

or Current kem:Status not equals Completed

Set tmp EMPS Tacsk Status to Other UHS Campuses Review Reminder (7...

then Create item in utilWidflw5tatUpdates (Qutput to Variable: createld |

then Set trnp EMPS Task Status (beforel to Current ternitrmp EMPS Task Status

then Create item in utilWidhw5tatUpdates (Qutput to Variable: createl5 )

then Comment: *Update to Request Status below™

then Update item in Enhancement Requests

then Create itern in utilWikflwStatUpdates (Qutput to Variable: createlf )

then Create item in utilWidhw5tatUpdates (Output to Variable: createl7 )

then Email Current Itern: Assigned To

then Update item in Enhancement Requests

then Calculate Enhancement Requesteiwi CummValue (before] plus Enhancement Requestsiwi Email EMPS Analyst Review? (Output to Variable: ¢ curnm

List: Enhancement Requests

Field Value

e

wi_Cummyalue
wi_CummValue (before)

Variable: c_cummyv_wiE. ..
Variable: c_cummv_wiE. ..

Maodify
wt_Email EMPS Analyst ... Email Motification Haz B...

T

Value Assignment

Set this field:

| wt_Email EMPS Analyst Review2 [
To this value:

Find the List Item

Choose a field from the selected [
the spedific item you want from the

Email Notification Has Been Sent to ErviE]

T

1 sivg ey

Field: |ID
Yalue: !Eurrent Ttem:Workflow Item ID

MName:

|Email Motification Has Been Sent to EMPS Analyst Informing of Expiration of 3-Day Other UHS
| Campuses Review

!then Update itemn in Enhancement Requests

then Log The 3-Day Other UHS Campuses Review p... to the workflow history list

[ AAdAd ar Thanne | nnlk i ] [ el ] [ Canral

m



Mavigation A

r)"J @ Tertiary Request Waorkf.._StatusFields Updates \"‘il@j Primary RequestWarkfl. itional Field Changes * :/r @j Secondary Requesthrk‘fluw_Tasks\;\ B "-,'

Site Objects A

*

- ﬁEnhancement Requests ¢ Workflows B Secondary Reguest Workflow Tasks p  Editor p

ﬁ" Enhancement Requests
ﬁ Lists and Libraries

Workflows

Site Pages
Site Assets

[El Bl £ /@

Cantent Types
Site Columns
External Content Types

Data Sources

¥ Qm

Site Groups
L Subsites

Worldflows -

Globally Reusable Workflow A
G5 Approval - SharePoint 2010
i Collect Feedbadk - SharePaint 2010
G_fﬂ Collect Signatures - SharePoint 2...

List Workflow -

€4 Module Campus Defaults

€44 Primary Request Workflow

'G-:jj Primary Request Workflow_Additi...
!%Semn:ﬁ Request Workflow_Ta...
€4 Secondary Task Warkflow

€4 Secondary Tasks Workflow 2

G—j}ﬂ Tertiary Request Workflow_Statu...
@ﬁjzzzﬂonsolidate Appended MultiLin...
€4, zzzztemp2

G zzzztest custom list

€4 zzzztest EMPS Assignment

G{ﬁj zzzztest task forn

€4, zzzztest task lit

€ zzzzzztemp

G—j‘ﬁ zz7zEztemp4

If Current termn:Content Twpe equals 3-Day Other UHS Campuses Review

Current Itermitmp EMPS Task Status equals Other UHS Campuses Review Reminder (8.

and
and

Current Iterm:Status equals In Progress

If Current Iternitrnp Reminder Counter (before) is less than 2

Set tmp Reminder Counter (before) to 2

then Pause for 0 days, 0 hours, 24 minutes

then Calculate Current Iterm:trp Reminder Counter (before] plus 1 (Output to Variable: varReminderCounter? )

then Set tmp Reminder Counter to Variable: varReminderC ounterd

then Set tmp Reminder Counter (before) to Current fernitmp Reminder Counter

If Current Iterm:Status equals In Progress

=
1

!_Ema'rl Current Iterm:fssigned To: Enhancement RequestsitmpPrimarnyfssignment?: Enhancement Requests:itmpSecondanvAssign

Stq_s 9: Set/Calculate Change Management Meeting Appointment Fields

If Current Iterm: Content Tvpe equals Appoint Change Management Meeting

Enhancement Requeststmp CM Updates (before] is empty

and
and

Current temitmp EMPS Task Status is empty

Set tmp EMPS Taszk Status to Waiting for M Meeting Appaintment

then Create itern in utilWikflwStatUpdates (Qutput to Variable: createld )

then Set Due Date to Enhancement Requests:CM Appointment Due Date

If Current Itern: Assigned To is empty

Set Assigned To to Enhancement Requests:EMPS Director

I.:"_;"':n b5tk R e R

[ = )

Ta: | Current Item: Assigned To;Enhancement Requests: tmpPrimaryAssignment2;Enhancement ReqL§

B .Enhan::ement Reguests:EMPS Director _.
Subject: |Workfiow Item NOT COMPLETED, Reminder [%Current Item:tmp_Reminder_Counter%]: /[ [ £
e [e)z]lu] m s -

|The appropriate status update and/or update of the associated task is not yet complete.
Please make all appropriate updates (status as well as task) as soon as possible.

Request
!F%Enhancement Requests:Request Mumber®]: [%Current Ttem:Related Content®a]

[Tahoma

Description: [%Enhancement Requests:tmp_Desc (new)%]

Task
[BeCurrent Ttern:ID%]: [%6Current Item: Title%a]

[ Type a Mame or E-mail Address; Selected Users:

add =~ | |current Item:Assigned To | A
A — : T Enhancement Requests: tmpPrimary|
Or select from Emshng_ |sers and Grmllps_. Enhancement Requests: tmpSecond:

|People/Groups from SharePoint site,, » | | oovE

Workflow Lookup for a User... il

User who created current item —| | Movelp
9.0 Super Users -
Academic Advising Super Users
Admission Super Users

Anderson, Izzy

Anderson, Josie

Anderson, Lurinda C

Arigs-Rodriguez, Andrea

Armstrong, Sandra G

Arnold, Richard A

Arredondo, Mora M

Arte Publico Press
| Badstrom, Christian Rl

fove Down |

ok | [ cancel




x @EMPS F Workflows b Primary Request Workflow #  Editor p

o L gy 7 ) oy e ) g e L i g ey g g e

Elze

Set Request Presenter to Current tem:Prepared By

then Log StepS: ElselF (3): IfElse (7-10%: Set... to the workflow history list

then Set Campus/ES Developer(s] to [¥Module Campus Defaults:ES Developer..,

then Set EMPS Analyst(s) to Current Itermm:EMPS Analvst

then Add 10 minutes to Current Itern:Date AVP Approved (Cutput to Variable: varEMPSAnalystDueDate )

then Set EMPS Analyst Due Date to Variable: varEMPSAnalystDuelate

then Log Block of workflow re: Email EMPSES Re.. to the workflow history list

If 1 equals 2

Log Step 5: Initiating emnail to the workflow history list

then Email Coleman. Marie &

then Log Step 5: TEST EMAIL ISSUES LOG HERE+++... to the workflow history list

then Set wi Email EMPS/ES Reviewl to 1

then Calculate Current Iterniwi CurnmValue (before) plus Current Itemiwi Email EMPS/ES Reviewd (Output to Variable: ¢ cumrmy wiEmailEMPSESReviewd )

then Set wi CummValue to Variable: ¢ curmmy wiEmailEMPSESReviewd

then Set wi CurmmValue (beforel to Current temswi CummYyalue

then Set wt Email EMPS/ES Reviewl to Email Motification Has Been Sent to E...

then Set workflow status to AVP Approved / EMPS Review

then Log Step 5: Initiation of creation of tas... to the workflow history list

then Log Step5: ElselF (3): Ending Code: Set C... to the workflow history list

then Collect Assignment of Enhancement Request to ... from Current ten:EMPS Analyst (Cutput to Variable: Task ID for Creation of EMPS Analyst Assignment Task )

then Log End 'Step 5: Update Workflow for AVP ... to the workflow history list

Step 6: Sister Campuses Email Motification



5 @j Frimary Request Workflow \x@ Tertiary Request Wflow. . Other UHS Campuses = [

= * ﬁEMPS ¢ Workflows p Primary Request Workflow p Editor b

then Log Step5: ElselF (30: fElse (7-107: Set... to the workflow history list

then Set Campus/ES Developer(s) to [%Module Campus Defaults:ES Developer...

then Set EMPS Analyst(s] to Current Trerm:EMPS Analyst

then Add 24 hours to Current Itern:Date AVP Approved (Output to Variable: varEMPSAnalystDueDate |

then Set EMPS Analyst Due Date to Yanable: varEMPSAnalystDuelate

then Log Block of workflow re: Email EMPSES Re... to the workflow history list

If 1 equals 2

Log Step 5: Initiating ernail to the workflow history list

then Email Coleman, Marie &

then Log Step 5: TEST EMAITL ISSUES LOG HERE+++... to the workflow history list

then Set wi Email EMP5/ES Reviewl to 1

then Calculate Current temiwi CurnmWalue (before] plus Current femiwi Email EMPS/ES Reviewd (Cutput to Variable: ¢ cummy wiEmailEMPSESReviewd )

then Set wi CummValue to Variable: ¢ cummy wiEmailEMPSESEeviewl

;fhen Setwi CummValue (before] to Current rermiwi CurmmValue

then Set wt Email EMPS/ES Reviewd to Email Motification Has Been Sent to E...

then Set workflow status to AVP Approved 7 EMPS Review

then Log Step 5 Initiation of creation of tas.. to the workflow history list

then Log StepS: ElselF (31: Ending Code: Set C... to the workflow history list

then Collect Assignment of Enhancement Request to ... from Current tern:EMPS Analyst (Qutput to Variable: Task ID for Creation of EMPS Analyst Assignment Task )

then Log End 'Step 5: Update Workflow for AVP ... to the workflow history list

Step 6: Sister Campuses Email Notification

If 1 equals 2

Log Begin 'Step 6: Sister Campuses Email .. to the workflow history list




ﬁjj 7 Iﬁ Else-If Branch i‘fh g)@ % = E j-&

[4] Parallel Block

yndition Action  Step 2 Fublish  Export Workflow | Initiation Form Local Association
- - S| Impersonation Step | Globally to Visio Settings Parameters Variables Columns
Insert [ Manage [ Variables
Find 1 Fnd2 41 4, 53 =

/ Gj Secondary Request Workflow_Tasks tr"f @ Primary Request Workflow \ [ ‘

+*

x ﬁEMFS F Workflows B Primary Request Workflow p Editor p

ST e TFE e

then Set Other UHS Campusies) Review Status to Review is IN PROGRESS (Beqgin [%Curren...

then Set wi Other UHS Review - Begin to 0.5

then Calculate Current temiwi CurnmVWalue (before] plus Current Iterniwi Other UHS Review - Begin (Cutput to Yariable: ¢ cummv wiOtherlHSReviewBegin )

then Set wi CummWalue to Variable: ¢ cummy wiQtherlH5ReviewBegin

then Set wi_ CummValue (beforel to Current rermawi_ Cummalue

then Set wt Other UHS Review - Begin to Other UHS Campuses Review Has Started...

then Collect 3-Day Other UHS Campuses Review from Current rerm:EMPS Analyst (Cutput to Variable: Task ID for 72Hr Sister Campus Review ]

Step 7: Sister Campuses Completion Updates, Email Notific for CM Meeting Assignment, Task Assignment

If Current term:EMPS Review Status equals Completed

and Current em:tmp Ch Updates (before) is emphy

and Current termitmp CMW Updates is empty

im Current frerm:wi -EMPS.fES Review 2 (Task] equals 0.5

Gmail Current term:EMPS Director: EMPS/ES Assiqnments:Priman.r)

then Set wi Email CM Req Completed to 1

then Calculate Current temiwi CurnmWalue (before] plus Current termiwi Email CM Beq Completed (Output to Variable: ¢ cummy wiEmailCMReqCompleted )

then Set wi CummValue to Variable: ¢ cummy wiEmailCMBegCompleted

then Set wi CummVialue (beforel to Current remmewi CummValue

then Set wt Email CM Reg Completed to Email Motification Has Been Sent to C...

then Settmp CM Updates to Waiting for ChM Appaointrnent

then Collect Appeoint Change Management Meeting from Current Iterm:EMPS Director (Cutput to Yariable: Task ID for Appointrment of Change Management Meeting )

Step B: Change Management Meeting Scheduled

If Current Iterm:Request Status equals CM Meeting Scheduled

and Current Item:Request Status (before] equals Transition Tertiany Workflow - T Mee...

P DIRE . T T | T SR, T . S S . PR .




= - ﬁEMF‘S p Workflows B Secondary Request Workflow Tasks ¢ Editor p

then Calculate Enhancernent Requestsiwi CurnmValue (before] plus Enhancement Requestsiwi Email EMPS/ES Reviewd (Qutput to Variable: varC CurmmV wiEmailEMPSReviewd |

then Update itern in Enhancement Requests

then Log w.EMD TRAMSFER from Primary Reques.., to the workflow history list

then Log Step 3: If (3): Set Due Date, Title, ... to the workflow history list

If Current Iterm:Content Tyvpe equals Assignment of Enhancement Request to ..,

Current reretmp EMPS Task Status not equals Current Itemitmp EMPS Task Status (hefore)

and
and Current tem:tmp EMPS Task Status equals Initiated

|Add 12 hours to Current Item:Due Date (Cutput to Variable: varEMPS36HrDuelt |

then Set 36Hrs Post Due Date to Yariable: varEMPS36HDueDt

then Set trp EMPS Task Status to EMPS Analyst Beview 1

then Create item in utilWidflw5tatUpdates (Output to Variable: create? )

then Set trp EMPS Task Status (before) to EMPS Analvst Review 1

then Create item in utilWlflw5tatUpdates (Output to Variable: created )

then Set workflow status to EMPS Analyst Review 1

then Update itemn in Enhancement Requests

then Log Step 3: If (4): Set 36Hrs Post Due Da... to the workflow history list

then Log EMPS Analyst review workflow started, to the workflow history list

Step 4: Determine whether EMPS task is complete (Forwarded to sister campuses) by Due Date, Email Reminder if Not Complete

Comment: “*DELETE beginning here™*

If Current Iterm:Content Tvpe equals Assignment of Enhancement Request to ..,

and Enhancement Requests:EMPS Review Status equals Forwarded to Other UHS Campuses

and Current tem:tmp EMPS Task Status equals EMPS Analvst Review 1

and Current fer:Status equals Completed




+

5 ﬁEMPS P Workflows P Secondary Regquest Workflow Tasks p  Editor B

Step 9: Set/Calculate Change Management Meeting Appointment Fields

If Current term:Content Type equals Appoint Change Management Meeting

Enhancement Requestsitmp CM Updates (before] is empty

and
and Current femstmp EMPS Task Status is empty

Log Step 9: If (1): Code block started... to the workflow history list

then Set tmp EMPS Task Status to Waiting for CM Meeting Appointment

then Create itern in utilWiflwStatUpdates (Qutput to Variable: createl )

then Set Due Date to Enhancement ReguestsCM Appointment Due Date

If Current Item:fissigned To is empty

Set Assigned To to Enhancement Requests:EMPS Director

{then Add 12 howurs to Current Itern: Due Date (Output to Variable: varEMPSChgMgrmtSéHrsDuelt )

then Set 36Hrs Chghgmt Post Due Date to Vanable: varEMPSChgMagmi3aHrsDuelt

then Comment: ++++++++ 4+t tdtddtddtdtdtbtb bttt ttts,,

then Set trnp WFtemID to Current termsWorkflow Iterm ID

then Comment: ++++++++++dtdtdrtdttttrtrt+

If1 equals 2

Comment: ++ Mot sure why I originally had the b...

then Update item in Enhancement Requests

then Comment: ++++++++++++++++++++++++++++++++

then Create item in utilWiflwStatUpdates (Cutput to Variable: created( )

then Set trnp EMPS Task Status (before) to Waiting for CW Meeting Appointment

then Create item in utilWiflwStatUpdates (Cutput to Variable: create?] )

then Set workflow status to Waiting for W Meeting Appointrment
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= ﬁEMF‘S b Workflows b Secondary Regquest Workflow Tasks b Editor b

Step 12: Set Recommendation Updates

If Current Iterm:Content Twpe equals Provide Recommendation for Request

and Enhancement Reguests:Request Status equals Recommendation Pending

and Enhancement Requests:Request Status (beforel equals Ch Meeting Scheduled

and Current temitmp EMPS Task Status (before] is empty

Log Step12: If (1): Code block started.., to the workflow history list

then Set Due Date to Enhancement Requests:Recommendation Due Date

then Set trnp EMPS Task Status to Waiting for Recommendation

If Current term:fissigned To is empty

Set Assigned To to Enhancement Requests;EMPS Director

then Add 12 hours to Current Itern: Due Date (Output to Variable: varRecommendation3&HrsDuelit )

then Set 36Hrs Post Due Date to Variable: varRecommendation3gHrsDuelt

then Set trnp EMPS Task Status (before) to Waiting for Recammendation

then Set workflow status to Waiting for Recommendation

then Log ....BEGIMN TRAMSFER from Primary Requ... to the warkflow history list

then Log Stepl?: Email initiating to the workflow history list

then Email Variable: varEMPSDir

then Update itern in Enhancement Requests

then Log Stepl?: Email notification for provid... to the werkflow history list

then Log u. EMND TRAMSFER from Primary Reques.., to the workflow history list

then Log Waiting on Recommendation to be provi.. to the workflow history list

then Log Step12: If (1): Code block completed... to the workflow history list

Step 13: Determine whether Recommendation is complete by Due Date, Email Reminder if Not Complete
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Set tmp EMPS Task Status to Waiting for Recommmendation (386Hrs)

then Email Current term:fissigned To

then Log Waiting for Recommendation (36Hrs) to the workflow history list

then Set workflow status to Waiting for Recommendation (36Hrs)

then Stop the workflow and log Waiting for Recommendation (36Hrs)

then Log Step 14: If (1): Code block completed.., to the workflow history list

If Current term:Content Type equals Provide Recommendation for Request

Current Itemitmp EMPS Task Status equals Waiting for Recommendation (36Hrs)

and
and

Current Itern:Status equals In Progress

Log Step 14: If (2): Code block started... to the workflow history list

If Current kerm:tmp Reminder Counter (before] is less than 2

Set tmp Reminder Counter (before) to 2

;1-:hen Pause for 0 days, 24 hours, 0 minutes EI

then Calculate Current term:tmp Rerninder Counter (before] plus 1 (Cutput to Variable: varReminderCounterd )

then Set tmp Reminder Counter to Vanable: varReminderCounterd

then Set trp Reminder Counter (before) to Variable: varReminderCounterd

If Current term:Status equals In Progress

Ermail Current Item:Assigned To: Enhancement RequeststmpPrimaryfssignment?: Enhancement RequestsitmpSecondanyfssignment?

then Log Step 14: If (2): Code block completed... to the workflow history list

Step oc: Set Document Preparation Updates
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= ﬁEMF‘S b Workflows p Tertiary Reguest Wflowl - Forward Other UHS Campuses ¢ Editor p

or Current Item:Request Status equals Recommendation Completed

or Current tem: AYP or Designee Approval Status equals Mot Approved

Stop the workflow and log End workflow

Step 1: Transition Workflow where 5tatus is Updated to Forwarded for Sister Campus Review

If 1 equals 2

Log Begin 'Step 1: Transition Workflow wh... to the workflow history list

then Wait for EBPS Review Status to equal Forwarded to Other UHS Campuses

then Wait for wi_CurmmValue to equal 7

then Log Begin 'Step 1: Transition Workflow wh... to the workflow history list

then Log Step 10 Wait for ERS to equal "Forwar., to the workflow history list

If Current Iterm:EMPS Review Status (heforel not equals Current ken:EMPS Review Status

Set Request Status (before) to Transition Tertiany Workflow - Other ..

then Set 72Hr Beqin Date to Current Item:Modified

th en Add E .h ours .tu:u i:.:l_.lrrvar%’.c I.t.em:f;uﬁc;.t:‘.liﬁ-e;':l .(G.L.rtpuf.t.n. .11’; r-iai:.}le: ?af?.:?l.-.irE.n d.D;t.e-]

then Set 72Hr End Date to Variable: varl ZHrEndDate

then 5et Request Status to Other UHS Campuses Review

then Set worlflow status to Other UHS Campuses Review

then Set EMPS Review Status (before)] to Current kerm:EMPS Review Status

then Log Stepl: IF(1): Set RS (bd), 72HrBeginD... to the workflow history list

| mlbitadey

then Commen update task date completed was her...

then Log End 'Step 1: Transition Workflow wher... to the worlflow history list

Step 1A: Set Notification Users
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= < -ﬁEMF‘S P Workflows p Tertiary Request Wflow?2 - 3Day Other UHS Campuses Review p Editor

or LUMEnT ITEMSWT UMy dide 15 greater Thdn 1L

or Current Itemewi Cummyalue is less than or equal to 8

or current Iterm:Feguest Status equals Recommendation Completed

or Current tem: AVE or Designee Approval Status equals Mot Approved

Stop the workflow and log End worldflow

Step 1: Transition Workflow where EMPS Review Status is Updated to Completed

If 1 equals 2

Wait for EMPS Review Status to equal Completed

then Wait for wi CummValue to egual 11

then Log Begin 'Step 1: Transition Workflow wh... to the workflow history list

If Current Iterm:EMPS Beview Status (beforel not equals Current kerm:EMPS Review Status

Set Request Status (before) to Transition Tertiany Workflow - T Mee..,

E.thn.=-_r'| Add 24 hours to Current tern:Maedified (Output to Variable: var2d HrCMAppointmentDueDate |

then Set CW Appointment Due Date to Vanable var?4HrCMAppointmentDuelate

then Set Request Status to Pending CM Appointrment

then Set workflow status to Pending CM Appointment

then Set EMPS Review Status (before) to Current term:EMPS Review Status

then Log End 'Step 1: Transition Workflow wher... to the workflow history list

Step 2: Sister Campuses Completion Updates, Email Notific for CM Meeting Assignment, Task Assignment

I vm Bemin "Sten 2 Sicter (Camnticec §amnle Fo the wenrkFlowe Bictome ek
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= = ﬁEMF‘S b Workflows b Tertiary Request Wflows - Schedule CM Meetng b Editor

then Set Variable: varfttendee TechMagrto

Elze

Set tmp uFld3 CM TechMar to [$Current fer:Technical Manager(s]3a]:

then Set Variable: varfittendee TechMgr to Current ten: Technical Manager(s)

then Log End 'Step 14: Set Motification Users' to the workflow history list

Step 2: Change Management Meeting Scheduled

Log Begin ‘Step 2 Change Management Meet... to the workflow history list

If Current lterm:Reguest Status eguals CW Meeting Scheduled

and Current tem:Request Status (before] equals Transition Tertiany Workflow - CW Mee...

Set Reguest Status (before] to Current Iterm:Reguest Status

j;chen Add 1 hours to Current Itern:CM Review Meeting Date/Tirme (Qutput to Variable: varCMBeviewMeetingEnd ) IE[

then Log Calc varCMReviewlMeetingEnd to the workflow history list

then Add -24 hours to Current Iterm:CM Review Meeting Date/Time (Cutput to Variable: varCMReviewMtgReminder )

then Log Calc varCMReviewhtgReminder to the workflow history list

then Log [nitiating creation of calendar itern to the workflow history list

then Create item in Calendar (Qutput to Variable: Task ID for Creating €M Calendar Entry )

then Log Calendar item created to the workflow history list

If Current term:Requesting Campus equals UHCL

Set Variable: varfpprelUHCL to [%Current term:AVE or Designee Approv...

Elze

Set Vanable: varfpprvlUHCL to [%6Current tem:UHCL AVP(=) or Designe...

then Log varfpprvlUHCL completed to the workflow history list
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= > ﬁEMPS P Workflows p Tertiary Request Wflows - Schedule CM Meetng ¢ Editor p

then Set Variable: varAttendee TechMgrto

Elze

Set tmp wFld3 CM TechMar to [3aCurrent tem: Technical Manageris) 3]

then Set Vanable: varittendee TechMagr to Current tem:Technical Manager(s)

then Log End 'Step 1A: Set Notification Users' to the workflow history list

Step 2: Change Management Meeting Scheduled

Log Begin 'Step 2: Change Managerent Meet... to the workflow history list

If Current Iterm:Request Status equals CW Meeting Scheduled

and Current Item:Request Status (before] equals Transition Tertiany Workflow - T Mee...

Set Reguest Status (before) to Current Iterm:Request Status

then Add 1 hours te Current Tterm:CM Review Meeting Date/Time (Cutput to Variable: varCMReviewMeetingEnd )

then Log Calc varCMReviewMeetingEnd to the workflow history list

then Add -24 hours to Current Itermn:CM Review Meeting Date/Time (Qutput to Variable: varCMReviewMtgReminder )

then Log Calc varCMReviewbtgReminder to the workflow history list

then Log [nitiating creation of calendar itern to the workflow history list

then Create item in Calendar (Output to Variable: Task ID for Creating CM Calendar Entry

then Log Calendar item created to the workflow history list

If Current Item:Requesting Campus equals UHCL

Set Varable: varfpprdUHCL to [3Current Iterm:AVE or Designee Approv..,

Elze

Set Variable: varfpprvlUHCL to [3Current Item: UHCL 8YP(s] or Designe...

then Log varfpprvlJHCL completed to the workflow history list
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Log Begin set varErmaill To to the workflow history list

then Set Variable: varEmaill Toto [%Current kermitmp uFld3 CW EMPSARaly...

then Log Initiating ernail to the workflow history list

then Email Varnable: varEmaill To

Elze if Current Item:Review Type equals For Formal Review

Set Vanable: varEmail2 To to [%Current kermstmp uFld3 CM Presenter...

then Set Variable: varEmail2 Ccto [%aCurrent Itemitmp uFld RC AVPSE]: [FaC...

then Log Initiating ernail to the workflow history list

then Email Yariable: varEmail? To

then Set wi Ernail Scheduled Meeting to 1

then Calculate Current Itermawi CummValue (before] plus 1 (Cutput to Variable: ¢ curmmmy wiEmailSchduledMtg )

then Set wi CummValue to Vanable: ¢ cummv wiEmailSchduledMtg

then Set wi CummValue (before] to Variable: ¢ cummv wiEmailschduledhtg

then Set wt Email Scheduled Meeting to Email Motification Has Been Sent to A,

then Add 10 minutes to Current Itern: CM Review Meeting Date/Time (Output to Variable: varRecommendationDuelate )

then Set Recommendation Due Date to Yanable: varBecommendationDuelate

If 1 equals 2

Comment: 5ee onginal Primary Request wilow, 5...

then Set Request Status to Recommendation Pending

then Set trp CM Updates to Recommendation Pending

then Collect Provide Recormnmendation for Request from Current term:EMPS Director (Qutput to Variable: Task ID for Recommendation )

then Log End 'Step 2: Change Management Meetin... to the workflow history list

then Stop the workflow and log Workflow Ended




* | Fields v X

Drag a field to add it to the form.

Insert a Field:

=% UHM Campus Comments -
,_j,}} UHY Campus Comments
CM Review Meeting Date,/Tim

Request Presenter

EMPS Director

ES Director(s)

Campus Functional Analyst(s]

CampusES Developer(s)

Campus Lead(s)_

Technical Manager(s)

EMPS Analyst(s)

[ EMPS Director Review Status
=B Es Director(s) Review Status
_‘E Campus Functional Analyst(s]
_E Campus/ES Developer(s) Rev
_H Campus Lead(s)_ Review Sta

i 0 |60 |0 D | 8D || &

Rules - X
Value By G @ X
=

Hide control in display view

=

Update tmp_Desc Recommendation

Details for
;_Update tmp_Desc_Recommendation |

Condition:
Mone - Rule runs when field ch...

Rule type:
Action

Run these actions: *
Set a field's value: tmp_Recom_H...

|:| Don't run remaining rules if
the condition of this rule is met

Field:
:Itmg Recom Holding
Value:

|




Define E-rnail Message

=
Ta: Current Itern:EMPS Analyst |E|
ZiC Current Ikerm:ES Manager |@

Subject:  |Motification of Enhancement Request [%:Current kem:Request Mumber3t]: [#Current ItE| ”E|
Tahama [=] 10 [=l[B][z][u] m suomsti -2
An enhancement request for business area [%Current e Business Area%] has been
submitted by [%Current Item:Created By%] and approved by [%eCurrent Itern:AYPs) or
Designes(s)¥]. The request has been assigned to you for EMPS/ES review, Please review

the request and update the ShareFoint item accordingly, Please ensure the request is
forwarded for sister campus(es) review within the next 24 hours,

I

Reguest
[#6Current e :Request Nurmber %6 1: [%Current Item Enhancement Request Title%a]

add or Change Lookup

(04 | | Cancel |




i 1
1 2 Request Cancelled:

I 3 DocSubmision

1 4 Requesting Campus Apprvl

1 5  EMPS/ES Cursory Review

5  Other UHS Campuses Review-Begin
I 6 ReviewUHCL

05 65  ReviewUh

05 7 ReviewUHu

1 8 ReviewUHV

0.5 8.5  Other UHS Campuses Review-End
0.5 9 EMPS Final Review

1 10 CM Review Scheduled

0.5 10.5 Recommendation Provided

05 u

1w

05 125

05 13

1w

05 145

05 15

1 %

16

T

=IF([AVP or Designee Approval Status]="Approved","A",IF([AVP or Designee Approval Status]="Not
Approved","N",IF(AND(wi_CummValue=3,[wi_AVP Apprv/Disapprvl<>1),"1","")))

=IF([AVP or Designee Approval Status]="Approved","A",IF([AVP or Designee Approval Status]="Not
Approved","N",IF(AND(wi_CummValue=3,[wi_AVP
Apprv/Disapprv]<>1),"I",IF(AND(wi_CummValue<4,[Request Status]<>"Request Cancelled"),"I",""))))

=IF([wi_EMPS/ES Review 1 (Rgst)]=0.5,"C",IF(AND(wi_CummValue=6,[wi_EMPS/ES Review 1
(Rgst)]<>0.5),"1",""))

=IF([wi_EMPS/ES Review 1 (Rgst)]=0.5,"C",IF(AND(wi_CummValue=6,[wi_EMPS/ES Review 1
(Rgst)]<>0.5),"I",IF(AND(wi_CummValue<4,[Request Status]<>"Request Cancelled"),"I","")))

=IF([wi_Other UHS Review - Begin]=0.5,"C",IF(AND(wi_CummValue=8.5,[wi_Other UHS Review -
Begin]<>0.5),"I",""))

=IF([wi_Other UHS Review - Begin]=0.5,"C",IF(AND(wi_CummValue=8.5,[wi_Other UHS Review -
Begin]<>0.5),"I",IF(AND(wi_CummValue<8.5,[Request Status]<>"Request Cancelled"),"1","")))

=IF(AND(ApprviStatus_UHCL="Not
Reviewed",NOT(ISBLANK(ApprvIName_UHCL))),"I",IF(ApprviStatus_UHCL="Approved","A",IF(ApprvISt
atus_UHCL="Not Approved","N","")))

=IF(AND(ApprviStatus_UHCL="Not
Reviewed",NOT(ISBLANK(ApprviIName_UHCL))),"I",IF(ApprviStatus_UHCL="Approved","A",IF(ApprvISt
atus_UHCL="Not Approved","N",IF(AND([wi_Other UHS Review - Begin]<>0.5,[Request

o000~~~ T 00— 00X

- - -r»>»>»»>rr_ >

z2zz22

‘Cancellled

‘Submitted

‘Request Approval
"EMPS Review
‘Campuses Review-Begin
‘Review-UHCL
‘Review-UHD
‘Review-UHM
‘Review-UHV
‘Campuses Review-End
"EMPS Review-Final
*CM Mtg Scheduled
‘Recommendation

=IF([AVP o
=IF([wi_EN
=IF([wi_Ot
=IF(AND(A
=IF(AND(A
=IF(AND(A
=IF(AND(A
=IF([wi_Ot
=IF([wi_EN
=IF([wi_M
=IF([wi_Re

I

NAL
[Request Status]="Request Cancelled","X","")
[wi_Doc Submission]=1,"C",IF([Request Status]<>"Request Cancelled","",""))

rev

IF
IF

(
(
'=IF([AVP ¢ =IF([AVP or Designee Approval Status]="Approved","A",IF([AVP or Designee Appro
'=IF([wi_El =IF([wi_EMPS/ES Review 1 (Rgst)]=0.5,"C",IF(AND(wi_CummValue=6,[wi_EMPS/ES
'=IF([wi_O =IF([wi_Other UHS Review - Begin]=0.5,"C",IF(AND(wi_CummValue=8.5,[wi_Other
'=IF(AND(# =IF(AND(ApprviStatus_UHCL="Not Reviewed",NOT(ISBLANK(ApprvIName_UHCL))),
'=IF(AND(# =IF(AND(ApprviStatus_UHD="Not Reviewed",NOT(ISBLANK(ApprvIName_UHD))),"|
=IF(AND(A =IF(AND(ApprviStatus_UHM="Not Reviewed",NOT(ISBLANK(ApprviIName_UHM))),'
=IF(AND(A =IF(AND(ApprviStatus_UHV="Not Reviewed",NOT(ISBLANK(ApprvIName_UHV))),"|
=IF([wi_Ot =IF([wi_Other UHS Review - End]=0.5,"C",IF(AND(wi_CummValue=8.5,[wi_Other U
'=IF([wi_El =IF([wi_EMPS/ES Review 2 (Rgst)]=0.5,"C",IF(AND(wi_CummValue=10,[wi_EMPS/E
'=IF([wi_M =IF([wi_Meeting Scheduled (Rgst)]=0.5,"C",IF(AND(wi_CummValue=12,[wi_Meetin
'=IF([wi_R« =IF([wi_Recommendation (Rgst)]=0.5,"C",IF(AND(wi_CummValue=14,[wi_Recomm



=IF(AND(ApprviStatus_UHD="Not
Reviewed",NOT(ISBLANK(ApprvIName_UHD))),"I",IF(ApprviStatus_UHD="Approved","A",IF(ApprviStat
us_UHD="Not Approved","N","")))

=IF(AND(ApprviStatus_UHD="Not
Reviewed",NOT(ISBLANK(ApprvIName_UHD))),"I",IF(ApprviStatus_UHD="Approved","A",IF(ApprviStat
us_UHD="Not Approved","N",IF(AND([wi_Other UHS Review - Begin]<>0.5,[Request

=IF(AND(ApprviStatus_UHM="Not
Reviewed",NOT(ISBLANK(ApprvIName_UHM))),"I",IF(ApprviIStatus_UHM="Approved","A",IF(ApprvISta
tus_UHM="Not Approved","N","")))

=IF(AND(ApprviStatus_UHM="Not
Reviewed",NOT(ISBLANK(ApprvIName_UHM))),"I",IF(ApprvIStatus_ UHM="Approved","A",IF(ApprviSta
tus_UHM="Not Approved","N",IF(AND([wi_Other UHS Review - Begin]<>0.5,[Request

=IF(AND(ApprviStatus_UHV="Not
Reviewed",NOT(ISBLANK(ApprvIName_UHV))),"I",IF(ApprviIStatus_UHV="Approved","A",IF(ApprviStat
us_UHV="Not Approved","N","")))

=IF(AND(ApprviStatus_UHV="Not
Reviewed",NOT(ISBLANK(ApprvIName_UHV))),"I",IF(ApprviIStatus_UHV="Approved","A",IF(ApprviStat
us_UHV="Not Approved","N",IF(AND([wi_Other UHS Review - Begin]<>0.5,[Request

=IF([wi_Other UHS Review - End]=0.5,"C",IF(AND(wi_CummValue=8.5,[wi_Other UHS Review -
End]<>0.5),"I",""))

=IF([wi_Other UHS Review - End]=0.5,"C",IF(AND(wi_CummValue=8.5,[wi_Other UHS Review -
End]<>0.5),"I",IF(AND(wi_CummValue<9,[Request Status]<>"Request Cancelled"),"I","")))

=IF([wi_EMPS/ES Review 2 (Rgst)]=0.5,"C",IF(AND(wi_CummValue=10,[wi_EMPS/ES Review 2
(Rgst)]<>0.5),"1",""))

=IF([wi_EMPS/ES Review 2 (Rgst)]=0.5,"C",IF(AND(wi_CummValue=10,[wi_EMPS/ES Review 2
(Rgst)]<>0.5),"I",IF(AND(wi_CummValue<11,[Request Status]<>"Request Cancelled"),"I","")))

=IF([wi_Meeting Scheduled (Rgst)]=0.5,"C",IF(AND(wi_CummValue=12,[wi_Meeting Scheduled
(Rgst)]<>0.5),"I",""))

=IF([wi_Meeting Scheduled (Rgst)]=0.5,"C",IF(AND(wi_CummValue=12,[wi_Meeting Scheduled
(Rgst)]<>0.5),"1",IF(AND(wi_CummValue<13,[Request Status]<>"Request Cancelled"),"I","")))

=IF([wi_Recommendation (Rgst)]=0.5,"C",IF(AND(wi_CummValue=14,[wi_Recommendation
(Rgst)]<>0.5),"1",""))

=IF([wi_Recommendation (Rgst)]=0.5,"C",IF(AND(wi_CummValue=14,[wi_Recommendation
(Rgst)]<>0.5),"I",IF(AND(wi_CummValue<15,[Request Status]<>"Request Cancelled"),"I","")))




SUMMARY WORKSTEPS

Participant/Role

1{Requestor Initiate Request {Digital Document} Requestor initiates the digital enhancement request .
Requestor either completes the required initial documentation or cancels the request. After
completing the initial documentation, the requestor updates the status of the request for submission
to the Requesting Campus Reviewers and approval/disapproval by the AVP/Designee. If the request is
cancelled, the process and workflow terminates. If the request is submitted for review and
AVP/Designee approval, an email notification is sent to the Requesting Campus Reviewers informing
2|Requestor Submit for Approval or Cancel Request {Digital Document} them of the request, and their needed review and update of the digital document.
Workflow/Requestor IF: If Cancelled, Process and Workflow Terminates
IF: If Submitted for AVP Approval, Email Notification sent to Requesting
Workflow/Requestor Campus Reviewers
Requesting Campus Reviewers review the enhancement request and make a determination if the
3|Requesting Campus Reviewers|Review Request {Digital Document} request should be approved.

Requesting Campus Reviewers

Update Review Statuses...{Decision-Data Gateway} AVP/Designee
Approve or Deny Request?

Requesting Reviewers update the appropriate statuses of the request. An email notification is sent to
the Requestor and identified Requesting Campus Reviewers informing of the updated
Approval/Disapproval status of the AVP/Designee. If the AVP/Designee does not approve the request,
the process and workflow terminates. If the AVP/Designee approves the request, an email notification
is sent to the EMPS Analyst and ES Technical Manager informing them of the AVP/Designee approved

Email Notification sent to Requesting Campus Reviewers Informing of

Workflow/Requestor Approval/Deny Decision
Workflow/Requestor IF: If Not Approved, Process and Workflow Terminates
Workflow/EMPS IF: If Approved, Email Notification Sent to EMPS/ES
EMPS Analyst performs a cursory review of the request, then updates the xxxxxxxx status to
"Forwarded to Other UHS Campuses" and updates the associated Task as "Completed". If the workstep
is not completed within 24 hours, a reminder is emailed to the EMPS Analyst. Worksteps not completed
Review and Forward Request... {Digital Document}...{Text Artifact: after the second reminder are escalated, and loops through every 24 hours until finished. The ES
"EMPS Must Both (a) Update Request Status and (b) Update Task Technical Manager performs a cursory review and updates cursory technical information such as the
5|EMPS Status"} potential assigned developer and estimated development hours.
Workflow {Timer} 24Hr timer
Workflow/EMPS {Decision - Event Data Gateway} Forward Request Completed?
IF: If EMPS has not completed the workstep/task, a Reminder is
Emailed...{Loops}...{Text Artifact: "Tasks Not Completed After the
Workflow/EMPS Second Reminder Are Escalated"}
Once the request has completed the "Forward to Other UHS Campuses" activity, an email notification is
6|Workflow/Other Campuses Email Notification sent to Other UHS Campuses Reviewers sent to all of the impacted Other UHS Campuses Reviewers informing them of the enhancement

Other Campuses

Review Request and Update Document {Digital Document}

The impacted Other UHS Campuses (non-initating campuses) reviews the enhancement request, and
each campus' AVP/Designee and involved reviewers updates the digital document with their
appropriate review/approval statuses. The Other UHS Campuses have an allotted three days to update
the online document with their approval/review statuses.

Workflow

{Timer} 3Day pause

Workflow/EMPS

Email Notification sent to EMPS Informing of 3-Day Expiration

Workflow sends an email notification to the EMPS Analyst informing of the expiration of the 3-Day
Other UHS Campuses review.




Complete Request...{Digital Document}...{Text Artifact: "EMPS Must

EMPS Analyst completes the request by updating the xxxxxxx status to "Complete", and updates the
associated Task as "Completed". If the workstep is not completed within 24 hours, a reminder is
emailed to the EMPS Analyst. Worksteps not completed after the second reminder are escalated, and

9(EMPS Both (a) Update Request Status and (b) Update Task Status"} loops through every 24 hours until finished.

Workflow {Timer} 24Hr timer

Workflow/EMPS {Decision -Event Data Gateway} EMPS Update Completed?
IF: If EMPS has not completed the workstep/task, a Reminder is
Emailed...{Loops}...{Text Artifact: "Tasks Not Completed After the

Workflow/EMPS Second Reminder Are Escalated"}
Email Notification sent to Change Management Informing of Completed |Workflow sends an email notification to Change Management informing of the completion of final

10(Change Management Request reviews and documentation preparation, and that a change management meeting needs to be

Change Management updates the request with the date/time the change management review meeting
will be conducted, and updates the associated Task as "Completed". If the request Review Type is "For
Documentation Purposes Only", an email notification informing of the scheduled change management
meeting is sent to EMPS/ES and Change Management. However, if the request Review Type is "For
Formal Review", an email notification informing of the scheduled change management meeting is sent
to Requesting Campus Reviewers, Other UHS Campuses Reviewers, EMPS/ES, and Change
Management. If the workstep is not completed within 24 hours, a reminder is emailed to the EMPS
Program Manager and EMPS Executive Director. Worksteps not completed after the second reminder

11(Change Management Schedule Change Management Meeting... {Digital Document} are escalated, and loops through every 24 hours until finished.
Workflow {Timer} 24Hr timer
Workflow/ChgMgmt {Decision - Event Data Gateway} EMPS Update Completed?
IF: If EMPS has not completed the workstep/task, a Reminder is
Emailed...{Loops}...{Text Artifact: "Tasks Not Completed After the
Workflow/ChgMgmt Second Reminder Are Escalated"}
Workflow/ChgMgmt {Decision -Data Gateway} Meeting Review Type?
IF: If Meeting Review Type is "For Documentation Purposes Only", Email
Workflow/EMPSES Notification Sent to EMPS/ES and Change Management

Workflow/All Roles

IF: If Meeting Review Type is "For Formal Review", Email Notification
Sent to Requesting Campus Reviewers, Other UHS Campuses Reviewers,
EMPS/ES, and Change Management

A meeting Is conducted to discuss the enhancement request. Change Management follows up the
meeting by updating the request with a "Recommendation", and updating the associated Task as
"Completed". If the workstep is not completed within 24 hours, a reminder is emailed to the EMPS
Executive Director and Program Manager. Worksteps not completed after the second reminder are
escalated, and loops through every 24 hours until finished. Once the Recommendation workstep is
completed, an email notification is sent to all participants on the request informing of the

12|Change Management Conduct Meeting and Provide Recommendation... {Digital Document} [Recommendation provided; the process and workflow terminates.
Workflow {Timer} 24Hr timer
Workflow/ChgMgmt {Decision - Event Data Gateway} Chg Mgmt Update Completed?
IF: If CM has not completed the workstep/task, a Reminder is
Emailed...{Loops}...{Text Artifact: "Tasks Not Completed After the
Workflow/ChgMgmt Second Reminder Are Escalated"}

Workflow/All Roles

Email Notification Sent to Requesting Campus Reviewers, Other UHS
Campuses Reviewers, EMPS/ES, and Change Management




1. SUMMARY PROCESS STEPS

1.
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11.

12.

13.

14.
15.

16.
17.
18.

19.
20.
21.

22,
23.

Requestor initiates request in Sharepoint

Requestor saves system document

WORKFLOW updates field 'Request Status', 'Campus Functional Analyst_(CM)', 'Campus Developer_(CM)',
‘Campus Presenter’

WORKFLOW sends email notification to Requesting Campus Reviewers:

Appropriate requesting campus reviewers update their 'Review Status' fields

Requesting campus AVP/Designee updates their 'Approval Status' fields and saves changes

WORKFLOW updates field 'Request Status'

WORKFLOW sends email notification to EMPS/ES for Approved requests:

EMPS analyst updates their 'EMPS Review Status' fields (and updates Section 1 items as appropriate) and
saves changes; ES managers updates their 'ES Review Status' fields and save changes

. WORKFLOW sends email notification to Sister Campuses Reviewers identified in 9-b-iv above where

populated once EMPS updates field 'EMPS Review Status' to "Forwarded for Sister Campuses Review"
and saves status

WORKFLOW updates field 'Request Status'; 72-Hour review period begins (another hidden field also
updated???) and updates field 'CM ES Developer'

Appropriate sister campuses reviewers update their 'Review Status' fields and AVP/Designees update
their 'Approval Status' fields

WORKFLOW updates field 'Request Status' and field 'EMPS Review Status' at end of 72-Hour review
period

WORKFLOW sends email notification to EMPS for Post 72-Hr review and update:

EMPS analyst reviews request for completeness and updates 'EMPS Review Status' field to completed
(and updates Section 1 and Section 2 items as appropriate) and saves changes

WORKFLOW sends email notification to Change Management reviewers

Change management EMPS/ES Director assigns 'CM Review Date/Time' for request item

WORKFLOW sends email notification to Change Management reviewers from #16 above of the meeting
date/time (phone bridge# nnn-nnn-nnnn, pin# nnn)

CM Reviewers conduct meeting

CM Reviewers update their prospective ‘Review Status' fields to value "Reviewed"

CM Team updates 'Reviewers Recommendations (Completed by Change Management Team)', 'Support
for Change Management Team's Recommendation’, and 'Recommended Enhancements’ fields
WORKFLOW sends email notification of Recommendation Status to parties of interest

EMPS analyst updates 'CSR Number' field if development work needed based on recommendation

2. DETAILED PROCESS STEPS

1. Requestor initiates request in Sharepoint

1.

Fields populated by Requestor:
i.  Enhancement Request Title [Section 1]
ii. Business Area [Section 1]
1. Academic Advising | Admissions | Campus Community | Financial Aid | Reporting | Security |
SEVIS | Student Financials | Student Records | Student Recruiting {single selection}
iii. Requesting Campus [Section 1]
1. UH | UHCL | UHV | UHD {single selection}
iv. Date Desired in Production [Section 1]
V. Enhancement Type 1 [Section 1]
1. Administrative | Self-Service {multiple selection}
vi. Enhancement Type 2 [Section 1]
1. Federal | State | Institutional {single selection}
vii.  Enhancement Category [Section 1]
1. Preventative | Corrective | Expansion {multiple selection}

viii. Developer Resources to be Used [Section 1]



2.

Xi.
Xii.
xiii.
Xiv.
XV.
Xvi.
Xvii.

Xviii.

1. UHS Developer | Campus Developer {single selection}
Description of Request [Section 1]
Current Business Practice [Section 1]
Delivered Campus Solutions Functionality [Section 1]
Description of Requested Enhancement [Section 1]
University Community Affected by the Proposed Enhancement [Section 1]
Benefit(s) of Proposed Ehancement (Also specify.....) [Section 1]
Risk/Impact of not performing the Proposed Enhancement [Section 1]
Potential Cost Saving [Section 1]
Proposed Enhancement and Alternatives [label; Section 1]
1. Option 1: [Section 1]
Option 1: Proposed Enhancement and Alternative [Section 1]
Option 1: Estimated Manual Hours [Section 1]
Option 1: Number of Students Affected [Section 1]
Option 1: Number of Administrative Users Affected [Section 1]
Option 2: [Section 1]
Option 2: Proposed Enhancement and Alternative [Section 1]
Option 2: Estimated Manual Hours [Section 1]
Option 2: Number of Students Affected [Section 1]
. Option 2: Number of Administrative Users Affected [Section 1]
. Option 3: [Section 1]
. Option 3: Proposed Enhancement and Alternative [Section 1]
. Option 3: Estimated Manual Hours [Section 1]
. Option 3: Number of Students Affected [Section 1]
. Option 3: Number of Administrative Users Affected [Section 1]
. Upcoming Oracle Improvements: [Section 1]
. Upcoming Oracle Improvements: Proposed Enhancement and Alternative [Section 1]
. Upcoming Oracle Improvements: Estimated Manual Hours [Section 1]
. Upcoming Oracle Improvements: Number of Students Affected [Section 1]
20. Upcoming Oracle Improvements: Number of Administrative Users Affected [Section 1]
Requesting Campus Review [label; Section 1]
1. Request Presented By [Section 1]
2. Business Owner [Section 1]
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4. Campus Functional Analyst [Section 1]

6. Campus Developer (if to be assigned) [Section 1]

8. Campus Lead [Section 1]

10. AVP or Designee [Section 1]

12. Requesting Campus Review Status [Section 1]

a. Document Preparation | Submitted for AVP Approval | Request Cancelled {default is

'Document Preparation'}
13. Requesting Campus Comments [Section 1]

Fields populated automatically:

Created By [Section 1]



ii.
iii.
iv.

Date Created [Section 1]
ID Number [internal system document number]
Request Number [Section 5] = "CMR" & left pad (ID Number, 0, 4)

2. Requestor saves system document

3. WORKFLOW updates field 'Request Status', 'Campus Functional Analyst (CM)', 'Campus Developer (CM)',

'Campus Presenter'

1. Fields populated automatically:

vi.
vii.
viii.

Request Status [Section 5] = "Initiated" where Requesting Campus Review Status is "Document
Preparation”

Request Status [Section 5] = "Requesting Campus Review" where RCRS field is "Submitted for AVP
Approval"

Request Status [Section 5] = "Cancelled" where RCRS field is "Request Cancelled"

Presenter (Initiating Campus) [Section 3] = field 'Request Presented By' in Section 1

Functional Analyst (Initiating Campus) [Section 3] = field 'Campus Functional Analyst' in Section 1
Developer (if to be assigned, Initiating Campus) [Section 3] = field 'Campus Developer' in Section 1
EMPS Analyst_(CM) [Section 3] = "Analyst per the Workflow Analyst Lookup table"

Campus Lead [UHCL/UHM/UHV/UHD] [Section 3] = field 'Campus Lead' in Section 1 based on logic
using 'Requesting Campus' field from Section 1

4., WORKFLOW sends email notification to Requesting Campus Reviewers:

1. Business Owner of requesting campus (based on field '‘Business Owner')
2. Campus Functional Analyst of requesting campus (""")
3. Campus Developer of requesting campus (""")
4. Campus Lead of requesting campus (""")
5. AVP/Designee of requesting campus (""")
5. Appropriate requesting campus reviewers update their 'Review Status' fields

1. Fields populated by Reviewers:

Requesting Campus Review [label; Section 1]
3. Business Owner Review Status [Section 1]
a. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

5. Campus Functional Analyst Review Status [Section 1]
a. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

7. Campus Developer Review Status [Section 1]
a. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

9. Campus Lead Review Status [Section 1]
a. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

12. Requesting Campus Comments [Section 1]

6. Requesting campus AVP/Designee updates their 'Approval Status' fields and saves changes

1. Fields populated by AVP/Designee:

Requesting Campus Review [label; Section 1]



11. AVP/Designee Approval Status [Section 1]
a. Not Reviewed | Approved | Not Approved {single selection- default 'Not Reviewed'}
12. Requesting Campus Comments [Section 1]
WORKFLOW updates field 'Request Status'
1. Fields populated automatically:
i. Request Status [Section 5] = "Requesting Campus AVP Approval" where AVP/Designee approval
status is "Approved"
ii. Request Status [Section 5] = "Requesting Campus AVP Disapproval" where AVP/Designee approval
status is "Not Approved"
WORKFLOW sends email notification to EMPS/ES for Approved requests:
1. EMPS analyst (based on field 'Business Area')
2. Technical Managers (Leo Moreno, Khalid Bhatti)
EMPS analyst updates their 'EMPS Review Status' fields (and updates Section 1 items as appropriate) and saves
changes; ES managers updates their 'ES Review Status' fields and save changes
1. Fields populated by ES:
i.  ES Review Status [Section 2]
1. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'} [Section 2]
ii. Estimated Development Hours [Section 2]
iii. ES Developer (if Campus Developer not assigned) [Section 2]
iv. ES Comments [Section 2]
2. Fields populated by EMPS analyst:
i Section 1 items as appropriate
ii. Module(s) Affected [Section 2]
1. Academic Advising | Admissions | Campus Community | Financial Aid | Reporting | Security |
SEVIS | Student Financials | Student Records | Student Recruiting {multiple selection}
iii.  Campus(es) Affected [Section 2]
1. UH | UHCL | UHV | UHD {multiple selection}
iv.  Sister Campuses Review [Section 2]...(EMPS only fill out for non-requesting campuses and leave
blank the group of fields for the requesting campus)
1. UHM Business Owner [Section 2]
UHM Campus Functional Analyst [Section 2]
UHM Campus Lead [Section 2]
UHM AVP or Designee [Section 2]
UHCL Business Owner [Section 2]
UHCL Campus Functional Analyst [Section 2]
UHCL Campus Lead [Section 2]
UHCL AVP or Designee [Section 2]
UHV Business Owner [Section 2]
10. UHV Campus Functional Analyst [Section 2]
11. UHV Campus Lead [Section 2]
12. UHV AVP or Designee [Section 2]
13. UHD Business Owner [Section 2]
14. UHD Campus Functional Analyst [Section 2]
15. UHD Campus Lead [Section 2]
16. UHD AVP or Designee [Section 2]
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V. EMPS Review Status [Section 2]
1. NotReviewed | Updating Documentation | Forwarded for Sister Campuses Review | Post 72-
Hr EMPS Review | Completed {single selection- default 'Not Reviewed'}
vi. EMPS Comments [Section 2]
10. WORKFLOW sends email notification to Sister Campuses Reviewers identified in 9-b-iv above where populated
once EMPS updates field 'EMPS Review Status' to "Forwarded for Sister Campuses Review" and saves status
1. UHM Business Owner
UHM Campus Functional Analyst
UHM Campus Lead
UHM AVP or Designee
UHCL Business Owner
UHCL Campus Functional Analyst
UHCL Campus Lead
UHCL AVP or Designee
UHV Business Owner
10. UHV Campus Functional Analyst
11. UHV Campus Lead
12. UHV AVP or Designee
13. UHD Business Owner
14. UHD Campus Functional Analyst
15. UHD Campus Lead
16. UHD AVP or Designee
11. WORKFLOW updates field 'Request Status'; 72-Hour review period begins (another hidden field also
updated???) and updates field 'CM ES Developer'
1. Fields populated automatically:
i Request Status [Section 5] = "Sister Campus Review" where EMPS Review Status is "Forwarded for
Sister Campus Review"
ii. ES Developer_CM [Section 3] = XXXXXXXXXXXXXXXXXXXXXXXXXX
12. Appropriate sister campuses reviewers update their 'Review Status' fields and AVP/Designees update their
'Approval Status' fields
1. Fields populated by Sister Campus Reviewers:
i.  Section 1 items as appropriate (ie Benefits, Risks, Options)
ii. Sister Campuses Review [label; Section 2]
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2. UHM Business Owner Review Status [Section 2]
a. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

4. UHM Campus Functional Analyst Review Status [Section 2]
a. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

6. UHM Campus Lead Review Status [Section 2]
a. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

8. UHM AVP/Designee Approval Status [Section 2]
a. Not Reviewed | Approved | Not Approved {single selection- default 'Not Reviewed'}

10. UHCL Business Owner Review Status [Section 2]
i.  Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

12. UHCL Campus Functional Analyst Review Status [Section 2]
i.  Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}



13.

14.

15.

16.

14. UHCL Campus Lead Review Status [Section 2]
i. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

16. UHCL AVP/Designee Approval Status [Section 2]
i. NotReviewed | Approved | Not Approved {single selection- default 'Not Reviewed'}

18. UHV Business Owner Review Status [Section 2]
i Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

20. UHV Campus Functional Analyst Review Status [Section 2]
i Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

22. UHV Campus Lead Review Status [Section 2]
i.  Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

24. UHV AVP/Designee Approval Status [Section 2]
i Not Reviewed | Approved | Not Approved {single selection- default 'Not Reviewed'}

26. UHD Business Owner Review Status [Section 2]
i Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

28. UHD Campus Functional Analyst Review Status [Section 2]
i.  Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

30. UHD Campus Lead Review Status [Section 2]
i Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

32. UHD AVP/Designee Approval Status [Section 2]
i.  NotReviewed | Approved | Not Approved {single selection- default 'Not Reviewed'}

33. Sister Campuses Comments (UHM/UHCL/UHV/UHD) [Section 2]
WORKFLOW updates field 'Request Status' and field 'EMPS Review Status' at end of 72-Hour review period
1. Fields populated automatically:
i. Request Status [Section 5] = "72-Hr Review Period Expired"
ii. EMPS Review Status [Section 2] = "Post 72-Hr EMPS Review"
WORKFLOW sends email notification to EMPS for Post 72-Hr review and update:
1. EMPS analyst (based on field 'Business Area')
EMPS analyst reviews request for completeness and updates 'EMPS Review Status' field to completed (and
updates Section 1 and Section 2 items as appropriate) and saves changes
1. Fields populated by EMPS analyst:
i. Section 1/2 items as appropriate
ii. EMPS Review Status [Section 2] = "Completed"
1. NotReviewed | Updating Documentation | Forwarded for Sister Campuses Review | Post 72-
Hr EMPS Review | Completed {single selection- default 'Not Reviewed'}
iii. EMPS Comments [Section 2]
WORKFLOW sends email notification to Change Management reviewers
1. Presenter (Initiating Campus)
Functional Analyst (Initiating Campus)
Developer (if to be assigned, Initiating Campus)
Campus Lead UHCL
Campus Lead UHM
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6. Campus Lead UHV

7. Campus Lead UHD

8. EMPS Director

9. EMPS Analyst (CM)

10. ES Director

11. ES Developer (CM)

12. ES Technical Manager (1)
13. ES Technical Manager (2)

17. Change management EMPS/ES Director assigns 'CM Review Date/Time' for request item

1. Fields populated by EMPS/ES Director:

18. WORKFLOW sends email notification to Change Management reviewers from #16 above of the meeting

CM Review Date/Time [Section 3] = "mm/dd/yyyy; hh/mm"

date/time (phone bridge# nnn-nnn-nnnn, pin# nnn)

19. CM Reviewers conduct meeting

20. CM Reviewers update their prospective 'Review Status' fields to value "Reviewed"

1. Fields populated by CM Reviewers:

vi.

vii.

viii.

Xi.

Xii.

xiii.

21. CM Team updates 'Reviewers Recommendations (Completed by Change Management Team)', 'Support for

Presenter (Initiating Campus) Review Status [Section 3]

1. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
Functional Analyst (Initiating Campus) Review Status [Section 3]

1. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
Developer (if to be assigned, Initiating Campus) Review Status [Section 3]

1. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
Campus Lead UHCL Review Status [Section 3]

1. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
Campus Lead UHM Review Status [Section 3]

1. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
Campus Lead UHV Review Status [Section 3]

1. NotReviewed | Reviewed {single selection- default 'Not Reviewed'}
Campus Lead UHD Review Status [Section 3]

1. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
EMPS Director Review Status [Section 3]

1. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
EMPS Analyst (CM) Review Status [Section 3]

1. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
ES Director Review Status [Section 3]

1. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
ES Developer (CM) Review Status [Section 3]

1. NotReviewed | Reviewed {single selection- default 'Not Reviewed'}
ES Technical Manager (1) Review Status [Section 3]

1. Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
ES Technical Manager (2) Review Status [Section 3]

Change Management Team's Recommendation', and 'Recommended Enhancements' fields

1. Fields populated by CM Team:

i
iii.
iii.
iv.
V.
vi.
vii.
viii.

Option 1 Enhancement/Alternative [Section 4]
Option 1 Estimated Development Hours [Section 4]
Option 1 Recommendation [Section 4]

Option 2 Enhancement/Alternative [Section 4]
Option 2 Estimated Development Hours [Section 4]
Option 2 Recommendation [Section 4]

Option 3 Enhancement/Alternative [Section 4]
Option 3 Estimated Development Hours [Section 4]
Option 3 Recommendation [Section 4]



X.  Option - Upcoming Oracle Improvements [Section 4]

Xi. Support for Change Management Team's Recommendation [Section 4]
Xii. Recommended Enhancements [Section 4]
xiii. Request Status [Section 4] = "Recommendation Provided"

22. WORKFLOW sends email notification of Recommendation Status to parties of interest
1. Presenter (Initiating Campus)
Developer (if to be assigned, Initiating Campus)
UHM Business Owner
UHM Campus Functional Analyst
UHM Campus Lead
UHM AVP or Designee
UHCL Business Owner
UHCL Campus Functional Analyst
UHCL Campus Lead
10. UHCL AVP or Designee
11. UHV Business Owner
12. UHV Campus Functional Analyst
13. UHV Campus Lead
14. UHV AVP or Designee
15. UHD Business Owner
16. UHD Campus Functional Analyst
17. UHD Campus Lead
18. UHD AVP or Designee
19. EMPS Director
20. EMPS Analyst (CM)
21. ES Director
22. ES Developer (CM)
23. ES Technical Manager (1)
24. ES Technical Manager (2)
23. EMPS analyst updates 'CSR Number' field if development work needed based on recommendation
1. Fields populated by EMPS analyst:
i CSR Number [Section 5]
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Sharepoint List Title:
1. UHS Enhancement Request Business Case

Section Titles:
1. Section |- Proposed Enhancement Information
2. Section Il - Sister Campus, EMPS and ES Technical Review
3. Section lll - Change Management Review
4. Section IV - Reviewers' Recommendations (Completed by Change Management Team), Support for
Change Management Team's Recommendation, Recommended Enhancements
5. Section V - Request Status, Request Number, CSR Number

EMPS Workflow Lookup table:




Business Area
Academic Advising

Admissions

Campus Community

Financial Aid
Reporting
Security

SEVIS

Student Financials
Student Records

Student Recruiting

Workflow Analyst
Lee, Sara

Gantt, Alicia
Chaney, Jackie
Hampton, Charita
Coleman, Marie
Saeed, Javaria
Triantoro, Riod
Hampton, Charita
Nguyen, Nhi

Chaney, Jackie

Email

don't think need this column

Fields:
1. Section |- Proposed Enhancement Information [label; Section 1]
2. Enhancement Request Title [Section 1]
3. Requesting Campus [Section 1]
e UH | UHCL | UHV | UHD {single selection}
Business Area [Section 1]
e Academic Advising | Admissions | Campus Community | Financial Aid | Reporting | Security | SEVIS
| Student Financials | Student Records | Student Recruiting {single selection}
Date Desired in Production [Section 1]
Enhancement Type 1 [Section 1]
e Administrative | Self-Service {multiple selection}
Enhancement Type 2 [Section 1]
e Federal | State | Institutional {single selection}
Enhancement Category [Section 1]
e Preventative | Corrective | Expansion {multiple selection}
Developer Resources to be Used [Section 1]
e UHS Developer | Campus Developer {single selection}
Description of Request [Section 1]
Current Business Practice [Section 1]
Delivered Campus Solutions Functionality [Section 1]
Description of Requested Enhancement [Section 1]
University Community Affected by the Proposed Enhancement [Section 1]
Benefit(s) of Proposed Ehancement (Also specify.....) [Section 1]
Risk/Impact of not performing the Proposed Enhancement [Section 1]
Potential Cost Saving [Section 1]
Proposed Enhancement and Alternatives [label; Section 1]
Option 1: [Section 1]
Option 1: Proposed Enhancement and Alternative [Section 1]
Option 1: Estimated Manual Hours [Section 1]
Option 1: Number of Students Affected [Section 1]
Option 1: Number of Administrative Users Affected [Section 1]
Option 2: [Section 1]
Option 2: Proposed Enhancement and Alternative [Section 1]
Option 2: Estimated Manual Hours [Section 1]
Option 2: Number of Students Affected [Section 1]



Option 2: Number of Administrative Users Affected [Section 1]
Option 3: [Section 1]
Option 3: Proposed Enhancement and Alternative [Section 1]
Option 3: Estimated Manual Hours [Section 1]
Option 3: Number of Students Affected [Section 1]
Option 3: Number of Administrative Users Affected [Section 1]
Upcoming Oracle Improvements: [Section 1]
Upcoming Oracle Improvements: Proposed Enhancement and Alternative [Section 1]
Upcoming Oracle Improvements: Estimated Manual Hours [Section 1]
Upcoming Oracle Improvements: Number of Students Affected [Section 1]
Upcoming Oracle Improvements: Number of Administrative Users Affected [Section 1]
Requesting Campus Review [label; Section 1]
Request Presented By [Section 1]
Business Owner [Section 1]
Business Owner Review Status [Section 1]
e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
Campus Functional Analyst [Section 1]
Campus Functional Analyst Review Status [Section 1]
e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
Campus Developer (if to be assigned) [Section 1]
Campus Developer Review Status [Section 1]
e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
Campus Lead [Section 1]
Campus Lead Review Status [Section 1]
e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
AVP or Designee [Section 1]
AVP/Designee Approval Status [Section 1]
e NotReviewed | Approved | Not Approved {single selection- default 'Not Reviewed'}
Requesting Campus Review Status [Section 1]
¢ Document Preparation | Submitted for AVP Approval | Request Cancelled {default is 'Document
Preparation'}
Requesting Campus Comments [Section 1]
Created By [Internal, Section 1]
Date Created [Internal, Section 1]
ID Number [internal system document number]

Section Il - Sister Campus, EMPS and ES Technical Review [label; Section 2]
Module(s) Affected [Section 2]
e Academic Advising | Admissions | Campus Community | Financial Aid | Reporting | Security | SEVIS
| Student Financials | Student Records | Student Recruiting {multiple selection}
Campus(es) Affected [Section 2]
e UH | UHCL | UHV | UHD {multiple selection}
UHM Business Owner [Section 2]
UHM Business Owner Review Status [Section 2]
e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
UHM Campus Functional Analyst [Section 2]
UHM Campus Functional Analyst Review Status [Section 2]
e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
UHM Campus Lead [Section 2]
UHM Campus Lead Review Status [Section 2]
¢ Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
UHM AVP or Designee [Section 2]
UHM AVP/Designee Approval Status [Section 2]



e Not Reviewed | Approved | Not Approved {single selection- default 'Not Reviewed'}
UHCL Business Owner [Section 2]
UHCL Business Owner Review Status [Section 2]
¢ Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
UHCL Campus Functional Analyst [Section 2]
UHM Campus Functional Analyst Review Status [Section 2]
e NotReviewed | Reviewed {single selection- default 'Not Reviewed'}
UHCL Campus Lead [Section 2]
UHCL Campus Lead Review Status [Section 2]
¢ Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
UHCL AVP or Designee [Section 2]
UHCL AVP/Designee Approval Status [Section 2]
e Not Reviewed | Approved | Not Approved {single selection- default 'Not Reviewed'}
UHV Business Owner [Section 2]
UHV Business Owner Review Status [Section 2]
e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
UHV Campus Functional Analyst [Section 2]
UHV Campus Functional Analyst Review Status [Section 2]
e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
UHV Campus Lead [Section 2]
UHV Campus Lead Review Status [Section 2]
e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
UHV AVP or Designee [Section 2]
UHV AVP/Designee Approval Status [Section 2]
e Not Reviewed | Approved | Not Approved {single selection- default 'Not Reviewed'}
UHD Business Owner [Section 2]
UHD Business Owner Review Status [Section 2]
e NotReviewed | Reviewed {single selection- default 'Not Reviewed'}
UHD Campus Functional Analyst [Section 2]
UHD Campus Functional Analyst Review Status [Section 2]
e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
UHD Campus Lead [Section 2]
UHD Campus Lead Review Status [Section 2]
e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
UHD AVP or Designee [Section 2]
UHD AVP/Designee Approval Status [Section 2]
e Not Reviewed | Approved | Not Approved {single selection- default 'Not Reviewed'}
Sister Campuses Comments (UHM/UHCL/UHV/UHD) [Section 2]
EMPS Review Status [Section 2]
e NotReviewed | Updating Documentation | Forwarded for Sister Campuses Review | Post 72-Hr
EMPS Review | Completed {single selection- default 'Not Reviewed'}
EMPS Comments [Section 2]
ES Review Status [Section 2]
e NotReviewed | Reviewed {single selection- default 'Not Reviewed'} [Section 2]
Estimated Development Hours [Section 2]
ES Developer (if Campus Developer not assigned) [Section 2]
ES Comments [Section 2]

Section lll - Change Management Review [label; Section 3]
CM Review Date/Time [Section 3, date and time]
Presenter (Initiating Campus) [Section 3] = field 'Request Presented By' in Section 1
Presenter (Initiating Campus) Review Status [Section 3]
e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}



Functional Analyst (Initiating Campus) [Section 3] = field 'Campus Functional Analyst' in Section 1
Functional Analyst (Initiating Campus) Review Status [Section 3]

e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
Developer (if to be assigned, Initiating Campus) [Section 3] = field 'Campus Developer' in Section 1
Developer (if to be assigned, Initiating Campus) Review Status [Section 3]

e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
Campus Lead UHCL [Section 3]

Campus Lead UHCL Review Status [Section 3]

e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
Campus Lead UHM [Section 3]

Campus Lead UHM Review Status [Section 3]

e NotReviewed | Reviewed {single selection- default 'Not Reviewed'}
Campus Lead UHV [Section 3]

Campus Lead UHV Review Status [Section 3]

e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
Campus Lead UHD [Section 3]

Campus Lead UHD Review Status [Section 3]

e NotReviewed | Reviewed {single selection- default 'Not Reviewed'}
EMPS Director [Section 3]

EMPS Director Review Status [Section 3]

e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
EMPS Analyst (CM) [Section 3] = "Analyst per the Workflow Analyst Lookup table"
EMPS Analyst (CM) Review Status [Section 3]

e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
ES Director [Section 3]

ES Director Review Status [Section 3]

e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
ES Developer (CM) [Section 3]

ES Developer (CM) Review Status [Section 3]

e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
ES Technical Manager (1) [Section 3]

ES Technical Manager Review Status [Section 3]

e Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}
ES Technical Manager (2) [Section 3]

ES Technical Manager Review Status [Section 3]
¢ Not Reviewed | Reviewed {single selection- default 'Not Reviewed'}

Section IV - Reviewers' Recommendations (Completed by Change Management Team), Support for
Change Management Team's Recommendation, Recommended Enhancements [label; Section 4]
Option 1 Enhancement/Alternative [Section 4]

Option 1 Estimated Development Hours [Section 4]

Option 1 Recommendation [Section 4]

Option 2 Enhancement/Alternative [Section 4]

Option 2 Estimated Development Hours [Section 4]

Option 2 Recommendation [Section 4]

Option 3 Enhancement/Alternative [Section 4]

Option 3 Estimated Development Hours [Section 4]

Option 3 Recommendation [Section 4]

Option - Upcoming Oracle Improvements [Section 4]

Support for Change Management Team's Recommendation [Section 4]

Recommended Enhancements [Section 4]

Section V - Request Status, Request Number, CSR Number [label; Section 5]
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