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Introduction

Paper-to-Digital Business Process Automation

This new toolset replaces the current business practice of filling out MS Word-based enhancement request forms, and manually routing, processing and approving
the requests. The Enhancement Request Business Case (ERBC) business process automation facilitates conducting business more effectively in the submission,
approval, tracking, and maintaining of Campus Solution enhancement request business cases. The ERBC business process automation increases enterprise

productivity in a number of key ways:
» Central Repository and Workspace. It creates a general information workspace environment that acts as a central repository for requests requiring

enhancements to the Student Administration PeopleSoft application, housed within the existing EMPS SharePoint site.
» Shorter Cycle Times. It optimizes process life cycles by tracking key milestone stages and reducing lag times between the stages, employing user

notifications and repeat reminders, and providing dashboards and views to quickly guide users in completing expected tasks.
» Increases Productivity and Facilitates “Hands-off” Cycles. It normalizes repetitive information, reduces the number of potential mistakes and

missteps, increases the speed of data handling, and manages the flow of information to impacted parties.

G@ » Improves Efficiency and Effectuates the Initiative to “Go Green”. It reduces operational costs (i.e. wasted paper and toner in
QKEEN signing/scanning/faxing approvals, equipment usage and life-span, man hours in data processing, tracking, routing, and manually communicating
- status information), standardizes practices, streamlines service delivery, provides consistency in process execution, and reduces labor hours
associated with manual handling of documentation and manual updates of companion tracking resources such as Excel spreadsheets.
» Coordinates Tasks and Process-Players. As a central repository toolset it draws together the various impacted cross-campus and cross-functional

user community in moving data between the business process players and coordinating expected business workflow tasks.
» Facilitates Governance and Scalability. As a clear, systemic approach to the work process, it provides real-time visibility into how the business

process is operating. It provides scalability for further process optimization, analytics, and enhancements; a potential next phase would be to
automate creation of the Request Log item from the Enhancement Request item.
» Reduces Information Clutter by Incorporating “Target Audience” Business Practices. Workplace Communication should be strategic. Email, one of

the greatest tools created to facilitate dissemination of information, is also one of the most inefficiently and ineffectively used tools in daily
operations including “well-intended” business process models that lack strategic audience targeting of information recipients. An interesting study
by Microsoft found that it takes an average of 24 minutes to coherently return to a task after someone’s attention has been diverted by some
incoming emails; this results in thousands of dollars each year in lost productivity. The Automated ERBC toolset streamlines information
messaging and dissemination through strategically targeting information recipients as a function of breaking out individual work-steps within the
business process life cycle. Work-step process owners and work-step participants are matched to the individual steps within the process and are
notified of information as steps in the flow become active. It reduces the information overload phenomena inherent in the manual processes that
overuse “Reply All” and/or all members listed in a distribution group for email dissemination of work information.
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Automated ERBC FURPS and Toolset Overview

Hosted within the existing EMPS SharePoint site, the Automated ERBC toolset consists of a collection of custom workflows, forms, lists, pages, and views. FURPS of
the toolset include:

» Functionality: Features provided by the automated ERBC toolset include on-line request processing that replaces MS Word-based request
submissions; custom form user interface that utilizes lookups, defaults and status views to speed request submission and tracking; numerous form
data validation rules are applied to data entry to reduce errors and support data integrity, user notifications and reminders tied to progressions in
the request process cycle; a workcenter space to centralize process flow and other information related to enhancement requests; workflows that
perform the heavy lifting for coordinating users and business process tasks; security leveraging existing site architecture; and real-time statuses
with dashboard graphical views that provide a clear, systemic approach of the work process.

» Usability: A core component of the automated ERBC toolset is the request form that has been converted from the prior MS Word-based document
to a user friendly online submission custom form that will be familiar to users who have used the old form. The new online form employs rich
aesthetics and leverages technological improvements such as lookups and defaults. For existing EMPS SharePoint users, the new automated ERBC
toolset as a whole is also consistent with the current look and feel of the host site.

» Reliability: The automated ERBC toolset will generally be available to users twenty-four hours daily with the exception of regular SharePoint farm
maintenance that occurs every Friday between 2:00 AM to 8:00 AM.

» Performance: All components of the ERBC toolset were created and tuned using existing Microsoft SharePoint/InfoPath technology and Enterprise
Systems IT architecture. Speed, throughput and response time factors will be the same as existing components on the EMPS SharePoint site.

» Supportability: Maintenance and extensibility of the toolset is open to all team members of the EMPS Owners SharePoint group. Design structure
leverages simple to moderate working knowledge of SharePoint 2010 functionality.

Business Process Overview

The ERBC toolset reengineers and integrates the work process for requesting enhancements to the PeopleSoft Campus Solutions system by substantially automating
the interactions between cross-functional process participants. Below are two summary diagrams that provide Business Process Modeling overviews of the
automated enhancement request business process. The first diagram is a very high-level summary Process Map, the second diagram provides a slightly more

detailed summary view through BPMN process modeling and is preceded by a process summarization.

Diagram 1. ERBC Business Process Map (High-level Summary)

Other UHS

Campuses EMPS Final
Review and Review

Change
Management
Review
(24 Hrs/Mtg)

Document Requesting EMPS/ES

Preparation and Campus Review Cursory Review

Submission and Approval (24 Hrs) Approval (24 Hrs)

(3 Days)

569



AUTOMATED FNHANCEMENT REQUEST BUSINESS CASE USER GUITE

it student Adrunistration Chonge W

ERBC BPMN PROCESS SUMMARY
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10.

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 them of the
request, and their needed review and update of the digital document.

Requesting Campus Reviewers review the enhancement request and make a determination if the request should be approved.

Requesting Reviewers update the appropriate statuses of the request. An email notification is sent to the Requestor and 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 request.

EMPS Analyst performs a cursory review of the request, then updates the 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 after the second reminder are escalated, and loops
through every 24 hours until finished. The ES Technical Manager performs a cursory review and updates cursory technical information such as the potential assigned
developer and estimated development hours. Once the request has completed the "Forward to Other UHS Campuses" activity, an email notification is sent to all of the
impacted Other UHS Campuses Reviewers informing them of the enhancement request.

The impacted Other UHS Campuses (non-initiating campuses) reviews the enhancement request, and each campuses' AVP/Designee and involved reviewers update 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 sends an email notification to the EMPS Analyst informing of the expiration of the 3-Day Other UHS Campuses review.

EMPS Analyst completes the request by updating the 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 loops through every 24 hours until finished.
Workflow sends an email notification to Change Management informing of the completion of final reviews and documentation preparation, and that a change
management meeting needs to be scheduled. 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 EMPS Exec Director. 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 are escalated, and loops through every 24 hours until finished.

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 Recommendation provided; the process and workflow terminates.
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Diagram 2: ERBC Business Process BPMN Modeling
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User Interface

Purpose of Guide

The purpose of the Automated ERBC User Guide is to familiarize users with the application and provide information on the various features and functionality used to
create, manage and participate in the automated enhancement request business case process.

Accessing the Site and General Navigation

The Automated ERBC features are accessed from within the existing EMPS SharePoint site, https://share.uh.edu/emps/; thus for users already accessing the EMPS
host site, the same logon Username and Password that you typically use will continue to be used. UHM and UHV users will continue to use their native cougarnet
and UHV accounts, UHCL and UHD users will continue to use their sponsored accounts.

Once logged on to the EMPS SharePoint site, you
will be directed to the site’s default Home page,

steactions - af B RS

wor,
Lol
‘ ) @_ EMPS » Home
Home'. B
e
Home ERBC WorkCenter Academic Advising Admissions Campus Community CRM Financial Aid Reporting Security SEVIS Student Financials Student Records Student Recruiting Search this sity

EMPS Academic Team Meeting

From there you can navigate to the various site

EMPS Documents

components, including the ERBC components: e G 22t
ERBC WorkCenter, Enhancement Requests, S B Welcome to the Enrollment Management Production Support SharePoint site!

Shared Calendar

Summary Workflow, Workflow/List Multi-View, Announeements EMPS

Meet the Team:

FAQs, Definition of Terms, EMPS/ES Assignments, EMPS Logs offce

Last Name First Name Business Phone E-mail Address Hours Business Area
Requests Log

i H Chane Jackie 713) 743-4067 echaney @central.uh.edu 7100 AM - 4500 BM ERPE 270F Campus Community, CRM, EMPS, Student Recruitin
Module Campus Defaults, ERBC Discussions, and Duplicste 1Ds Log 4 1) sechaney > o g
External Orgznization Coleman Marie (713) 743-9762 macelem3@central.uh.edu 2100 AM - 6:00 BM ERP3 270E EMPS, Reporting
Sub-Module Looku p. 1B Request Leg Gantt Alicia (713) 743-8326 agantt@uh.edu 7:00 AM - 4:00 PM ERP3 270L Admissions, CRM, EMPS
External Organization
Duplicate 1D Clean Up Glickman James (713) 743-8731 jolickma@central.uh.edu 7100 AM - 4300 BM ERP3 2701 EMPS, Security
Log Gouveia Correia Rosa rmgouvei@central.uh.edu ERP3 271 EMPS
DAWG Production Log . .
. . Hampton Charita (713) 743-8536 champton@central.uh.edu 8:00 AM - 5:00 PM ERP3 270B EMPS, Financial Aid, Student Financials
Navigating to and how to use these ERBC user i o2 ek ; ;
Handy Mark (713) 743-0359 mahandy@central.uh.edu 7:00 AM - 4:00 PM ERP3 2701 EMPS, Financial Aid, Student Financials
Graduation Issue List
. . . . . King Gayle 713-743-1041 gdking@central.uh.edu 8:30 AM - 5:30 PM ERP3 270M Academic Advising, EMPS, Student Records
interface components are explained in detail Tuiton & Fee Stucture
Log Lee sara (713) 743-1611 slees@uh.edu 8:30 AM - 5:30 PM ERP3 270K Academic Advising, EMPS
beIOW gﬂutgar Check In McGhee Katina (713) 743-3743 kmcghee@central.uh.edu 5:00 AM - 6:00 PM ERP3 271A EMPS
. ystem
Hills Shane (713) 743-5735 smills@central.uh.edu 7100 AM - 4500 PM ERP3 2701 EMPS, Financial Aid, Student Financials
Appintment Scheduler
System Nguyen Nhi 713-743-8545 nnguye2@central.uh.edu 5100 AM - 6:00 PM ERP3 270D EMPS, Student Records
Hyland/Singularity Saced Javaria (713) 743-8582 jsaeed@central.uh.edu 7:00 AM - 4:00 PM ERP3 2701 EMPS, Security
Imaging and OCR
Workdlow Project Issues | %Y Mika (713) 743-1010 magselley@uh.edu ERP3 271-2  Academic Advising, EMPS
52 Shelton Debbie (713) 743-8793 dashelto@aentral.uh.edu 5130 AM - 5:30 BM ERP3 271 EMPS
Starr-Holcombe Rolana (713) 743-4123 rstarr@uh.edu 8130 AM - 5:30 BM ERP3, 1694  Admissions, Campus Community, EMPS, SEVIS, Student Recruiting
CErEmEs Triantora Riod (713) 743-4495 ririan@central.uh.edu 2100 AM - 6:00 BM ERP3 270C Campus Community, EMPS, SEVIS

ERBC WorkCenter
Enhancement Requests
Accomplishments, Milestones, and Other Highlights

Summary Workflow

Worlflow/List Multi-View  EMPS News:

FAQs
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ERBC WorkCenter (Top Link Bar)

Accessible as a tab within the Top Link Bar at the top of the EMPS SharePoint site is a link to the “ERBC WorkCenter” page.

The ERBC WorkCenter page is the primary
repository for all information related to the
enhancement request business case process. It
“highlights” summary points of view on various
aspects, stages, and users involved in the
creation, processing and tracking of ERBCs.

@

To access the ERBC repository from the
Top Link Bar, navigate to the Top Link
Bar at the top of the default Home page,
and click on the second tab link (“ERBC
WorkCenter”) to the right of the Home
page link.

Summary information highlighted on the
ERBC WorkCenter page include:
> Page Links: In the top left corner of
the page are links to other ERBC
pages. To navigate from the ERBC
WorkCenter page to one of the other
pages, click on the desired link. The
quick links include:
o FAQs
o Definition of Terms - Collapsed
View and Expanded View
o Summary Workflow At A Glance
o Summary Workflow/List Data
Multi-View

@

jrar

Heme

EMPS Documents
Shared Dosuments

EMPS Evants

Announcements

URBC WerkCenter  Academic Advising  Admissicns  Compus Community CRM  Financial Aid  Reperting  Securty  SEVIS  Student Financals  Student Records  Student Resruiting

EMPS Academic Team Mosting

I
|

Welcome to the Enrollment Management Production Support SharePoint site!

EMPS

Meat the Team:

Shared Calendar

EMPS Logs
Requests Log

Last Hame First Hame Business Fhone E-mail address Hours Office Business Area

iy o
§J,7 EMPS » ERBC Work Center 3
. Tike
L
Hame  FRBC WorkCenter  Academic Adveing  Admesione  Campus Commund ty  CRM  Finanos lad  Reporting  Secunly  SEVIS  Student Francals  Student Records Sgarch 5 P
EMPS Academic Team Meeting
Racantly Modified
Studentecords | i
REC Wid Mty |

ERBC 1iew SharaPrien
ERBC Work Center
ERBC_Wid Wefcome to the Enroliment Management Production Support SharePoint site!
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AUTOMATER FNHANCEMENT REQUEST BUSINESS CASE USER GUITLE

» Goals of the Change Management

Business Process: Located in the top
left of the page are the goals of the

process.
Resource Documentation: Available
resource documentation, including
this user guide, is located in the top
left of the page.

Enhancement Requests - Filtered
Views: Located on the mid-left of
the page is a “grouped” collection of
views that provide various filters of
the enhancement requests. This
collection of views allow for quick
analysis of requests per the stage in
the business process the requests
are in. Provided quick views include:

o All Requests: use this tab to
quickly see all created
requests, and make selection
of desired items for editing.

o Approval-UHCL: use this tab to
quickly see requests needing
UHCL AVP/Designee review and
approval, and to select desired
items for editing.

o Approval-UHD: use this tab to
quickly see requests needing
UHD AVP/Designee review and
approval, and to select desired
items for editing.

@ Change Management UHS Enhancement Request Business Case

Goals of the Change Management Business Process:

+ To provide transparency of all UHS enhancement requests ’
+ To ensure that enhancement requests are in line with university and system gozls and initiatives Goals of change Management Business Process '
o To better optimize functional and technical resources

+ Toleverage requests in an effort to accommodate commaon goals

Business Process: @J UHS Enhancement Request Business Process r
User Guide:

Create a new enhancement request: @] Enhancement Request Business Case

/
Enhancement Requests Filtered Views Collection l
All Requests  Approval-UHCL ~ Approval-UHD  Approval-UHM  Approval-UHV

Resource Documentation '

Pending-CM (Documentation)  Pending-CM (Formal)  Pending-EMPS Analyst  Not Submitted ~ Recommendations = See All Views Tasks Due Today ~ Past Due Tasks  All Tasks = See All Views
All Requests | My Active Tasks
[7] Edit RequestMumber  Enhancement Request Title  Date Desired in Production  Business Area  Requesting Campus  Request Status O e Related Content Assigned Ta Due Date
Count= 132 There are n tems to show in this view of the "Tasks" st. To add a new item, click "New".
Q CMR-00160 2160 11/13/2012 Reporting UHY Recommendation & Add new item
Completed
Q CMR-00159 2159 11/15/2012 Reporting UHM Recommendation
Completed
Q CMR-00158 z158 11/13/2012 Reporting UHM AVP Disapproved - ﬂ ERBC Calendar
Initizting Campus
Q CMR-00157 2157 11/13/2012 Reporting UHY AP Disapproved - [ Title Start Time Location Phone Bridge/Pin
Initizting Campus
There are ne items to show in this view of the "Calendar"list. To add a new item, cick New".
Q CMR-00156 z156 11/20/2012 Reporting UHM Avp Disapproved -
Initizting Campus & Add new event
Q CMR-00154 2154 11/12/2012 Reporting UHM Recommendation
Completed
[ B cwr-o01s3 2153 11/12/2012 Reporting UHM Recommendation
Completed ] EREC Announcements
Q CMR-00152 2152 11/21/2012 Reporting UHY Recommendation
Completed Posting
5 st 451 11/13/2012 Reporting UHM Ezﬁ;g?:gdam >» Automated ERBC Tool Scheduled for September 17, 2012 Go-live
Q CMR-00150 2150 11/19/2012 Reporting UHY Request Cancelled
& Add new announcement
1-10 »
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irrvienstiration Chong

o Approval-UHM: use this tab to
quickly see requests needing

UHM AVP/Designee review and 5
approval, and to select desired ¢ Change Management UHS Enhancement Request Business Case
items for ed itin g . Goals of the Change Management Business Pracess:
_ . H * To provide transparency of all UHS enhancement requests
o Approval UHV use thlS tab to * To ensure that enhancement requests are in line with university and system goals and initiatives
: A * To better optimize functional and technical resources
qUICkly see requeStS needlng * To leverage requests in an effort to accommodate common goals
UHV AVP/Designee review and
. Business Process: ()] UHS Enhancement Request Business Process
approval, and to select desired Jeer Guide:
items for ed|t|ng Create a new enhancement request: @] Enhancement Request Business Case
o Pending-CM (Documentation): Enhancement Requests Filtered Views Collection l
. . « Al pproval-UHCL ~ Approval-UHD ~ Approval-UHM  Approval-UHV
use this tab to quickly see “For i _ i . . :
Pending-CM (Documentation)  Pending-CM (Formal) ~ Pending-EMPS Analyst Mot Submitted =~ Recommendations = See All Views Tasks Due Today ~ Past Due Tasks  All Tasks  See All Views
Documentation Only” requests
needing Change Management
. . /| My Active Tasks
review, and to select desired 1 Approval-UHi y Active Tas
items for editing, [T Enhancement Request Title Request Number Date Desired in Production Business Area O Tite Related Content Assigned To Due Date 513
(0} Pending—CM (formal): use this Count=17 There are ne items to show in this view of the "Tasks" lst. To add a new item, click "New",
tab to qu|ck|y see “For Formal 72 CMR-00002 8/31/2012 Reporting & Add new item
ReVieW” requeStS needing 23 CMR-00003 8/31/2012 Reporting
. ks CMR-00004 8/31/2012 Reporting
Change Management review,
75 CMR-00005 8/31/2012 Reporting ﬁ EREC Calendar
and to select desired items for Create New IRk Report CMR-00027 10132012 Reporting
i Titl Start Ti Locati Phone Bridge/P
edltmg. 735 CMR-00035 10/13/2012 Reporting B e e oeeien ore Bidge/Pn
. ) o There are no items to shaw in this view of the "Calendar” ist. To add a new item, click "New”,
o) Pendmg_EMPS Analyst: use this Shelton Test CMR-00033 10/15/2012 Admissions
tab to qu|ck|y see I’equestS 742 CMR-00042 10/15/2012 Reporting o new evert
needing EMPS AnaIyst review 44 CMR-00044 10/16/2012 Reporting
. . ’ 258 CMR-00055 10/22/2012 Reporting
and to select desired items for ) ERBC Announcements
it 1-10 »
Edltlng. Posting
i . i & Add new it
o Not Submitted: use this tab to retEn »» Automated ERBC Tool Scheduled for September 17, 2012 Go-live
quickly see requests that are
still with the Requestor and ## Add new anouncement
J_Summary Workflow At A Glance

have not yet been submitted,
and to select desired items for
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editing. /Z.d\ A
o Recommendations: use this tab Mequsts Approval-UHCL  Approval-UHD  Approval-UHM  Approval-UHV % Enhancement Requests Filtered Views Collection 'ive Tasks
Pending-CM (Documentation) Pending-CM (Formal) Pending-EMPS Analyst  Not Subiitted

. ! Recommendations | See All Views i ! Tasks Due Today I Past Due Tasks
to quickly see requests that

have completed the process

and have a Recommendation [Tl Recommendations Al Active Tasks
prOVided . [[] request Number Business Area Enhancement Request Title Recommended Enhancements O Title Related Content
There are no items to show in this view of the "Tasks
> Summary Workflow At A Glance: Count= 65
Located on the lower-left of the CMR-00160 Reporting 2160 View Entries... % Add new item
i i CMR-00159 Reporting z159 View Entries...
page Is a IISt Of the enhancement CMR-00154 Reporting z154 View Entries...
requests displayed as a summary CMR-00153 Reporting 2153 View Entries... ERBC Calendar
workflow view. This display allows CMR-00152 Reporting z152 View Entries... A Title
for quick analysis Of requests per CMR-00151 Reporting z151 View Entries...
o ) CMR-00147 Security Request for security View Entries... 2 Start Time : 12/10/2012 (1)
the stage within the life cycle of the . .
CMR-00146 Campus Community 2012-11-2 Ried View Entries... CMR-00160: Create New State
H H H . R rt XYZ
reqUEStS- Process |nd|cat0r5 InCIUde- CMR-00145 Security James' Issues View Entries... e
o Green Check Mark: Indicates CMR-00144 Reporting Raise for Debbie View Entries... % Add new event
that workstep has been 1-10 »
completed. 4 Add new item ) ERBC Announcements
o Yellow Question Mark: .
Posting
Indicates an action is expected -
for that Workstep but has not ¥ Summary Workflow At A Glance Summary Workflow At A Glance ' >> Automated ERBC Tool Scheduled
)
Requesting  'Request "Request  "EMPS " Campuses F &k Add nes it
yet been Completed. & ReqgNoTitle Business Area Campus Cancelled "Submitted Approval Review Review-Begin L rew annnEEmEn
0 Green ThumbS—Up: Indlcates CMR-00162 Create New CB123 State Report Reporting UHW 7 J
that workstep was of type CMR-00160 2160 Reporting o v ® @ EMPs Additional Resources
Approval/Disapproval and the _
A ‘ ) CMR-00159 z159 Reporting UHM (
AVP/ DeSIQnee haS rOVed @ 9.0 Upgrade SAHR (Central Reporting |
the request for his/her CMR-00158 7158 Reporting UHM Campus Solutions 5.0 PeopleBooks
e
campus. Circular A-21
i CMR-00157 z157 Reporting UHW ( DHHS - Divisi f Cost Allocati
o Red Thumbs-Down: Indicates ® e e e
that workstep was of type CMR-00156 2156 Reporting UHM o @ Finandial Aid FAQ's
Approval/Disapproval and the CMR-00154 7154 Reporting UHM o @ N o
s ondd Lol

AVP/Designee has ‘Not
Approved’ the request for
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his/her campus.

o Red ‘X’: Indicates the requestor
cancelled the request.

o Blank: Indicates an action is not
expected for that workstep.

» Tasks (ERBC) - Filtered Views:
Located on the mid-right of the
page is a “grouped” collection of
views that provide various filters of
the Tasks associated with the
enhancement requests. This
collection of views allow for quick
analysis of ERBC tasks per the stage
in the business process the tasks
are in. Provided quick views include:

o My Active Tasks: use this tab to
quickly see ERBC tasks that are
in your personal queue for
expected actions, and make
selection of desired items for
editing. Note: currently Tasks

are only created for EMPS
Analysts and Change
Management participant roles.

o All Active Tasks: use this tab
to quickly see all ERBC tasks
that are in progress, regardless
of which user is assigned to
the task, and to select desired
items for editing.

o Tasks Due Today: use this tab

to quickly see all ERBC active

@

Mfi}u]ue:ls Approval-UHCL ~ Approval-UHD ~ Approval-UHM  Approval-UHV

Pending CM (Documcntation)  Pending CM (Formal)

My Active Tasks Al Active Tasks

PMending EMPS Analyst Mot Submitted  Recommendations  Sec All Views Tasks Duc Teday  Past Duc Tasks  All Tasks  Sce All Vicws
= [ My Active Tasks TR
Il All Frequests s o: L H
_ i
[7] edit RequestWumber  EnhancementRequestTile  Date Desired inProduction  Business Area  Requesting Campus  Request Stans [l Tite Related Cantent || fcsigned To Dy T
i
count= 133 Count=1 :
i
= 5 o FE177 Sha 5 o Creats 123 | Coeman, Mare 4 | 12/10/2012 1:22 MM In
B CMR-00162 Create New CB123 Stzbe  13/14/2012 Teporting MY AP Approved Forward Request For Create B12
e EMPS Review g?rﬁ[uﬁ tevon State B i Progress
B cr-oois0 2160 11/13/2012 Reporting UV Recommendation :_ 1
Completed & Add new item S
3 CMR-0013% 5% 11/15/2012 Reporting wm Recommendation
Comgleted
_,‘) CMR-00158 z158 1111372012 Reporting UHM AVP Disapproved
- Initiating
Camgus
_7 CMR-00157 2157 11132012 Reporting Y VP Disapproved Location Fhone BridgeHn
- Dislialinyg
Camgus
B cMpanise 7156 1/90/7017 Repnrting LM AU Misappenved '
'cgrma“"" 12/10/2002 10 P[RR, Room  712.742.0011,
s N 2 118
CMR-0015¢ 7154 Lf1zfz01z Reporting M Recommendation 4 Q,Q 4
Comgleted b4 &
£ cMeans3 2153 11/12/2012 Reporting UM Recommendation / &,s ot
Completed Q,Q/ 4
£} CMR-0152 2152 1Wj212012 Reporng UV Recommendap’ >,
V. Comgleteg '2}'\ ,«ERBC Announcements
B cmmooist 2151 11192012 fcperting [T R N Q} Bl
3 ~ams’ é\ A Posting
\ /
2 | C Al > Avtomated ERBC Tool Scheduled for September 17, e
11 » \ \QQ/ .
g NS
% Add new item \ \«Q/ “so 4 Add now announcement
Y )
1l AN
s >
S
o it Wikl AF 8 e % EMPS Addiliunal Resuurces
. Requesting  'Request “Reguest; 'EMPS | "Campuses  f 7l gL
L ReyghuTitle Bushiess Area Cannpus Conocled  “Sulvimiled  Approval | Review | Review-Begin. | T
9.0 Upgrade SAHR (Centra! Reporiing Site)
CMR-00152 Create New CB123 State Report Reporting UHV = Q p e
- RN g A
CHR-00160 2160 Reparting UKV I s i J

Division of Cost Allocation
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tasks that have a due date of
today, and to select desired
items for editing.

o Past Due Tasks: use this tab to ( ¢
. . / Completed
qU|ck|y see all ERBC active [} cmr-001s8 2158 11/13/2012 Reporting UHM AVP Disapproved - - ERBC Calendar '
- Initiating 3| ERBC Calendar ;
tasks that have a past due campus
date, and to Select desired [ cmr-nois7 2157 11/13/2012 Reporting UHV f“{:g:zgpmvw [0 Title Start Time Location Phane Bridge/Pin
. . Campus
items for editing. B} CMR-0o1s6 2156 11/20/2012 Reporting UHM AVP Disapproved BEme 1)
o All Tasks: use this tab to Cé‘:ﬂ‘tg‘:‘s’“g EMR-rutu)é\?g: Create New State 12/10/2012 1:30 M E‘F:IPB, Room ;;1131';43'3811‘
pol
quickly see all ERBC tasks, and E} cmr-o01se 2154 11/12/2012 Reparting UHM Eﬁﬂgﬂm” p— t
new even
to select desired items for B} CMR-00153 2153 11/12/2012 Reparting UHM Recommendation
L. Completed
Ed itin g - Q CMR-00152 z152 11/21/2012 Reporting UHV Recommendation
> ERBC Calendar: On the mid—right Completed W ERBC Announcements ERBC Announcements
—_. CMR-00151 z151 11/19/2012 Reporting UHM Recommendation .
of the page is an “ERBC Calendar” Completed hosiing
Web—part that displays scheduled 1 F >> Automated ERBC Tool Scheduled for September 17, 2012 Go-live
ERBC meetings. & Add new item ;
g 4 Add new announcement
» ERBC Announcements: On the
mid-right of the page is an “
« g » Pag £ Bea = e @, EMPS Additional Resources g EMPS Additional Resources
ERBC Calendar” web-part that i i ; , )
i D Requesting  "Request . Request "EMPS C_ampuses F D URL
dlsplays announcements related RegNoTite Business Area Campus Cancelled  "Submitted  Approval Review Review-Begin L
9.0 Upgrade SAHR (Central Reporting Site)
to ERBC. CMR-DD162 Create New CBL23 State Report Reporting UHY i @ ) ) o e
> EMPS Additional Resources: A i i iy i ¢ @ i Ciraar 421 |
repository of additional URL links bt L
. . . CMR-00159 2159 Reporting UHM ¥ ¥ ¥ Financial Aid FAQ's
is located on the mid-right of the ®
page. CHR-00156 2158 Reporting UA i O s ¥
. H & Add link
» Shared Documents: A repository SRS oy s (@ rew i
of EMPS Shared Documents is
. . CMR-00156 2156 Reparting UHM
located on the mid-right of the ! 0 [ Shared Documents " EMPS Shared Documents
page- CHR-Dise 2158 Reparig U ' @ ' % [0 Type Name Madified
> ERBC Discussion Threads: On the CMR-00153 2153 Reporting UHM i @ i i o Academic Advising Shared Documents 2/29/2012 12:23 AW
|ower_right of the page is an o Admissions Shared Documents 2/29/2012 12:23 AM
CMR-00152 2152 Reparting UHV A z
“ERBC DiSCUSSiOn Threads,, Web— v @ v v 7] Campus Community Shared Documents 2/29/2012 12:23 AM
7] CRM Shared Documents 2/29/2012 12:23 AM
1-9 ' = CMDE Asodocnin Toooy AinT/An4n 3.0 Dk
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part that displays posted
discussions related to ERBC.

» Module Campus Defaults: On the
lower-right of the page is a
“Module Campus Defaults” web-
part that displays the campus
users that are defaulted to newly
created enhancement requests
after the request completes its
initial save action for requesting
campus, and completes
requesting campus approval for
other UHS campuses.

> EMPS/ES Assignments: On the
lower-right of the page is an
“EMPS/ES Assignments” web-part
that displays the EMPS/ES users
that are defaulted to newly
created enhancement requests
after the request completes
initial requesting campus
AVP/Designee approval.

()

JTOMATED FNHANCEMENT REQUEST BUSINESS CASE USER GUITTE

Change
Management

\Review

EMPS Final
Review

—

Document

Preparation
and

Other UHS
Campuses
Review and

Approval
&3 Days)

Qbmission A

Requesting
Campus
Review and

Vpproval

# ERBC Discussion Threads

[7] subject Created By

ERBC Discussion Threads

Replies

Test Coleman, Marie & ]

& Add new discussion

[TT] Module Campus Defaults

[7] Module Sub-Module

Academic
Advising

Academic
Advising

Academic
Advising

Admissions
Admissions
Admissions

Campus
Community

Campus
Community

Campus
Community

Financial
Aid

Financial
Aid

Financial
Aid

Campus

UHCL

UHM

UHV

UHCL
UHM
UHV
UHCL

UHM

UHY

UHCL

UHD

UHM

Last Updated

8/29/2012 9:57 AM

Module Campus Defaults

AVH(s) or Designes(s)

Lee, Sara

Lee, Sara

Lee, Sara

Gantt, Alida 1
Gantt, Alida 1
Gantt, Alida J
Triantoro, Riod A

Triantoro, Riod A

Triantoro, Riod A

Mils, Shane G

Hamptan, Charita L

Business Owners(s)

Gantt, Alida ]
Gantt, Alida ]
Gantt, Alica J
Triantora, Riod A

Triantoro, Riod A

Triantoro, Riod &

Hampton, Charita L

Hampton, Charita L

1-12 »
& Add new item
< I L4
I Ewps/E5 Assignments EMPS/ES Assignments
[ Edit g Category Tier Primary Secondary ES Technical Mar
I_:} Academic  Primary  Lee, Sara King, Gayle D Bhatti, Khalid A
Advising
=) S na i st s " .— i st
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frevicnstration Chereng

Quick Launch Links

In addition to being available from within the “ERBC WorkCenter” repository page, the below ERBC components are also available as a Quick Launch Link on the
site’s left navigation toolbar.

EMPS Lo
(1) ERBC WorkCenter o =)
Requests Log
The ERBC WorkCenter page is the primary Duplicate 1Ds Log
. . . o Change Management
repository for all information related to f;tg‘;ﬂqﬂeg;ﬁr;zatwﬂ
. Goals of the Ch. Ma t Busi P :
the enhancement request business case External Organization oals of the Change Management Business Process
. . . Duplicate ID Clean Up * To provide transparency of all UHS enhancement reguests
process. It "h|gh||ghts" summary p0|nts Log * To ensure that enhancement requests are in line with university and system goals and initiatives
» To better optimize functional and technical resources
Of view on various aspects, stages, and DAWG Production Log * To leverage reguests in an effort to accommodate common goals
. lved i h . . Graduation Task List
users involved in the Creat|0n, proceSSIng Graduation Izsue List Business Process: @ UHS Enhancement Reguest Business Process
and tracking of ERBCs. To access the Tuition & Fee Structure | USer Guide:
. . Log Create a new enhancement request: @;‘] Enhancement Request Business Case
ERBC repository from the Quick Launch C Check T
ougar Check In
tOOIbarv naVIgate to the left naVIgatlon Syste.m All Requests Approval-UHCL  Approval-UHD  Approval-UHM  Approval-UHV
tOOlbaI’, and click on the link (“ERBC gsgfénmtment Sz Pending-CM (Documentation) Pending-CM (Formal) Pending-EMPS Analyst  Not Submitted Recommendations
” Hyland/Singularity
WorkCenter”) located under the Hyland/Singulariy
“ ” H
Enhancements” group heading. ;
g p g \L'\in'sotrkflow Project Issues All Requests
) . ) [] Edit Reguest Mumber Enhancement Request Title Date Desired in Production Business Area Reguesting Campus
For detailed information on the use of N .
the ERBC WorkCenter page, please refer ERBC WorkCenter ERBC WorkCenter | 121372012 Reporting Uy
to the previous section ‘ERBC WorkCenter Enhancement Requests
) ) ) . Summary Workflow @ CMR-00162 Create New CB123 State 12/14/2012 Reporting UHY
L] o
(Top Link Bar)’ in this quide. Worlflow/List Multi-View Report & e
FAQS @ CMR-00160 z160 11/13/2012 Reporting UHY
Definition of Terms [} CMR-00159 2159 11/15/2012 Reporting UHM
EMPS/ES Assignments
Module Campus Q CMR-00158 z158 11/13/2012 Reporting UHM
Defaults
ERBEC Discussions
T E}  cMRr-00157 z157 11/13/2012 Reporting UHV
EMPS Discussions @ CMR-00156 z156 11/20/2012 Reporting UHM
Team Discussion
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@ Enhancement Requests

The “Enhancement Requests” Quick
Launch Link directs you to the
enhancement list items. Enhancement
requests can be created, viewed, and
tracked from this list.

The list defaults to view “All Items”. There
are additional list views available to
review the list data, refer to the adjacent
screenshot for additional views.

Summary Workflow At A Glance
The “Summary Workflow” Quick Launch
Link directs you to the graphical indicator
representation of enhancement requests
per their stages in the business process
life cycle. Enhancement requests can be
edited, viewed, and tracked from this list.

> This display allows for quick
analysis of requests per the stage
within the life cycle of the requests.
Process indicators include:
o Green Check Mark: Indicates

Enhancements

ERBC WorkCenter
Enhancement Requests
Summary Workflow
Worlflow/List Multi-View
FAQs

Definition of Terms
EMPS/ES Assignments

Module Campus
Defaults

EREBC Discussions

Sub-Module Lookup

EMPS Discussions

Team Discussion

[ Edit

Il Reguest Number

==

Enhancement Request Title

Reguest Status Requesting Campus

2a

63 i Hew Document UHW
Enhancement Requests Preparation
CMR-00162 E;EZE—PE r:;I:_E:‘u:vCBl23 State Exﬁ;gpﬁ;oigid /o UHY
CMR-00160 z160 Recommendation UHWY
Completed
CMR-00159 z159 All Thems @
CMR-00158 z158 DBd: Pending For Documentation Purposes Only
DBEd: Pending CM Review/Recommendation
= Elil=eeiiay =l DEd: Pending EMPS Review
DBd: Pending Requestor AVP/Designee Approval
CMR-00156 =16 DBd: Pending Document Submission
DBd: Pending AVP/Designee Approval _UHCL
DEd: Pending AVP/Designee Approval_UHY
DBd: Pending AVP/Designee Approval_UHD
DBd: Pending AVP/Designee Approval_UHM
DEd: Recommendations
DEd: All Requests

Enhancements

ERBC WorkCenter
Enhancement Reguests
Summary Worlflow
Worlflow/List Multi-View
FAQS

Definition of Terms
EMPS/ES Assignments

Module Campus
Defaults

ERBC Discussions

Sub-Module Lookup

EMPS Discussions

Team Discussion

+ Summary Workflow At A Glance

Summary Workflow :
Business Area

CMR-00163 z163 Reporting
CMR-00162 Create Mew CB123 Reporting
State Report

CMR-00160 z160 Reporting
CMR-0015%9 2159 Reporting
CMR-00158 z158 Reporting

)

Reguesting "Request “Reques
Campus Cancelled "Submitted Approvs
UHW . .
UHW ™ @
UHW o @
UHM i @
‘@
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that workstep has been
completed.

o Yellow Question Mark:
Indicates an action is expected
for that workstep, but has not
yet been completed.

o Green Thumbs-Up: Indicates
that workstep was of type
Approval/Disapproval and the
AVP/Designee has ‘Approved’
the request for his/her
campus.

o Red Thumbs-Down: Indicates
that workstep was of type
Approval/Disapproval and the
AVP/Designee has ‘Not
Approved’ the request for
his/her campus.

o Red ‘X’: Indicates the requestor
cancelled the request.

o Blank: Indicates an action is not
expected for that workstep.
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@ Workflow/List Multi-View

. R i Enhancements

The “Workflow/List Multi-View” Quick CRBC WorkCent ¥ summary workdlow At A Giance
L h Link di bined oric-emer Pl Reansits Business area  BEISED  Reasgsr L g JoMES
aunch Link directs you to a combine e e s

. .. . . . Quick Filters: CMR-00163 2163 Reportin UHY 5 3
view consisting of the graphical indicator Summary Workflow IF therais 2 aming delay. Refresh parting J @ 2

your ke CMR-00162 Create New CB123 State Report Reporting UHV ¥
representation of enhancement requests Worlflow/List Multi-View Workflow/List Multi-View Reperting o 7 ®
per their stages in the business process FAQs S LSS '
. . Tk CMR-00159 z159 Reporting UHM ( ,{
life cycle at the top of the page with a Definition of Terms ®
. . . EMPS/ES Assignments Business Area CMR-00158 z158 Reportin UHM
corresponding list view of the e ¢ | = Ferne £ ®
odule Lampus
enhancement requests underneath. A Defaults N s
“Quick Filters” section to the left of the ERBC Discussions ' =
page coordinates filtering of the requests Sub-Module Lookup < ovas <o ramove flaring serene | List Data
Quick Filter selaction(s ) to value
by Requesting Campus, Business Area, o Cotomn Hier saavemiay e e [ Edit @ ReanoTitle Request Status Requesting Campus  Business Area
d R E h EMPS Discussions =) CMR-00163 z163 Document Preparation UHY Reporting

an equeSt' nhancement requeStS can Team Discussion =) gri{—?wzncraate New CB123 AVP Approved / EMPS Review  UHV Reporting
be edited, viewed, and tracked from this :

list.

> This display allows for quick
analysis of requests per the stage
within the life cycle of the requests.
Process indicators include:

o Green Check Mark: Indicates
that workstep has been
completed.

o Yellow Question Mark:
Indicates an action is expected
for that workstep, but has not
yet been completed.

o Green Thumbs-Up: Indicates
that workstep was of type
Approval/Disapproval and the
AVP/Designee has ‘Approved’
the request for his/her
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campus.

o Red Thumbs-Down: Indicates
that workstep was of type
Approval/Disapproval and the
AVP/Designee has ‘Not
Approved’ the request for
his/her campus.

o Red ‘X’: Indicates the requestor
cancelled the request.

o Blank: Indicates an action is not
expected for that workstep.

FAQs
@ Q Enhancements @

The “FAQs” Quick Launch Link directs you ERBC WorkCenter Frequently Asked Questions
to a list of Frequently Asked Questions. Enhancement Requests

Summary Worlkflow
Worlflow/List Multi-View

FAQs - FAQs tﬂt team meet?

. ses review, the Change Management team generally meets every Tuesd
Definition of Terms

EMPS/ES Assignments How long will the entire process take before development work can start after the initiating user
It is expected that through collaboration between the requestor and AVP/Designee, an appropriate time frame
Module Campus exclusively at the discretion of the AVP/Designee and requestor.
Defaults
X X Once AVP/Designee approval is provided in SharePoint for the request, users can expect approximately six day]
ERBC Discussions Management review on the next available regularly scheduled Tuesday meeting. The approximate six days cyc
Sub-Module Lookup EMPS analyst initial review and forwarding for Other UHS Campuses Review, three days for Other UHS Campud
request for Change Management review, and one day for the request to be scheduled for the next available Tu

If the Change Management recommendation for the request is that 28 modification be performed, the business
then follow the normal procedures for placing the request on the module request log and prioritizing the work 4
Team Discussion the actual development work to begin.

EMPS Discussions
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@ Definition of Terms

The “Definition of Terms” Quick Launch
Link directs you to a list of defined
terms. The page defaults to a ‘Collapsed
View’ of the terms; to view an expansion
of all the terms click on the “Definition of
Terms - Expanded View” command at the
top right of the page. You can toggle
between the Collapsed view and
Expanded view by clicking on the
command in the upper right corner of the
page. To view the definition of a single
term, click on the term to open its item

view.

EMPS/ES Assignments

The “EMPS/ES Assignments” Quick
Launch Link directs you to the list of
EMPS/ES default assignments. These
assignments default to enhancement
requests per the applicable business area
through workflow. Use of the defaults
reduces the manual data entry users
would be required to perform. These
defaults can be overwritten on the

request if needed.

Enhancements

ERBC WorkCenter
Enhancement Reguests
Summary Workflow
Worlflow/List Multi-Wiew
FAQs

Definition of Terms
EMPS/ES Assignments

Module Campus
Defaults

ERBC Discussions

Sub-Module Lookup

EMPS Discussions

Team Discussion

. Term

Definition of Terms '

T C (1)

Change Management

== D (2)
Developer Resource: Campus Developer

Developer Resource: UHS Dewveloper

=== E (9)
Enhancement Category: Corrective

Enhancement Category: Expansion

Definition of Terms

)

—
)]
o

Definition of Terms - Expanded View

Enhancements U
T [] Edit [ Category Tier Primary
Enhancement Reguests @ Academic Advising Primary Lee, Sara
Summary iWorkro.w. @ Admissions Primary Gantt, Alicia J
Worlflow/List Multi-View

FAQs @ Campus Community Primary Triantore, Riod
Definition of Terms @ Financial Aid Primary Handy, Mark &
AL ST S EMPS/ES Assignments Primary Coleman, Marie
gg?audletscampus @ Security Primary Saeed, Javaria
ERBC Discussions ) SEVIS Primary Triantoro, Riod
Subrtedule Lookup @ Student Financials Primary Mills, Shane G
EMPS Discussions = Student Records Primary Mguyen, NhiQ
Team Discussion = Student Recruiting Primary Chaney, Jacqug
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t Adrrin

Module Campus Defaults
p Enhancements \E

The Moo!ule (j'ampus Defaults .QUICk ERBC WorkCenter Repnrting CB UHM Morena, Susan E

Launch Link directs you to the list of e R

business area campus default Summary Workflow

assignments (Business Owner, :’;:"’wmt Hultview Reporting CB UHY UHVIWORTHAMT

AVP/Designee, etc.). These assignments Definition of Terms

default to enhancement requests per the EMPS/ES Assignments /I = L - )

applicable business area through Module Campus f——— 1 Facilities UHCL Washington, Mary A

workflow. Use of the defaults reduces the ERBC Discussions i o -

manual data entry users would be S Lol Reporting Facilities UHM Wanjagi, Lillian W

required to perform. These defaults can ) . ) e )

beqoverwrittzn on the request if needed. f:lso?iz:;::m Reporting Facilties URV Bures, Veronica D,
@ ERBC Discussions crhancements

The “ERBC Discussions” Quick Launch Enhancement Requests

Link directs you to the list of posted SIED SEEln

ERBC discussions. The ERBC discussion Worlfow/List Hult-View

FAQs

. . [ Subject Created Replies Last Updated Distribution Enhancement

board provides a chronological central e e T i e N v

. Test Coleman, Marie & ] B/28/2012 9:57 AM Coleman, Mariz A CMR-0002 22
posting board for process players to EMPS/ES Assignments

. . . . & Add new discussion
engage in collaborative discussions Ll
{

related to requested enhancements. ERBC Discussions ~ ERBC Discussions !

Users can post a new discussion thread Sub-Module Lookup

or reply to existing posts. e B ——

Team Discussion
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Sub-Module Lookup E:;z“\:e’z”tf

The “Sub-Module Lookup” Quick Launch EnfiEmsrenk Faerusie @
H i i - 5 Workfl
Link directs you to the list of sub T T e it Wodle -
. . . . . Worlflow/List Multi-View
modules within a business area. This list ‘

. FAQs Reporting 8
facilitates the lookup of default module Definition of Terms N
campus assignments. EMPS/ES Assignments Repoting Feclies

Module C .

D:fauulets ampus Reporting R
EREC Discussions B Student Financials Tax
Substiodulellockun Sub-Module Looku

EMPS Discussions

Team Discussion
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ERBC Processing

Navigating the Online Form

@ Form Data Entry (Edits View)

When opened, the online form defaults to the
“Form Request” default view. This view is used to
collect the enhancement request supporting
information. This is the only view that allows for
data entry of the request; all other views in the
form are display only and depict various task and
summary status information related to the life
cycle of the request.

The “Form Request” default view contains eight
sections:
o Section | - Proposed Enhancement
Information: In section one of the Form

Request view, users populate background
information for the proposed
enhancement. Requesting Campus review
and requesting AVP/Designee approval
statuses are also populated in this section.
User/Participant fields are generally
populated by workflow, but can be
manually overwritten if desired.

4

University
of Houston
Clear Lake

Section | — Proposed Enhancement Information:

Enhancement
Request Title:

Prepared By:
Business Area /
Sub-Module:

Type / Category /
Resources:

Description of
Request:

Current Business
Practice:

Create New CB123 State Report

| Coleman, Marie & ; ‘ 80
Reporting / IR
Enhancement Enhancement Enhancement
Typel Type 2. Category:
[F] Administrative [ Federal [T Preventative
[ self-service State [T Corrective
[ institutional Expansion

Requesting Campus: (JHy

Date Desired in Production: 12/29/2012

Developer
Resources to be Used:

UHS Developer
|| campus Developer

THECB has issued @ memorandum informing public universities will be required to submit new CB123 report beginning Fall 2014.

N/A, this is a new requirement.
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o Section Il - Other UHS Campuses, EMPS,
and ES Development Review: Section two

of the Form Request view is used for
populating EMPS/ES related information
and for populating Other UHS Campuses
review and AVP/Designee approval
statuses. User/Participant fields are

ES Manager Review:

Section Il — Other UHS Campuses, EMPS, and ES Development Review:

generally populated by workflow, but can
be manually overwritten if desired.

Section Il - Change Management Review:
Section three of the Form Request view is

used for populating change management
review schedules and anticipated meeting
participants. User/Participant fields are
generally populated by workflow, but can
be manually overwritten if desired.
Section IV - Reviewers' Recommendations

(Completed by Change Management
Team): Section four of the Form Request

view is used for populating change
management review recommendation
options.

Section V - Support for Change
Management Team's Recommendation:
Section five of the Form Request view is
used for populating supporting
information related to the
recommendation options.

Section VI - Recommended Enhancements:

EMPS Analyst
Review:

UHCL Campus
Review:

Review:
ES Mzanager ‘ Moreno, Leo E ; ‘&/ILH | Reviewed lz‘
Estimated Development Hours 80
ES Developer (if Campus ‘ Culberson, Annette ; ‘ - W69 ]
Developer not assigned)
It is estimated that 10 eight-hour working days would be required based on the
ES Development Comments. cursory review of the description provided in the request.
(Ensure all applicable users from the sister compuses below are populated for workflow notification):
Review:
EMPS Analyst | Coleman, Marie A ; |s~./ILu | Mot Reviewed
Review Type For Documentation Purposes Only lz‘
Campusles) Affected: Moduleis) Affected:
UHCL [] Academic Advising
[F] UHD [F] Admissions
[Z]UHM [] Campus Community
[&] URV [F] Financial Aid
Campusies) and Module(s) Reporting
\affected [7] Security
[ sEVIS
[7] Student Financials
[ student Records
[ Student Recruiting
Each campus has a different business practice for capturing the source data that
EMPS Comments would need to be used, which may impact the scope.
ignore this section if vou are the Requesting Campus):
Review:
Business Owners(s) Usto nthia A ; 8/ | not Reviewed [v]
Campus Functional Analyst(s) E\IM Not Reviewed lz‘
Campus Developer | 8, | not Reviewed IZ‘

Section six of the Form Request view is
used for populating the final
recommendation selected from amongst
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f ristration Cre

®)

the Val’iOUS OptiOI’lS presented. Section Ill — Change Management Review:
o0 Section VIl - Attachments: Section seven of Manegement CM Review Meeting Date/Time:  11/05/2012  |S:00PM e Sohed e TR e
the FOI’m Request VIeW |S used for Review Request Presenter(s): Coleman, Marie A ; | 8, [
attaching supporting documents to the [Review:
enhancement re uest EMPS Director Coleman, Marie & ; &[4 | Not Reviewed Iz‘
A q : X ES Director(s) Coleman. Marie A ; 8. | Not Reviewed IZ‘
0 Bottom Section: The bottom section of the PRI (- pemyrey-es B @ [rorevees [5]
Form Request view is used for populating S————— 8, [ | Not Reviewed [=]
the eventual CSR number created for campus Lezd(s) Coleman, Marie 4 ; B, [ | NotReviewed |[v]
requests having a recommendation that Technical Menager(s) Coleman, Marie 4 ; -V CEETE
dictates the creation of a CSR, and for A1) Colemen Mane 2§ B0 | Mot Reviewed (]
)

displaying the request status and
Section IV — Reviewers' Recommendations (Completed by Change Management Team):

summary audit information. e Estimated

Management Option: Proj Enhancement and Alternatives: Development| Recommendations

Recommendations: Hours:
1 Perform proposed enhancement... 80 The enhancement should be -

developed. -
3 Continue with current business practice... Not applicable, as this involves  ~
a new state requirement -
(14) :
B 1d Upcoming
Section V| — Recommended Enhancements: \./ Oracle
) Improvements
Recommendation Recommendation Completed:  No
Perform the requested enhancement. Section V — Support for Change Management Team's Recommendation:
Recommendation The request must be performed to be in compliance with the state.
Support:
Section VIl - Attachments:
Aachments 9 Ciick here to attach a ile
Request Number: CMR-00163 CSR Number: CSR 99999 ‘
Save ] [ Cancel ]
Request Status: Document Preparation
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Associated Tasks (Display Only View)
The “Associated Tasks” view is a display only view
used to coordinate task information related to the
request. The view lists each task created against a
request, with supporting task information such as:
o ThetaskID

The task status

o Who was assigned the task

0 The task due date Q,J\\‘W;%

0 The date the task was completed {&é

o Who completed the task o a
&muﬂ

i

University
of Houston
Clear Lake

Associated Tasks:

by Coleman, Marie A

Save Task Navigation Link
Task Date Current {Link iz gvailshle anly if associgted
D Task Status Assigned To Due Date Completed Updates!!! Fomm Edits hove been saved)
%80 | Forward Request For Other UHS Campuses Rev... Completed | Coleman, Marie A 11/05/2012 2:58 PM -
= LA by H Click to Complete/Open Task
by Coleman, Marie A
%L | Other UHS Campuses Review (3 Days, i 11/05/2012 3:01 PM
p (3 Days) Completed | Coleman, Marie A 1/05. 11/05/2012 302 PM H | S
by Coleman, Marie A
282 | Appoint Change Management Meetin C ted | Cok Marie A 11/05/2012 3:08 PM
£t = = 2 SalIEE SIS s/ L/ TEANE SR H Click to Complete/Open Task
by Coleman, Marie A
283 |Provide Recommendation for Request Completed | Coleman, Marie A 11/05/2012 4:10 PM 11/05/2012 3:08 PM H

Click to Complete/Open Task

Request Status: Recommendation Completed
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@ Summary Statuses (Display Only View)

The “Summary Statuses” view is a display only view

used to highlight: H
5 = University
o Campus Approval statuses : of Houston

) Clear Lake
o Key Milestone Statuses

= Requesting Campus Review Status

=  EMPS Analyst Review Status

=  Other UHS Campus(es) Review
Status

= Change Management Updates

. . . SUMMARY STATUSES
* CM Review Meeting Date/Time
= Request Status Campus Approvals:
. UserlD Date
L Recommendatlon Campus AVP/Designee Status Updated By Updated
Requesting
Coleman, Marie & Approved macolem3 Monday, November 05, 2012 12:19 PM
Campus: UHM
UHCL
UHD
UHM
UHV Coleman, Marie A Approved macolem3 Monday, November 05, 2012 12:28 PM
|Milestone Statuses:
Process Milestone Status
Requesting Campus Review Status: Approved
EMPS Analyst Review Status: Completed
Other UHS Campus|es) Review Status: Review has EXPIRED (Begin 11/5/2012 12:27 PM; End 11/5/2012 12:33 PM)
Change Management Updates: Recommendation Completed
CM Review Meeting Date/Time: Monday, November 05, 2012 1:00 PM
Request Status: Recommendation Completed
Recommendation: Coleman, Marie A 11/5/201212:46:43 PM
Use delivered functionality
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@Sum mary Workflow** (Display Only View)

The “Summary Workflow” view is a display only
view used to walk the user through the major
worksteps that must be performed for that
particular request, presented in a simple graphical
left-to-right and bottom-down flow of worksteps.

The flow starts at the “Document Preparation”
workstep and progresses through the life cycle of
the request until a termination workstep is
reached, ending the life cycle of that request.
Termination worksteps include cancellation of the
request, disapproval of the requesting campus
AVP/Designee, or the recommendation being
completed for the request.

Legend:
o Light Yellow Box with Green Text:

indicates it is the current Active workstep
and is pending completion.

o Light Gray Box with Blue Text: indicates it
is a Non-active workstep that has achieved
completion.

o Light Yellow Box with Red Text: indicates
it is a Termination workstep and
represents the end of the life cycle of the
request.

o Light Blue Box with Gray Text: indicates a
general workstep within the possible
routes of flow of the request’s life cycle.

SUMMARY WORKFLOW

Request Cancelled

Email Notification Has Been Sent

q

niqe§j
[:T;U;a-u;‘*

h Fom Request; Summary Statusess Associated Tasks
e o s seaas hansanbRasusass ansERRaBERRRRRRRRRT

to Requesting Campus Reviewers
, Request Has Been Submitted for Informing of Request Needing AVP/Designee Approval Status
Dacument Preparation AVP/Designee Approval Review/Approval Has Been Updated to 'Approved'
i
I
......................................................................................................................................................... d
I
i
v

Workflow Ended: AVP/Designee
Status is 'Not Approved' for this
Request

Email Notification Has Been Sent

Email Notification Has Been Sent
1o EMPS/ES Reviewers Informing

EMPS/ES Review 1 (Request):

to Requesting Campus Reviewers ) Update Enhancement Request EMPS/ES Review 1 (Task):
Informing of ‘Approval Status G TS 2 TR, EMPS Analyst Review Status Undate Related Task
Update SR R0 o 'Forwarded to Other UHS F Uy |
UHS Campuses Within the Next 24 : as ‘Completed
Campuses
Hours
i
i
___________________________________________________________________________________________________________________________________ d
|
i
v
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Email Motification Has Been Sent Other UHS Campuses Review Has Other UHS Campuses Review Has Email Motification Has Been Sent
mth;mher UHS Campusles Started: Began 11/5/2012 4:34 PM Ended: Ended 11/5/2012 4:40 PM 1o EMPS Analyst Inferming of
Informing of Request Needing — —_— —_— Expiration of 3-Day Other UHS
Review/Approval; Three Days Campuses Review
Allowed for Review
i
i
___________________________________________________________________________________________________ i
1
i
W

- Email Motification Has Been Sent
E&ﬁﬁmﬁmﬁ; EMPS/ES Review 2 (Task): to Change Management Informing Meeting Scheduled (Request):
Analyst Review Status Has Been Related Task Has Been > | ofC ted Request Needing > | E Request CM Review
Updated to ‘Completed’ as 'Completed' Meeting Appointment Meeting Date/Time Has Been
Updated to '11/5/2012 1:00 PM'
]
]
______________________________________________________________________________________________________ i
]
i
W
Email Motification Has Been Sent
. to All Parties Informing of Specific Recommendation (Request): .
Meeting Scheduled (Task): - Scheduled Date/Time the Request - E Request Recommendation (Task): Related
Related Task Has Been 2 | Will Be Di with > | Recommendation Completed Flag [ |  Task Has Been Updated
as'Completed’ Anticipated to Attend the Meeting Has Been Updated and a DR
Discussion Recommendation Provided
]
]
______________________________________________________________________________________________________ i
]
i
W

Email Notification Has Been Sent

to All Parties Informing that

- — Workflow Ended:
Recommendation for Request Has Recommendation Provided
Been Provided

Request Status: Recommendation Completed
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@Workflow Processing Message (Display Only View)

The “Workflow Processing” view is a display only
view used to inform users trying to access the

request that workflows are currently running in the HiE R R e e
background against the item. To mitigate edit
conflicts between manual updates by users and HEB O :,:,y p o i
automated updates by workflow, the “Workflow S(m: FE:DM 2‘1‘” .
Processing” message appears and prevents users 3
from making edits to the item until after the

automated workflows have completed their current § 2 m&m

instance of processing. Users can still access the ' ?Iﬁ?ﬂﬂ

“Associated Tasks”, “Summary Statuses”, and :

“Summary Workflow” display only views to review UHS Enhancement Request Business Case

status information related to the request by

clicking on the appropriate command button at the E Message
bottom of the message.

i

Don’t
ansin . This form is currently being edited by automatic
W@ Note: as with any process that runs over servers, workflows on the server. Please close the form and wait
g . . . . i i il
there can be timing delays with instances queued ap;!rm(lmatelyﬁveio ten rl!mutes until currentworkﬂ_ow
edits have completed running on the server, after which
to run depending on the traffic and availability of you may reopen the listitem and make your manual
) i updates to the form. You can contact the EMPS Analyst
the server; on average, workflow instances that supports your business area if you have questions
generally take one to ten minutes to initiate and Crigee mether aublaes

complete its run during the normal operations of i
the current SharePoint workflow servers. The

automated ERBC toolset will generally be available Tsks || statuses || workflow
to users twenty-four hours daily with the

exception of regular SharePoint farm maintenance
that occurs every Friday between 2:00 AM to 8:00
AM.
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@InfoPath Application Menu Ribbon

The custom online form used for the data entry
and viewing of enhancement requests SharePoint
items is an InfoPath-based tool. At the top of all
views is the InfoPath application Menu Ribbon. In
‘Edit Item’ mode the ribbon provides commands
for Saving the item, Closing the item, Pasting text,
Copying text, Cutting text, and Deleting the item.
In ‘View Item’ mode the ribbon provides @
commands for Editing the item, creating an Alert,
Deleting the item, and Closing the item.

I I @ 53 Copy x
‘—]] & Cut

Save Close Paste Delete

Item

Commit Clipboard Actions

= '—T‘ﬁ‘ Alert Me E
- }( Delete Ttem

IES;E Close
Manage Close
@View Command Bar

In addition to commands available on the InfoPath
application Menu Ribbon, each view also has a
“View Command Bar” located in the top right area 4%
of the view page. It provides commands, displayed @é “ ‘:lrin[::kr:;\"
as icons, that when selected navigates the user to &!’mﬂ-' Clear lake
one of the other views than the one currently open.
The available command icons displayed depend on UHS Enhancement Request BUSiness Case -
the view that is currently open. <7>
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Creating an Enhancement Request

The automated enhancement request process begins with the creation of the request online. The requestor initiates the process by prepping the documentation

required for the submission of the request.

@ Navigate to one of the ERBC components that
provide the command for adding a new
enhancement request. This is accessible from
either of the following locations:

a) The ERBC WorkCenter repository page, at
the top left of the page above the
‘Enhancement Requests - Filtered Views
Collection’ web part. Click on the
“Enhancement Request Business Case”
link to initiate creation of the new
request.

b) Through the “Add New Item” command
link. The link appears both on the ERBC
WorkCenter repository page, below the
‘Enhancement Requests - Filtered Views
Collection’ web part; as well as on the
Enhancement Requests Quick Launch list
page at the bottom of the page views.
Click on the “Add New Item” command
link to initiate creation of the new
request.

c) Also from the Enhancement Requests
Quick Launch list page menu ribbon, the
“New Item” command can be used.

FEAQs
>>Dn i of Terms - Coll d View
=0 of Terms - E ded View

>>Summary Workflow At A Glance

>>Bummary Wosldlow/List Data Multi-View

Goals of the Ch

Pr

Change Management UHS Enha

()

Chear Lake

* To provide transparency of all UHS enhancement requests

= To ensure that enhancement requests are in line with university and system goals and initiatives
* To better optimize functional and technical resources

= To leverage reguests in an effort to accommedate commoen goals

Business Process: [W]] UHS Enhancement Request Business Process

User Guide:

»
Create a new enhancement request: {z[,_z] Enhancement Request Business Case Command '
All Requests Approval-UHCL Approwval-UHD Approval-UHM Approval-UHV
Pending-CM (Documentation) Pending-CM {(Formal) Pending-EMPS Analyst Not ed Rec: dations See All Views

Create a new enhancement reguesi: {E;J Enhancement(g

All Requests

Pending-CM (Documentation)

Recommendations

[[] Request Number Business Area . .
Jl Version History 1
Count= 65 J
CMR-00160 Reporting Command Permissions
. Mew Me . . Attach
CMR-00159 Reporting Item ~ | Falde Item  Item X Delete Item File
CMR-00154 Reporting i
CMR-00153 Reporting New. & Manage Actions
CMR-00152 Reporti Mew Hem
eportng @ Request Number
CMR-00151 Reporting
CMR-0D147 security Add a new item to this list, CMR-00164

CMR-00146

Approval-UHCL

Approval-UHD
Pending-CM (Formal)

Campus Community

CMR-00145 Security
CMR-00144 Reporting
Yl ’
4k Add new item = E - Command |

Appro

EBrowse
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@ The Requestor must complete all areas of Section |
of the enhancement request form, except for the
Review/Approval status fields at the end of the
section, prior to submitting the request for
requesting campus review and AVP/Designee
approval.

a.) Section | - Proposed Enhancement Information:
In section one of the Form Request view, users
populate background information for the proposed
enhancement. User/Participant fields are generally
populated by workflow, but can be manually
overwritten if desired.

The Preparer has the option to prepare the
document over time instead of having to complete
all of Section | information at the time of initiating
the request. The document is kept in a “Document
Preparation” status until the Preparer is ready to
formally submit the request for requesting campus
review and AVP/Designee approval. At a minimum,
the below fields are Required Fields that must be
populated before an initial Save is allowed of the
document; they are indicated by a red asterisk that
appears in the field:
o Enhancement Request Title (must be
unique)
Requesting Campus
Business Area
o Sub-Module (if applicable for the business
area)
o Date Desired in Production

Enhancement Requests -

H &

Save Close

Commit

New Item

== 53 Copy
=) % cut

Paste

Clipboard

[Section | — Pr

]

University
of Houston

Clear Lake

d Enhancement Information:

Prepared By:

Business Area /
Sub-Module:

Type / Category /
Resources

Enhancement
Request Title:

Coleman, Marie A ; Requesting Campus:

| &

=

Enhancement
Category.

=y

Enhancement
Type 2

Date Desired in Production

Developer
Resources to be Used

Enhancement
Type 1

[C] UHS Developer

[C] campus Developer

[ Administrative
[ self-Service

[E] Federal
[ state
[C] institutional

[ Preventative
[ Corrective
[[] Expansion

Description of
Request:

Current Business
Practice:

B

1

Section | — Proposed Enhancement Information:

Enhancement Ceate New CB456 State Report
Request Title:

Prepared By: | 8.0

Coleman, Marie A ;

i Sub-Module is Required for this Business Area

Business Area / Reporting |Z| / Date Desired in H
Sub-Module:

Type / Category / Enhancement Enhancement Developer

Resources: Type 1: Type 2: Resources to be

@

Reauesting Cam

34|69



AUTOMATER FNHANCEMENT REQUEST BUSINESS CASE USER GUITLE

@

Risk/Impact of not
performing the
‘ . . : ’ P d
c.) The ‘Requesting Campus Required Review’ area propesee
of this section contains link ‘View Module Campus Potential Cost
) ) . ) Saving:
Defaults’ that if clicked will navigate the user to
the list Module Campus Defaults. You can review Proposed - Mumber
. . . P . Enhance_mentand Option: Proj Enhancement and Alternatives: % U; : Mﬁw
the list to confirm if the defaults are appropriate. If Al Hours: | SWIENS |ycer< psrecten:
the defaults are appropriate, there is no need to . Perform proposed enhancement...
manually populate the list of users in this area; BN (ot with ctrent bisivess practice
however if not appropriate, the user can manually
. . 3
select the appropriate users for this area.
Upcoming
Oracle
Improvements
When ready to forma”y SmeIt the reqUESt for 2:::?;;"5;?;?“5 Requesting Campus Review Status: Document Preparation View Module Campus Defaults
requesting campus review and AVP/Designee Request Presented By: | @
approval, update the Requesting Campus Review —
Status to “Submitted for AVP Approval”. S — &, [ | Not Reviewed
Campus Functional Analyst(s) 8,/ [ | Not Reviewed lz‘
d.) For all updates made to the request, make sure N [ Not Revicned
to Save the document. Campus Lead(s) 8/ L | notReviewed [=]
[AVP(s) or Designee(s) R/IM Mot Reviewed
Requesting Campus Comments

(20

! Edit

= 53 Co
H E "j V'S Cu:y

Save | Close Paste

Cmﬁ Clipboard
Save

Save the form
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g

\ J
1 ~—
. . From: EMPS <sharepoint@uh.edu = Sent: Tue12/11,/2012 3:55 FM
Requesting Campus Review To: Coleman, Marie A
The next phase of the enhancement request life cycle is Requesting Campus Review. e Coleman, Marie A
Subject: Motification of Enhancement Request CMR-00164: Ceate Mew CE456 State Report
@ After the Requestor updates the request for An enhancement request for your campus review and approval has been EE
submission of review and approval, Workflow SL.!metted by Coleman, Marie A for business area Rep_mrl_:mg. Plgase consult
. o o with your campus reviewers and update the SharePoint itern with your
sends an email notification to the participants applicable review, approval' or disapprova| status.
identified in the Requesting Campus Review area
of Section | of the form. A link to the SharePoint =
item is included in the notification email to allow :
Reques
for quick retrieval of the item to perform the - _ .
Link to Open the ltem » CMR-00164" Ceate New CB456 State Report
review and make updates to the request.
Description: THECBE has issued a memorandum informing public universities
a.) Checking for Items in the AVP/Designee’s they will be required to submit new CB456 reports beginning Fall 2014.
Queue: In addition to retrieving an item that is
pending approval/disapproval by the \la
AVP/Designee from email notification, items Goals of the Change Management Business Process:
. . . s To provide transparency of all UHS enhancement requests
needmg review and approval/dlsapproval are also + To ensure that _enhance_ment requests are in line with university and system goals and initiatives
located on the ERBC WorkCenter repository page in s To better upt\mmefun_c:tmnal and technical resources
s To leverage requests in an effort to accommodate commaon goals
the ‘Enhancement Requests Filtered Views
Collection’ web part. AVP/Designees can go to Business Process: EIJUHS Enhancement Request Business Process
their respective campus tabs to quickly identify all User Guide:
. ) ) Create a new enhancement request: [1j| Ennancement Request Business Case
" d I/d lto b h, @I Enh t R t B C
items needing approval/disapproval to be
completed by them. - - - -
o Approval-UHCL: use this tab to quickly see All Requests ~ Approval-UHCL ~ Approval-UHD  Approval-UHM  Approval-UHV ¢ Enhancement Requests Filtered Views Collectlon|

. . Pending-CM (Documentation)  Pending-CM (Formal)  Pending-EMPS Analyst Nomhmiﬂ Recommendations  See All Views
requests needing UHCL AVP/Designee

review and approval, and to select desired
items for editing.

Approval-UHV
o Approval-UHD: use this tab to quickly see

requests needing UHD AVP/Designee [T Enhancement Request Title Request Number Date Desired in Production Business Area
review and approval, and to select desired Count=9
items for editing. Develop New xx5 State Report CMR-00017 9/25/2012 Reporting

0 Approvaj_UHM: use this tab to qu|ck|y see Develop New xx6 State Report CMR-00018 9/28/2012 Reporting
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requests needing UHM AVP/Designee
review and approval, and to select desired

items for editing. w2 B3 Copy
o Approval-UHV: use this tab to quickly see | @
requests needing UHV AVP/Designee RqUESHNE CBMPUS  p.o o i Camous Review Status: | Submitted for AVP Approva View Module Compus Defoults

Required Review:

review and approval, and to select desired . [ Coleman, Marie 2 ; | %@
items for editing.
@ Review:
. . .. i Coleman, Marie A ; a/llﬂ Reviewed
Requesting campus review participants should Business Owners(s) | | =]

meet to discuss the request. After collaborating on Campleunetionalinalyeti] 8y | not Reviewed [r]
the proposed request and making a determination :::;;::d[]’“e'c'p”“““be 8,0 | Not Reviewed [+]

of whether the enhancement should be pursued, A T | |R/|Lﬂ Not Reviewed [ 7]
each participant should update the form with their 4VP(s) or Designects) [ oleman, tarie 25 (& W [mproved  [1]
Review Status and the AVP/DESignee must update lacting designee Marie Coleman has approved this request in the AVPs absence. It

the Approval Status (Approved or Not Approved). Requesting Campus Comments Wﬁ;_df’flffmiﬂfd Dt']"-‘thf Bisin=sOunerandiDSienes wereended toeviewithiz
Particular requess

Make sure to Save all updates made to the

document.
@ After the status update for AVP/Designee \3
. . To: oleman, Marie A
follow-up email to all requesting campus e
participants informing them whether the request Subject: Approved: Enhancement Request CMR-00164 (Ceate New CB456 State Report

was Approved or Not Approved. Requests that are
Approved are forwarded to EMPS, requests that are
Not Approved result in the termination of the
process life cycle.

The request for CMR-00164: Ceate Mew CB456 State Report has been updated
to 'Approved' by AVP/Designee Colernan, Marie A.

F Y

Description: THECB has issued a memorandum informing public universities
they will be required to submit new CB456 reports beginning Fall 2014.
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EMPS Analyst/ES Cursory Review

The next step in the enhancement request process involves the EMPS Analyst and ES Technical manager performing a cursory review of the requesting campus
Approved request. Cursory Review must be completed within the next 24 hours.

From: EMPS <sharepoint@uh.edu= Sent: Tue 12/11/2012 4:26 PM
To: Coleman, Marie A @

Co Coleman, Marie A

Subject: Motification of Enhancement Request CMR-00164: Ceate New CB455 State Report

@ After an enhancement request is Approved by the
requesting campus AVP/Designee, Workflow sends
an email notification to the EMPS Analyst and ES
Technical manager assigned to that business area.
A link to the SharePoint item is included in the
notification email to allow for quick retrieval of the

item to perform the review and make updates to )
Link to Open the Item
the request.

An enhancement request for business area Reporting has been submitted by EEI
Coleman, Marie A and approved by Coleman, Marie A. The request has been
assigned to you for EMPS/ES review. Please review the request and update the
SharePoint item accordingly. Please ensure the request is forwarded for other

UHS campuses review within the next 24 hours; a new task (assigned to

Coleman, Marie A) has been created with a due date/time of Tuesday,

December 11, 2012 4:19 PM.

uest
CMR-00164: Ceate New CB456 State Report

Description: THECE has issued a memorandum informing public universities
they will be required to submit new CB456 reports beginning Fall 2014.

Check the ‘Summary Workflow’ () view first
after opening the item. It is best to always check
the Summary Workflow prior to making updates,
especially if you mistakenly select the wrong item
to edit. Checking the Summary Workflow serves

SUMMARY WORKFLOW

Request Cancelled

the below objectives:
e To double-check for yourself where that
particular request is in the process life

Email Notification Has Been Sent
to Requesting Campus Reviewers
AVP{Designee Approval Status

Document Preparation — s mﬁp?;:s?n::::;?x:fw — Iﬂnrmgiwﬁﬁpﬁ:fmi’g — e e
cycle

e To double-check what action is currently ;
expected to take p|ace for that particu|ar eessssssesssiociccccccsscmsccsssssociociciosccssssissssssiooociococsosssos H

request ¥

e To clarify what workstep is next in the
process after you complete your current
action

Workflow Ended:
AVP/Designee Status is 'Not
Approved' for this Request

Email Notification Has Been Sent
10 Reguesting Campus Reviewers
Informing of 'Approval' Status

pdate

Email Notification Has Been Sent
to EMPS/ES Reviewers Informing
of Approved Request; Request
Must Be Forwarded to the Other
UHS Campuses Within the Next
24 Hours

—>

EMPS/ES Review 1 [Request):
Update Enhancement Request
EMPS Analyst Review Status
to 'Forwarded to Other UHS
Campuses’

EMPS/ES Review 1 (Task):
Update Related Task
as 'Completed’
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@ Review the data in Section | of the request and Section Il — Other UHS Campuses, EMPS, and ES Development Review:
make updates as appropriate. Also verify the T

user/participant fields in Section Il (other UHS
campuses participants) and Section Il (change

management participants) are correct; make -
9 P .p ES Developer (if Campus | Coleman, Marie A ; | &
updates as appropriate. Developer not assigned)

Review:

ES Manager | Coleman, Marie & ; | & m ‘ Reviewed E

Estimated Development Hours | 80

It is estimated that 10 eight-hour warking days would be required based on the

The ES Technical Manager should ensure the ES Development Comments cursory review of the description provided in the request.

Estimated Development Hours, ES Developer
assignment (if applicable) and Review Status fields EMPS Analyst Ensure all applicable users from the sister compuses below are populated for workflow notification):
’

Review: Review: | Go To 'Associated Tasks' view to Save Edits and Complete Task
are updated. , e
EMPS Anslyst | Colemen, Meric A ; | & W | Fanwarded to Other UAS Campusef 7
The EMPS Analyst should ensure the Review Type, Review Type For Formal Review [
. c Affected; Modulels) Affected:
Campuses/Modules Affected, and Review Status SMPUSEs SHeCe dD “E‘; —
: . UHCL Academic Advising
fields are updated. The EMPS Analyst Review Status @ b .
o [C]UHD ["] Admissions
should specifically be updated to “Forwarded to 7] UHM ] Campus Community
Other UHS Campuses”. 7] Uy [ Financial Aid
Campus(es) and Module(s) Reporting
Affected [ Security

Note. this workstep and completion of the
SEVIS
associated Task should be completed within 24 - N
[7] student Financials
hours. An Escalation notification will be generated [ Student Records
for items not completed within 24 hours. [7] Student Recruiting

Each campus has a different business practice for capturing the source data that
EMPS Comments ould need to be used, which may impact the scope.
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@ For the EMPS Analyst, after selecting the review
status “Forwarded to Other UHS Campuses”, a
validation edit message will briefly appear
prompting you that you must also complete the
associated Task with this review status update.

Go To 'Associated Tasks' view to Save Edits and Complete Task|

Click on the ‘Associated Tasks’ icon (ZI) to
perform the remaining steps needed to complete
the update:

a.) Click on the ‘Save’ icon (ﬂ). This saves
the recent edits you’ve made on the form.

b.) Click on the hyperlink that appears after

succesfully saving the edits on the form:

“Click to Complete/Open Task”.

You will be directed to the Task

completion prompt page. Click on the

button “Complete Task”.

Complete Task

c.)

You can close the internet windows that were
opened.

[Associated Tasks:

Save Task Navigation Link
Task Date Current (Link is gvailahie only if aszorigted
ID Task Status Assigned To Due Date Completed Updates!!! Fomm Edits hove been sgved)
1,082 | Forward Request For Other UHS Campuses Rev... | In Progress | Coleman, Marie A 12/11/2012 4:19 PM w/_
by 1§

|Associated Tasks:

N

Save Task Navigation Link
Task Date Current {Link is Gugiighle only if associoted
D Task Status Assigned To Due Date Completed Updates!!! Form Edits hove been soved)
1,082 | Forward Request For Other UHS Campuses Rev... | In Progress | Coleman, Marie A 12/11/2012 4:19 PM H : 3
Click to Complete/Open Ta!
by Form Saved L SI

O
-

Title Assignment of Enhancement Request to EMPS Analyst

Description You have been assigned as the EMPS analyst for this enhancement request.

Please complete task: 'Forward Request for Other UHS Campuses Review'.

[ Complete Task“if[ Cancel ]

< K
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@ OTHER HELPFUL INFORMATION

a) Checking for Items in the ‘Pending-EMPS
Analyst’ Queue: In addition to retrieving an
item that is pending review from within the
email notification, items needing review are
also located on the ERBC WorkCenter
repository page in the ‘Enhancement
Requests Filtered Views Collection” web part.
EMPS Analysts can go there to quickly identify
all items needing EMPS review to be
completed by them.

o Pending-EMPS Analyst: use this tab to
quickly see requests needing EMPS
Analyst review, and to select desired
items for editing. The tab list can be
filtered by Business Area to quickly
identify pending items for a module.

b) Checking for Items in the ‘My Active Tasks’
Queue: Items needing EMPS review are also
located on the ERBC WorkCenter repository
page in the ‘Tasks Filtered Views Collection’
web part. EMPS Analysts can go there to
quickly identify all items needing EMPS review
to be completed by them.

o My Active Tasks: use this tab to
quickly see ERBC tasks that are in your
personal queue for expected actions,
and to select desired items for editing.

Goals of the Change Management Business Process:

To provide transparency of all UHS enhancement requests
To ensure that enhancement requests are in line with university and system goals and initiatives
To better optimize functicnal and technical resources

B
.
.
s To leverage requests in an effort to accommodate common goals

Business Process: @ UHS Enhancement Request Business Process
User Guide:

Create a new enhancement request: @;‘] Enhancement Request Business Case

All Requests  Approval-UHCL  Approval-UHD

Pending-CM (Formal)

Approval-UHM
Pending-EMPS Analyst

Approval-UHV

Pending-CM (Documentation) Not Submi

Pending-EMPS Analyst

[F] Enhancement Request Title Request Number Date Desired in Production

Recommendations

See All Views

Business Area -

Count= 17 %l Ascending

Develop New xx5 State Report CMR-00017 9/28/2012 %] Descending

Create New IRy Report CMR-00027 10/13/2012 %  Clear Filter from Business Area

741 CMR-00041 10/15/2012 Financial Aid

z44 CMR-00044 10/16/2012 Reporting A
743 CMR-00045 10/20/2012 Student Financials |§
243 CMR-00043 10/20/2012 Student Recruiting

z39 CMR-00039 10/26/2012 Reporting

@

k.

Tasks Filtered Views Collection '

My Active Tasks  All Active Tasks
0
Tasks Due Turdagr_f_%ast Due Tasks All Tasks  See All Views

My Active Tasks

[ Title

Count=1

Related Content Aszigned To

Forward Request For Create New CB123
Other UHS State Report
Campuses Review

Coleman, Marie A

Due Date

12/10/2012 1:22 PM In

Status

Progress
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Other UHS Campuses Review

Following EMPS/ES cursory review, the other UHS campuses review phase begins. This phase has an allotted three days. m
From: EMPS <sharepoint@uh.edus N/ Sent Tue12/11/2012 4:42 PM
To: Coleman, Marie A
Cc Coleman, Marie A
After the EM PS Analyst Updates the enhancement Subject: Other UHS Campuses Review MNotification of Enhancement Request CMR-00164: Ceate Mew CE456 State Report
: &
request for Other UHS Cam puses review, Workflow An enhancement request has been submitted by requesting campus UHV for business area Reporting. The

d il ifi . I h request has completed initiating campus review and approval. The request has now been forwarded by
sends an email notification to all other campuses the EMPS Analyst for your campus review, and approval to opt-in the request. Please consult with your

popu|ated in Section Il of the form (the EMPS campus reviewers and update the SharePoint item with your applicable review, approval, or disapproval
. , . . . status for your specific campus within the next 3 days.
Analyst is cc’d on the notification). A link to the

SharePoint item is included in the notification
email to allow for quick retrieval of the item to
perform the review and make updates to the
request.

A new task (assigned to Coleman, Marie A) has been created for the expiration of the other UHS
campuses review cycle with a due date/time of 12/11/2012 4:46 PM.

Request
CMR-00164: Ceate New CB456 State Report

ot Link to Open the Item
FORGET! R R . ,
o a.) Checking for Items in the AVP/Designee’s
~—  Queue: In addition to retrieving an item that is
pending approval/disapproval by the

- 1a
AVP/ Designee from email notification, items Goals of the Change Management Business Process: \

: : : To provide transparency of all UHS enhancement requests
nEEdmg review and approval/dlsapproval are also To enzure that enhancement requests are in line with university and system goals and initiatives

.
located on the ERBC WorkCenter repository page in + To better aptimize functional and technical resources
+ To leverage requests in an effort to accommadate common goals

Description: THECB has issued a memorandum informing public universities they will be required to
submit new CB456 reports beginning Fall 2014,

the ‘Enhancement Requests Filtered Views
Collection’ web part. AVP/Designees can go to Business Process: (8] ] UH3 Enhancement Request Business Process
their respective campus tabs to quickly identify all User Guide: .
. . . Create a new enhancement request: @J Enhancement Request Business Case
items needing approval/disapproval to be
completed by them. / - - -
. . All Requests ~ Approval-UHCL  Approval-UHD  Approval-UHM  Approval-UHV ¢ Enhancement Requests Filtered Views Collectlon'
o Approval-UHCL: use this tab to quickly see
requests needing UHCL AVP/Designee
review and approval, and to select desired
items for editing. [T Approval-URv
o Approval-UHD: use this tab to quickly see

Pending-CM (Documentation)  Pending-CM (Formal)  Pending-EMPS Analyst  Nofl ybmil Recommendations  See All Views

. . [[] Enhancement Request Title Request Number Diate Desired in Production Business Area
requests needing UHD AVP/Designee
. . Count=9
review and approval, and to select desired
Develop New x5 State Report CMR-00017 9/25/2012 Reporting

Develop New xx6 State Report CMR-00018 9/29/2012 Reporting 42 | 69
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items for editing.

o Approval-UHM: use this tab to quickly see
requests needing UHM AVP/Designee
review and approval, and to select desired
items for editing.

: . . [ Gacopy
o Approval-UHV: use this tab to quickly see _E R
. . Paste
requests needlng URV AVP/DeSIgnee UHCL Campus (lgnore this section if vou are the Requesting Campus):
review and approval, and to select desired Review: [Review: |
items fOr‘ editing. UHD Campus lgnare this section if vou are the Reguesting Campus):
Review: ,EIEW |
. L. UHV Campus {lgnare this section if you are the Reguesting Campus):
C Other UHS campuses review participants should Review: [Review: |
meet to discuss the request. After collaborating on T -
the proposed request and making a determination Review: Review:
of whether your campus should be included in the Business Owners(s) |M-MLM; |R/llﬂ Reviewed [~]
enhancement, each participant should update the Campus Functional Analyst(s) || Coleman, Marie A ; 8, [l | Reviewed [*]
form with their Review Status and the | - -
) Campus Developer &/Ilﬂ Mot Reviewed |E|
AVP/Designee must update the Approval Status
Campus Lead(s) | Coleman, Marie A ; | &/ [l | Reviewed |E|
(Approved or Not Approved). Make sure to Save all
updates made to the document. AVP(s) or Designee(s) |M.MLEA; |a-/ﬂﬂ Approved (]

Designee Marie Coleman has approved this request in the absence of the AVP.
Campus Comments

Other UHS Campuses are provided a three day

grace period to conduct their reviews and update
the request with their statuses.
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EMPS Analyst Final Review

Following the expiration of the 3-day Other UHS Campuses Review, the EMPS Analyst performs a final review of the enhancement request. The Final Review must be

completed within the next 24 hours.

@ After the expiration of the 3-day Other UHS
Campuses Review, Workflow sends an email
notification to the EMPS Analyst. A link to the
SharePoint item is included in the notification
email to allow for quick retrieval of the item to
perform the review and make updates to the
request.

@ g

Check the ‘Summary Workflow’ (
after opening the item. It is best to always check
the Summary Workflow prior to making updates,
especially if you mistakenly select the wrong item
to edit. Checking the Summary Workflow serves
the below objectives:

e To double-check for yourself where that
particular request is in the process life
cycle

e To double-check what action is currently
expected to take place for that particular
request

e To clarify what workstep is next in the
process after you complete your current
action

view first

From: EMPS <sharepoint@uh.edu Sent: Tue12/11/2012 4:47 PM
To: Coleman, Marie A

Co

Subject: 3-Day Period for Other UHS Campuses Review has Expired for Request 'Ceate New CB456 State Report’

The 3-day other UHS campuses review cycle has ended. Your EMPS Analyst Review Status needs
to be updated to 'Completed' for request 'Ceate New CB456 State Report' and the associated task
also needs to be updated as 'Completed'. Please update your review status for the request and the
associated task to 'Completed' as soon as possible so that Change Management can schedule a
business case review meeting.

uest

: '\i Request
Link to Open the Item CMR-00164: Ceate New CB456 State Report
Description: THECB has issued a memorandum informing public universities they will be required

to submit new CB456 reports beginning Fall 2014.

Task
1083: Other UHS Campuses Review (3 Days)

Y

©
/

Workflow Ended
AVP/Designee Status is 'Not
Approved' for this Request

Email Motification Has Been Sent
to Requesting Campus Reviewers
Informing of 'Approval' Status
Update

Email Notification Has Been Sent
to EMPS/ES Reviewers Informing
of Approved Request; Request
Must Be Forwarded to the Other
UHS Campuses Within the Next
24 Hours

EMPS/ES Review 1 {Request):
Enhancement Request EMPS
Analyst Review Status Has Been
Updated to ‘Forwarded to Other
UHS Campuses'

EMPS/ES Review 1 (Task):
Related Task Has Been Updated
as 'Completed"

Email Motification Has Been Sent
to the Other UHS Campuses
Informing of Request Needing
Review/Approval: Three Days
Allowed for Review

Other UHS Campuses Review Has
Started: Began 12/11/2012 5:07
PM

Other UHS Campuses Review Has
Ended: Ended 12/11/2012 5:13 PM

Email Notification Has Been Sent
1o EMPS Analyst Informing of
Expiration of 3-Day Other UHS

Campuses Review

EMPS/ES Review 2 (Request)
Update Enhancement Request
EMPS Analyst Review Status
1o 'Completed’

EMPS/ES Review 2 (Task):
Update Related Task
as 'Completed’

Email Notification Sent to
Change Management Informing
of Completed Request Needing

Meeting Appointment

Meeting Scheduled (Request):
Update Enhancement Requast
CM Review Meeting Date/Time
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@ As part of your Final Review make sure to check EMPS Analyst [Ensure all applicable users from the sister campuses below are populated for workfiow nofification):

th.at all pertinent info.rmatic-)n Change Management Review: Review: e
will need to conduct its reV|'e\'/v has been ('entered EMPS Analyst ‘Culeman Marie A ; 8, E
on the request: such as anticipated meeting | [~ || [T
participants (Section Ill), a complete Description, Review Type For Formal Review E
Current Practices, Delivered Solutions, Estimated Campus(es) Affected: Module(s) Affected:
Development work, Campuses Affected, Modules [7]UHCL [| Academic Advising
Affected, etc. [[]uHD [] Admissions

[V]UHM [] campus Community
The EMPS Analyst should ensure the Review Type, [W]unv [|Financial Aid
Campuses/Modules Affected, and Review Status Campus|es) and Module(s) [¥| Reporting
fields are appropriately updated. The EMPS Analyst Affected [] security
Review Status should specifically be updated to []5evIS
“Completed”. [ student Financials

[]5tudent Records

Note: this workstep and completion of the []5tudent Recruiting

associated Task should be completed within 24

hours. An Escalation notification will be generated
for items not completed within 24 hours.

EMPS Comments Coleman, Marie A 12/11/20124:37:01 PM

Each campus has a different business practice for capturing the source data that
would need to be used, which may impact the scope.
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@ After selecting the review status “Completed”, a
validation edit message will briefly appear
prompting you that you must also complete the
associated Task with this review status update.

Associated Tasks:

N N B Save Task Navigation Link
Go To 'Associated Tasks' view to Save Edits and Complete Task| Task ‘ Date Current | funkis alable any fossocived
D Task Status Assigned To Due Date Completed Updates!!! Form Edits have besn saved)
1,082 | Forward Request For Other UHS Campuses Rev... |Completed | Coleman, Marie A 12/11/2012 419 PM 12/11/2012 4:40 PM H T e —
by Coleman, Marie A
E L083 | Other UHS Campuses Review (3 Days) In Progress | Coleman, Marie A 12/11/2012 4:46 PM ﬂ\r,w;_
Click on the ‘Associated Tasks’ icon (=) to by 4:
perform the remaining steps needed to complete
the update:
a.) Click on the ‘Save’ icon (ﬂ). This saves
the recent edits you’ve made on the form.
b.) Click on the hyperlink that appears after nssociated Tasks:
succesfully saving the edits on the form: Save Tosk Navgation Link
- N Task ) Date Current (unkum@kwyﬂmom
Click to Complete/Open Task”. D Task Status Assigned To Due Date Completed Updates!!! Form Ecits have been sed)
C.) You WI” be directed to the Task 1,082 | Forward Request For Other UHS Campuses Rev... | Completed | Coleman, Marie A 12/11/2012 419PM | 13/11/2012 4:40PM H PV P
. ) by Coleman, Marie A
Completlon prompt page' CIICk on the 1,083 | Other UHS Campuses Review (3 Days) In Progress | Coleman, Marie A 12/11/2012 4:46PM H Click to Complete/Open Takh
« Click to Complete/Open Tasi)
button “Complete Task”. by Form Saved E
Complete Task
(ac)
>—1
You can close the internet windows that were
opened. Title 3-Day Other UHS Campuses Review
Description

Task associated with monitoring the 3-Day Other UHS Campuses review phase.

Complete Task, |, iCanceI
ﬁ-;;.ls-
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@ OTHER HELPFUL INFORMATION

a) Checking for Items in the ‘Pending-EMPS
Analyst’ Queue: In addition to retrieving an
item that is pending review from within the
email notification, items needing review are
also located on the ERBC WorkCenter
repository page in the ‘Enhancement
Requests Filtered Views Collection” web part.
EMPS Analysts can go there to quickly identify
all items needing EMPS review to be
completed by them.

o Pending-EMPS Analyst: use this tab to
quickly see requests needing EMPS
Analyst review, and to select desired
items for editing. The tab list can be
filtered by Business Area to quickly
identify pending items for a module.

b) Checking for Items in the ‘My Active Tasks’
Queue: Items needing EMPS review are also
located on the ERBC WorkCenter repository
page in the ‘Tasks Filtered Views Collection’
web part. EMPS Analysts can go there to
quickly identify all items needing EMPS review
to be completed by them.

o My Active Tasks: use this tab to
quickly see ERBC tasks that are in your
personal queue for expected actions,
and to select desired items for editing.

Goals of the Change Management Business Process:

To provide transparency of all UHS enhancement requests
To ensure that enhancement requests are in line with university and system goals and initiatives
To better optimize functicnal and technical resources

B
.
.
s To leverage requests in an effort to accommodate common goals

Business Process: @ UHS Enhancement Request Business Process
User Guide:

Create a new enhancement request: @;‘] Enhancement Request Business Case

All Requests  Approval-UHCL  Approval-UHD

Pending-CM (Formal)

Approval-UHM
Pending-EMPS Analyst

Approval-UHV

Pending-CM (Documentation) Not Submi

Pending-EMPS Analyst

[F] Enhancement Request Title Request Number Date Desired in Production

Recommendations

See All Views

Business Area -

Count= 17 %l Ascending

Develop New xx5 State Report CMR-00017 9/28/2012 %] Descending

Create New IRy Report CMR-00027 10/13/2012 %  Clear Filter from Business Area

741 CMR-00041 10/15/2012 Financial Aid

z44 CMR-00044 10/16/2012 Reporting A
743 CMR-00045 10/20/2012 Student Financials |§
243 CMR-00043 10/20/2012 Student Recruiting

z39 CMR-00039 10/26/2012 Reporting

@

k.

Tasks Filtered Views Collection '

My Active Tasks  All Active Tasks
0
Tasks Due Turdagr_f_%ast Due Tasks All Tasks  See All Views

My Active Tasks

[ Title

Count=1

Related Content Aszigned To

Forward Request For Create New CB123
Other UHS State Report
Campuses Review

Coleman, Marie A

Due Date

12/10/2012 1:22 PM In

Status

Progress
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Scheduling Change Management Review

Following the EMPS Analyst Final Review, Change Management schedules a meeting date/time the change management review will be conducted. The scheduling

should be completed within the next 24 hours.

@ After completion of the EMPS final review,
Workflow sends an email notification to the EMPS
Change Management. A link to the SharePoint item
is included in the notification email to allow for
quick retrieval of the item to perform the review

and make updates to the request.

Check the ‘Summary Workflow’ ()
after opening the item. It is best to always check
the Summary Workflow prior to making updates,
especially if you mistakenly select the wrong item

view first

1

From:
To:

Cc
Subject:

EMPS <sharepoint@uh.edu>
Coleman, Marie A
Coleman, Marie A

Change Management Appointment Needed for Request: CMR-00164 - Ceate New CB456 State Report

—
Sent: Tue12/11/2012 5:10 PM

I Link to OBen the Item »

Request (For Formal Review)
CMR-00164: Ceate Mew CB456 State Report

Request 'CMR-00164 - Ceate New CB456 State Report’ has been updated to a campus(es) review
status of 'Completed' by EMPS Analyst Coleman, Marie A.

Please update the request with the specific date/time this request will be scheduled for change
management review. A SharePoint calendar entry will be automatically created followed by an
email notification to users for the scheduled meeting once the request is updated. A new task
(assigned to Coleman, Marie A) has also been created with a due date/time of Tuesday, December
11, 2012 5:11 PM; mark the task as complete when the request meeting date/time is updated.

Description: THECB has issued a memorandum informing public universities they will be required
to submit new CB456 reports beginning Fall 2014.

to edit. Checking the Summary Workflow serves
the below objectives:

e To double-check for yourself where that
particular request is in the process life
cycle

e To double-check what action is currently
expected to take place for that particular
request

e To clarify what workstep is next in the
process after you complete your current
action

e
Email Notification Has Been Sent . Other UHS Campuses Review Has Email Motification Has Been Sent
Other UHS Campuses Review Has
to thelmher UHS Campusles Started: Began 12/11/2012 4:40 Ended: Ended 12/11/2012 4:46 PM to EMPS Analyst Informing of
Informing of Request Meeding —_— M — —_— Expiration of 3-Day Other UHS
Review/Approval; Three Days Campuses Review
Allowed for Review
i
i
I I IR R s S R - S |
i
i
v
EMPS/ES Review 2 (Request) Email Notification Has Been Sent
iew 3 E
Enhancement Request EMPS EMPS/ES Review 2 (Task): T T AT Meeting Scheduled (Request):
Analyst Review Status Has Been —— | Related Task Has Been Updated |—— | 0f Completed Request Needing | % | |)pgate Enhancement Request
Updated to "Completed” as 'Completed" Meeting Appointment CM Review Meeting Date/Time
i
i
_________________________________________________________________________________________________________________________________ J
i
i
v
Email Notification Sent to Al
. o Parties Informing of Specific Recommendation (Request), I
Meeting Schedul ed_l ask) Stheduled Date/Time the Update Enhancement Request Recommendation |_ ask):
Update Related Task —_— Request Will Be Discussed — S —— —_— Update Related Task

as 'Completed’

with Attendees Anticipated to
Attend the Meeting Discussion

Recommendation Completed
Flag

as 'Completed"
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O, 3
In the ‘CM Review Meeting Date/Time’ field in ISel:tinn Ill - Chanee Manazement Review: - N _
Section Ill of the form enter the date and time o |,.‘f?f?.f".*".i".‘.'?f?‘.ﬂ“f?.f".?"f.?’.?.a.".e.fd“;_a”d;ﬁ";p'rt;ETRE;EMM_ (
. . ange i ; ] ! el 1 VIEW SCREQUIE INEs Link to Calendar List '
change management will meet to discuss the CM Review Meeting Dat L1012 sSSP
9 9 ' o Management Epeaiee e Open Associated Calendar Item
enhancement request. To the right of the field is Review: ‘C | Varie A 8@
link “View Scheduled ERBC Meetings”; click on this i !
link prior to entering the date/time to confirm you
are not choosing an appointment that conflicts Review
with already scheduled items for that date. EMPS Director ‘M} ‘%M Not Reviewed [
ES Directorls) ‘Culeman, Marie A ; ‘Mﬂ Not Reviewed E
Note: this workstep and completion of the Campus Functional Analyst(s) ‘ ‘%M Not Reviewed [
associated Task should be completed within 24 e Q -
. s . Campus/ES Developer(s) ‘ ‘ Not Reviewed E
hours. An Escalation notification will be generated
for items not completed within 24 hours. Campus Lead(s) ‘M,MLM ; ‘%M Not Reviewed B
Technical Manager(s) ‘Culeman, Marie A ; ‘Mﬂ Not Reviewed E
EMPS Analyst(s) ‘Culeman, Marig A ; ‘Mﬂ Wat Reviewed E
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@ After updating the meeting date/time, a validation

edit message will briefly appear prompting you
that you must also complete the associated Task
with this review status update.

Go To 'Associated Tasks' view to Save Edits and Complete Task|

Click on the ‘Associated Tasks’ icon (zl) to

perform the remaining steps needed to complete
the update:

a.) Click on the ‘Save’ icon (ﬂ). This saves
the recent edits you’ve made on the form.

|Associated Tasks:
Save Task Navigation Link
Task Date Current {Link is ovsilable anly if cszaciared
D Task Status Assigned To Due Date Completed Updates!!! Form Edits hove been saved)
1,082 | Forward Request For Other UHS Campuses Rev... [Completed | Coleman, Marie A 12/11/2012 4:19 PM -
E D/ER TR H Click to Complete/Open Task
by Coleman, Marie A
1,083 | Other UHS Campuses Review (3 Da: i 11/2012 4:46PM
= { vs) Genellaizs | Eeltanan, ez el 12/11/2012 5:04PM ﬂ Click to Complete/Open Task
by Coleman, Marie &
1,084 | Appoint Change Management Meeting In Progress | Coleman, Marie A 12/11/2012 5:11PM A
by ’?ﬁ
I
5 h a A a
: - 3
: Anforath Form Request 3 Summary Stotuse:
Associated Tasks:
Save Task Navigation Link
Task Date Current (Link iz voilahle only if assorioted
D Task Status Assigned To Due Date Completed Updates!!! Form £dits houe heen saved)
1,082 |Forward Request For Other UHS Campuses Rev... |Completed | Coleman, Marie A 12/11/2012 4:19PM -
2 AL T H Click to Complete/Open Task
by Coleman, Marie A
1,083 | Other UHS Campuses Review (3 Da i 11/2012 4:46 PM
pi (3 Days) Completed | Coleman, Marie A 12/1Y/: 12/11/2012 5:04 PM H e o —
by Coleman, Marie A
L int Change Management Meetin i 11/2012 5:11PM
Appo 2 It 14 In Progress | Coleman, Marie A 12/1Y/: ﬂ T S —
by Form Soved ,‘Ff

b.) Click on the hyperlink that appears after
succesfully saving the edits on the form:
“Click to Complete/Open Task”.

c.) You will be directed to the Task
completion prompt page. Click on the
button “Complete Task”.

You can close the internet windows that were
opened.

Title

Description

Complete Task ] l

4

i

Cancel l

()

Appoint Change Management Meeting

Update the request with the specific date/time change management will discuss
the enhancement.
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rinistration CRo

(s)
@ From: EMPS <sharepoint@uh. edu= Sent: Wed 12/12/2012 9:51 Phey
Meeting Reminders: A reminder notification will be 1”’ BT, B 6
[
sent to “identified attendees” 24 hours prior to subject: EREC 24Hr Mzeting Reminder: CMR-D0162: Create News CB123 State Report
when the enhancement request business case )
meeting is scheduled to occur REMINDER: Change management review for enhancement request
9 : business case 'CMRE-00162: Create New CB123 State Report' is schedued
@ for 12/13/2012 1:30 FM.
Changing a Previously Scheduled ERBC Meeting:
A subsequent change to a previously scheduled @
change management review meeting must be Section lll - Change Management Review: N
m he Calendar list item (n h Change ~  apagmnis [ 3 View Scheduled ERBC Meeti
ade to the C .St ?ce (not the Managgement CM Review Mesting Date/Time: 12/13/2012 1:30 PM D|ew ;Se Lfetdc | de I:';I:ES 1
Enhancement Request list item). You can open the S | pen Assoriated Lalendar TEM |&.  Link to Calendar Item
Calendar Item from either within the Enhancement
Request via the “Open Associated Calendar Item” @
. . . . From: EMP3 <sharepoint@uh. edu = Sent: Wed 12/12/2012 10:5&_
link or by navigating to the Calendar list and Ta: Coleman, Marie A
. . Ce Caleman, Marie &
Openlng the item from there' Aftel’ you haVe Subject: Meeting Change: The ERBC Scheduled Meeting Date /Time Has Changed for Request CRR-0010

updated the Calendar list item date/time and =
dth dit il tificati ill MOTE: 4n update to the scheduled mesting start time was made for enhancement request
saved the edits, an émall notification wi CMR-D0162: Create Mew CB123 State Repart, to occur on 12/19/2012 1:30 PM instead of

automatically be sent to the Meeting Attendees 12/13/2012 1:30 PM,
informing them of the change. Workflow will also
update enhancement request with the date/time
change.

Previously Identified Attendees:
Calerman, Marie &

@ OTHER HELPFUL INFORMATION: Checking for ltems @
in the ‘My Active Tasks’ Queue: Items awaiting
scheduling can also be identified via the ERBC
WorkCenter repository page in the ‘Tasks Filtered
Views Collection’ web part. The Scheduler can go
there to quickly identify items to be scheduled. My Active Tasks

0 My Active Tasks: use this tab to

My Active Tasks | All Active Tasks
Tasks Due Today'_wast Due Tasks Al

Tasks Filtered Views Collection

. . [[] Title Related Content Assigned To Cue Date Status
quickly see ERBC tasks that are in your
personal queue for expected actions, Count=1
Forward Request For Create New CB123 Coleman, Marie & 12/10/2012 1:22 PM In

and to select desired items for editing. Other UHS State Report
Campuses Review

Progress
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dent Administration CF

Change Management Review
The final stage of the enhancement request process is the Change Management review and provision of a Recommendation. The Recommendation should be

completed within 24 hours of the conclusion of the change management meeting. B o EMPS <sharepoint@uh.edus Sent: Tue12/11/2012 5:31 FM
Ta: Coleman, Marie A @
'] Coleman, Marie A
@ Subject: Provide Recommendation for Request CMR-00164: Ceate Mew CB456 State Report
After a change management meeting has been =
scheduled, Workflow sends an email notification to Please update request 'CMR-00164: Ceate New CB456 State Report' with a EE]

recommendation. A new task (assinged to Coleman, Marie A) has also been
created with a due date/time of Tuesday, December 11, 2012 5:33 PM; mark
the task as complete when the request recommendation is updated.

the EMPS Change Management. A link to the
SharePoint item is included in the notification
email to allow for quick retrieval of the item to
make Recommendation updates to the request. At
the conclusion of the change management N

\ Request
meeting, EMPS Change Management should make I Link to Open the Item ?CMR-UUIM: Ceate Mew CB456 State Report
the final updates to the enhancement request.
Description: THECE has issued a memorandum informing public universities
@ they will be required to submit new CB456 reports beginning Fall 2014.
J m
Check the ‘Summary Workflow’ ( Y ) view first \ 2 )
after opening the item. It is best to always check - . Email Notification Has Been Sent
P 9 . . ¥ irgﬁmmﬁu;umm EMPS/ES Review 2 (Task): W;"Czﬁek":::ﬂ:;’g‘ :J"::::"'"G Mezting Scheduled (Request):
the Summary Workflow prior to making updates, Analyst Review Status Has Been [~ | Related Task Has Been Updated e it

especially if you mistakenly select the wrong item
to edit. Checking the Summary Workflow serves
the below objectives:

e To double-check for yourself where that
particular request is in the process life
cycle

e To double-check what action is currently
expected to take place for that particular
request

e To clarify what workstep is next in the
process after you complete your current
action

Updated to 'Completed’

as 'Completed"

Updated to '12/11/2012 5:23 PM'

v
Email Notification Has Been Sent
. to All Parties Informing of Specific Recommendation (Request) R,
Meeting Scheduled (Task): . |Seheduled Date/Time the Request Update Enhancement Request [ EEen E 7T ! =)
Related Tas!(c:as B;::IUpda‘lad Will Be Di: with Recommendation and UpdatiRe = d?Sk
o tomp Anticipated to Attend the Meeting Recommendation Completed as 'Complete
Discussion Flag
i
i
_______________________________________________________________________________________________________________________________ 4
i
i
v

Email Notification Sent to Al
Parties Informing
Recommendation for Request
Has Been Provided

Workflow Ended:
Recommendation Provided
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@ Sections IV, V and VI should be completed by EMPS
Change Management. After the finalized — Coloman Haie A W) p—
Recommendation is entered, ensure to update the e

Campus Functional Analyst(s)

Recommendation Completed field to ‘Yes’. =
Campus,ES Developer(s) & [ | Not Reviewed

CITT o T CCToT

Not Reviewed

mmmmmmf\g

Campus Lead(s) | Coleman, Marie & ; |R./M Reviewed
Note: this workstep and completion of the et el | Coleman. Merie 4 ; | 8 | Reviewed
associated Task should be completed within 24 EMPS Analyst(s) | Coleman, Marie A ; |8 | Reviewed
hours of the conclusion of the scheduled change
management review meef/ﬂg- An Escalation |Section IV — Reviewers' Recommendations (Completed by Change Management Team):
notification will be generated for items not Change Estimated
. p s Management Option: Proj Enhancement and Alternatives: Development Recommendations
Comp/eted within 24 hours. Recommendations: Hours:
1 Perform proposed enhancement... B0 The enhancement should be -
developed. -
2 Continue with current business practice... Not applicable, as this involves =
a new state requirement. &7
3
Upcoming
Oracle
Improvements

|Section V — Support for Change Management Team's Recommendation:

Recommendation The request must be performed to be in compliance with the state.
Support:

JSection VI - Recommended Enhancements: | Go To 'Associated Tasks' view to Save Edits and Complete Task

Recommendation: Recommendation Completed: .'I_"ESE

Perform the requested enhancement
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@ After updating the Recommendation Completed

flag, a validation edit message will briefly appear  |Jassociated Tasks:

prompting you that you must also complete the ek bote oot | e mavigation Lnk

. . . . D Task Status Assigned To Due Date Completed Updates!!! Form Edits hove Been soved)
aSSOCIated TaSk Wlth thls review status update' 1,082 |Forward Request For Other UHS Campuses Rev... | Completed | Coleman, Marie A 12/11/2012 4:19 PM 12/11/2012 4:40 PM u R P Ay SR
ick to Complete/Open Tas|

by Coleman, Marie A
1,083 | Other UHS Campuses Review (3 Days) Completed | Coleman, Marie A 13/1/2012 4:46PM | 12/11/2012 5:04 PM

Go To 'Associated Tasks' view to Save Edits and Complete Task|

Click to Complete/Open Task
by Coleman, Marie A

1,084 | Appoint Change Management Meeting Completed | Coleman, Marie A 12/11/2012 5:11 PM 12/11/2012 5:27 PM

Click to Complete/Open Task
by Coleman, Marie A

i L &

1,087 |Provide Recommendation for Request In Progress | Coleman, Marie A 12/11/2012 5:33 PM

Click on the ‘Associated Tasks’ icon (ZI) to

by
perform the remaining steps needed to complete
the update:
a.) Click on the ‘Save’ icon (ﬂ). This saves
the recent edits you’ve made on the form. |a..ocisted Taske:
b.) Click on the hyperlink that appears after - ot e | e Nimication Link
SuCCQSfu”y SaVIng the edItS on the form D Task Status Assigned To Due Date Completed Updates!!! Form Edits hove been soued)
1,082 |Forward Request For Other UHS Campuses Rev... |Completed | Coleman, Marie A 12/11/2012 4:19 PM 12/11/2012 4:40 PM a e s T i (e Tt
. plete/Oo
“Click to Complete/Open Task”.

by Coleman, Marie A

c.) You will be directed to the Task WD @i e S e B e | e 12/11/2012 &35 PM | 12/11/2012 5:02 PM [~ I P———
. . by Coleman, Marie A
comple:c‘lon prompt pag”e' CIICk on the 1,084 | Appoint Change Management Meeting Completed | Coleman, Marie A 12/11/2012 5:11PM 12/11/2012 5:27 PM ﬂ Click to Complete/Open Task
button “Complete Task”. by Coleman, Marie A
CﬂMDlE’[E TﬂSk | Brende oo s ko et il s S L2f11/2002{535 i H Click to Complete/Open Task
by Form Saved

You can close the internet windows that were

Title
opened.

Provide Recommendation for Request

Description Provide Recommendation for Request

Complete Task ] [ Cancel ]
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@ OTHER HELPFUL INFORMATION

a) Checking for Items in the ‘Pending-CM
(Documentation)/(Formal)’ Queue: In addition
to retrieving an item from within the email

notification, items needing Recommendations
are also located on the ERBC WorkCenter
repository page in the ‘Enhancement
Requests Filtered Views Collection’ web part.
Change Management can go there to quickly
identify items needing Recommendations.

o Pending-CM (Documentation): use this

tab to quickly see “For Documentation

Only” requests needing Change
Management completion, and to select
desired items for editing.

o Pending-CM (formal): use this tab to
quickly see “For Formal Review”
requests needing Change Management
completion, and to select desired
items for editing.

b) Checking for Items in the ‘My Active Tasks’
Queue: Items needing EMPS review are also
located on the ERBC WorkCenter repository
page in the ‘Tasks Filtered Views Collection’
web part. EMPS Analysts can go there to
quickly identify all items needing EMPS review
to be completed by them.

a. My Active Tasks: use this tab to
quickly see ERBC tasks that are in your

personal queue for expected actions,
and to select desired items for editing.

Goals of the Change Management Business Process:

* To provide transparency of all UHS enhancement requests

* To ensure that enhancement requests are in line with university and system goals and initiatives
* To better optimize functional and technical resources

s To leverage requests in an effort to accommodate common goals

Business Process: IE UHS Enhancement Request Business Process

User Guide:
Create a new enhancement request: @;j Enhancement Request Business Case

All Requests  Approval-UHCL

Pending-CM (Documentation)

Approval-UHD  Approval-UHM
Pending-CM (Formal) Pending-EMPS Analyst

Approval-UHV
Not Submif

Recommendations

See All Views

Pending-EMPS Analyst - 0
[F] Enhancement Request Title Request Number Date Desired in Production Business Area -
Count= 17 %l Ascending
Develop New xx5 State Report CMR-00017 9/28/2012 %] Descending
Create New IRy Report CMR-00027 10/13/2012 %  Clear Filter from Business Area
z41 CMR-00041 10/15/2012 Financial Aid
zdd CMR-00044 10/16/2012 Reporting
z48 CMR-00048 10/20/2012 Student Financials I}
249 CMR-00043 10/20/2012 Student Recruiting
z39 CMR-00035 10/26/2012 Reporting

@

k.

Tasks Filtered Views Collection '

My Active Tasks  All Active Tasks
A
Tasks Due Todagr'_wast Due Tasks All Tasks See All Views

My Active Tasks

[ Title

Count=1

Related Content Aszigned To Due Date Status

Forward Request For Create New CB123
Other UHS State Report
Campuses Review

Coleman, Marie A 12/10/2012 1:22 PM In

Progress
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From: EMPS <sharepoint@uh.edu= Sent: Wed 12/12/2012 5:24 PM
To: Coleman, Marie A @
Cc Coleman, Marie A
Subject: Recommendation MNotification for Enhancement Request CMR-00164: Ceate New CB456 State Report
%
The recommedation for request 'CMR-00164: Ceate New CB456 State Report' has been
@ a) After EMPS Change Management completes the updated. ; P =
Recommendation update on the enhancement
request, Workflow sends a final email to all
participants identified on the request informing Request

. CMR-00164: Ceate New CB456 State Report
them of the Recommendation that has been

completed for the request. Description: THECE has issued a memaorandum informing public universities they will be

required to submit new CB456 reports beginning Fall 2014,

Recommendation: Perform the requested enhancement

b) The Summary Statuses InfoPath form view is

(60)
o

updated with final milestones statuses of the
’ i . Email Natification Has Been Sent
request’s process life cycle. ENPS/ESReviw 2 Fequest N toChnge Wansgemen forming ; :
Enhancement Request EMPS EMPS/ES Review 2 (Task): m Meting Scheduled (Request):
Analyst Review Status Has Been [————— | Related Task Has Been Updated |———— | of Completed Request Needing Enhancement Request CM Review
Updated to"Completed as 'Completed' Meeting Appaintment Meeting Date/Time Has Been
H H Updated to *12/11/2012 5:23 PM'
¢) The Summary Workflow InfoPath form view is Y
updated with the final process Termination ;
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, i
workstep. |
v
UHS Enh tR t Busi C
Email Notification Has Been Sent
@ S — 10 All Parties Informing of Specific Recommendation (Request): T T
ing Scheduled (Task]: Scheduled Date/Time the Request Enhancement Request mmendation (Task):
Related Task Has Been Updated | —————3*| il B Discusse with Attendees [~ | Recommendtion Completed Flag L D
o5 ‘Completed Anticipated to Attend the Mezting Has Been Updated and a SR
Discuss; ; ;
SUMMARY STATUSES sssion Recommendaton rvied
i
Campus Approvals: !
UserlD Date ‘
Campus AVP/Designee Status Updated By Updated :
Requesting v
Coleman, Marie A Approved macolem3 Tuesday, December 11, 2012 4:09 PM
Campus: UHV
UHCL
urp Emil Notification Has Been Sent
UHM Coleman, Marie A Approved macolem3 Tuesday, December 11,2012 4:52 PM 10 All Parties Informing that Workflow Ended:
Recommendation for Request Has Recommendation Provided
UHv Been Provided
[Milestone Statuses:
Process Milestone Status
Requesting Campus Review Status: Approved
EMPS Analyst Review Status: Completed
Other UHS Campus(es) Review Status: Review has EXPIRED (Begin 12/11/2012 4:40 PM; End 12/11/2012 4:46 PM)
Change Management Updates: Recommendation Completed
CM Review Meeting Date/Time: Tuesday, December 11,2012 5:23PM
Request Status: Recommendation Completed
Recommendation: Coleman, Marie A 12/12/20125:21:41 PM
Perform the requested enhancement 5 6 | 69
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A. Workflow Notifications and Expected Actions

associated task as complete has lapsed. Please
update the request for other UHS campuses review

review and update the
associated task.

Notification Example Body Recipients Actions to be Taken Tag
Notification of Enhancement Request [ID]: [Title] An enhancement request for your campus review To: Campus - Business Owner, Requesting campus users need Notification:
and approval has been submitted by [User Created Functional Analyst, Developer, to review the request and Requesting
By] for business area [Business Area]. Please consult Lead, AVP/Designee, Presenter provide AVP/Designee approval Campus
with your campus reviewers and update the or disapproval.
SharePoint item with your applicable review, Cc: Request Creator (Created By)
approval, or disapproval status.
Request
[ID]: [Request Title]
Description: [Request Description]
Approved: Enhancement Request [ID] [Title] The request for [ID}: [Title] has been updated to To: Campus - Business Owner, None; notification is FYIl only. Notification:
'Approved' by AVP/Designee [AVP/Designee]. Functional Analyst, Developer, Requesting
Lead, AVP/Designee, Presenter Campus
Description: [Request Description]
Cc: Created By
Not Approved: Enhancement Request [ID] [Title] The request for [ID}: [Title] has been updated to 'Not | To: Campus - Business Owner, None; notification is FYI only. Notification:
was not approved by the AVP/Designee Approved' by AVP/Designee [AVP/Designee]. Functional Analyst, Developer, Requesting
Lead, Presenter, Created By Campus
Description: [Request Description]
Cc: AVP/Designee
(EMPS/ES) Notification of Enhancement Request An enhancement request for business area [Business | To: EMPS Analyst None; notification is FYI only at Notification:
[ID]: [Title] Area] has been submitted by [User Created By] and this time, however note after EMPS/ES
approved by [AVP/Designee]. Please ensure the Cc: ES Technical Manager expiration of 24 hours analyst
request is forwarded for other UHS campuses review will need to forward the request
within the next 24 hours; a new task (assigned to for other UHS campuses review.
[EMPS Analyst]) has been created with a due
date/time of [Due Date/Time].
Request
[ID]: [Request Title]
Description: [Request Description]
24Hr Period for Enhancement Request Review The due date/time for updating request ‘[Title]’ for To: Assigned EMPS Analyst EMPS analyst needs to forward Notification:
Expired for Request [Title] review by the other UHS campuses and updating the the request for other campuses EMPS
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updated to 'Completed' for request ‘[Title]’ and the
associated task also needs to be updated as
'Completed'. Please update your review status for
the request and the associated task to ‘Completed'
as soon as possible so that Change Management can
schedule a business case review meeting.

Request
[Request ID]: [Request Title]

Description: [Request Description]

task as Completed.

Notification Example Body Recipients Actions to be Taken Tag
and the associated task as 'Completed' as soon as
possible.
Request
[ID]: [Request Title]
Description: [Request Description]
Task
[Task ID]: [Task Title]
Other UHS Campuses Review Notification of An enhancement request has been submitted by To: UHCL/UHD/UHM/UHV Other UHS campuses users need | Notification:
Enhancement Request [ID]: [Title] requesting campus [Requesting Campus] for business | Business Owners, Functional to review the request and Other UHS
area [Business Area). The request has completed Analysts, Leads, Developers, provide AVP/Designee approval Campuses
initiating campus review and approval. The request AVP/Designees or disapproval within the next 3
has now been forwarded by the EMPS Analyst for days.
your campus review, and approval to opt-in the Cc: EMPS Analyst
request. Please consult with your campus reviewers
and update the SharePoint item with your applicable
review, approval, or disapproval status for your
specific campus within the next 3 days.
A new task (assigned to [EMPS Analyst]) has been
created for the expiration of the other UHS
campuses review cycle with a due date/time of [Due
Date/Time].
Request
[ID]: [Request Title]
Description: [Request Description]
3-Day Period for Other UHS Campuses Review The 3-day other UHS campuses review cycle has To: Assigned EMPS Analyst EMPS analyst needs to update Notification:
has Expired for Request ‘[Title]’ ended. Your EMPS Analyst Review Status needs to be the review status and associated | EMPS
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[Title].
Description: [Request Description]

Approval Status(es)
UHCL Approval Status
UHD Approval Status
UHM Approval Status
UHV Approval Status
* Impacted Campus(es): [Campus]

Meeting (For Documentation Purposes Only)
Start: [Start Mtg Date/Time]

End: [End Mtg Date/Time]

Location: [Room]

Phone/Bridge: [Number]

Topic: [ID]: [Title]

Identified Attendees:

Outlook calendar.

Notification Example Body Recipients Actions to be Taken Tag

Task

[Task ID]: [Task Title]
Change Management Appointment Needed for Request: [ID]: [Title] has been updated to a To: EMPS Director, EMPS Someone in change Notification:
Request [ID]: [Title] campus(es) review status of 'Completed' by EMPS Program Manager management needs to update c™M

Analyst [EMPS Analyst] . the request with a meeting

Cc: EMPS Analyst date/time and complete the

Please update the request with the specific associated task.

date/time this request will be scheduled for change

management review. A SharePoint calendar entry

will be automatically created followed by an email

notification to users for the scheduled meeting once

the request is updated. A new task (assigned to

[EMPS Director] has also been created with a due

date/time of [Due Date/Time]; mark the task as

complete when the request meeting date/time is

updated.

Request

[ID]: [Request Title]

Description: [Request Description]
Meeting Notification for Enhancement Request A cursory review meeting has been scheduled by To: EMPS Director, EMPS Analyst, | Note the scheduled meeting Notification:
[ID]: [Title] (For Documentation Purposes Only) change management for enhancement request [ID]: ES Technical Manager date; optionally update your Meeting
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Notification

Example Body

Recipients

Actions to be Taken

Tag

EMPS Director: [Name]
Technical Manager(s): [Name]
EMPS Analyst(s): [Name]

Meeting Notification for Enhancement Request
[ID]: [Title] (For Formal Review)

A formal review meeting has been scheduled by
change management for enhancement request [ID]:
[Title].

Description: [Request Description]

Approval Status(es)
UHCL Approval Status
UHD Approval Status
UHM Approval Status
UHV Approval Status
* Impacted Campus(es): [Campus]

Meeting (For Documentation Purposes Only)
Start: [Start Mtg Date/Time]

End: [End Mtg Date/Time]

Location: [Room]

Phone/Bridge: [Number]

Topic: [ID]: [Title]

Identified Attendees:
Presenter: [Name]
EMPS Director(s): [Name]
ES Director(s): [Name]
Campus Analyst(s): [Name]
Developer(s): [Name]
Campus Lead(s): [Name]
Technical Manager(s): [Name]
EMPS Analyst(s): [Name]

To: Presenter, EMPS Directors, ES
Director, Campus Functional
Analysts, Developers, Campus
Leads, Technical Managers, EMPS
ANALYST

CC: AVP/Designees
(UHCL/UHD/UHM/UHV)

Note the scheduled meeting
date; optionally update your
Outlook calendar.

Notification:
Meeting

ERBC 24Hr Meeting Reminder [ID]: [Title]

REMINDER: Change management review for
enhancement request business case ‘[ID]: [Title]" is
scheduled for [Start Mtg Date/Time].

To: Meeting Attendees

Note the scheduled meeting
date; optionally update your
Outlook calendar.

Meeting
Reminder

Provide Recommendation for Request [ID]: [Title]

Please update request [ID]: [Title] with a
recommendation. . A new task (assigned to [EMPS
Director] has also been created with a due date/time
of [Due Date/Time]; mark the task as complete when
the request recommendation is updated.

Request
[ID]: [Request Title]

To: EMPS Director

Cc: EMPS Analyst

Change management needs to
update the recommendation for
the request and mark its
associated task as complete.

Notification:
CM
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Notification

Example Body

Recipients

Actions to be Taken

Tag

Description: [Request Description]

Recommendation Notification for Enhancement
Request [ID]: [Title]

The recommendation for request [ID]: [Title] has
been completed.

Request
[ID]: [Request Title]

Description: [Request Description]

Recommendation: [Request Recommendation]

To: Presenter, EMPS Directors, ES
Director, Campus Functional
Analysts, Developers, Campus
Leads, Technical Managers, EMPS
ANALYST

CC: AVP/Designees
(UHCL/UHD/UHM/UHV)

None; notification is FYI only.

Notification:
Recommendati
on

Additional Notifications:

3-Day Period for Other UHS Campuses Review
has been Prematurely Ended for Request [Title]

Other UHS Campuses Review has ended: the EMPS
Analyst Review Status has been updated to status
'Completed' on [date/time updated], prior to
expiration of allotted 3-Day Other UHS Campuses
Review ending [scheduled date/time].

Request
[ID]: [Request Title]

Description: [Request Description]

Approval Status(es)
UHCL Approval Status
UHD Approval Status
UHM Approval Status
UHV Approval Status
* Impacted Campus(es): [Campus]

To: Assigned EMPS Analyst

Cc: EMPS Director

EMPS Analyst should confirm
the premature end of the 3-day
other UHS campuses review was
appropriate.

Notification:
EMPS

36Hr Period for Forwarding Enhancement
Request to Other UHS Campuses has Expired!

Thirty-six hours has expired since request ‘[Request
Title]’, assigned to [Primary Analyst], has been
approved by the initiating campus. The request
needs to be forwarded to the other UHS campuses
for review, and the associated task updated to
'Completed'.

The associated task has been reassigned to
secondary analyst [Secondary Analyst]. Please
update the request for other UHS campuses review
and update the associated task to Complete as soon
as possible.

To: Secondary EMPS Analyst

Cc: Initial Assigned EMPS Analyst,
EMPS Director

Secondary EMPS analyst needs
to forward the request for other
campuses review ASAP.

Escalation
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Notification Example Body Recipients Actions to be Taken Tag

Request
[Request ID]: [Request Title]

Description: [Request Description]

Task

[Task ID]: [Task Title]
Post 3-Day Period for Updating Request to Four days has expired since the other UHS campuses | To: Primary EMPS Analyst, EMPS analyst needs to update Escalation
'Completed' for Change Management Review has | review period was initiated for request ‘[Title]’ The Secondary EMPS Analyst the review status and associated
Expired! EMPS Analyst Review Status for the request needs to task as Completed ASAP.

be updated to 'Completed’, and the associated task Cc: EMPS Director
needs to be updated to 'Completed' as soon as
possible so that Change Management can schedule a
business case review meeting.

Request
[Request ID]: [Request Title]

Description: [Request Description]

Task

[Task ID]: [Task Title]
24Hr Period for Updating the Change The due date/time for updating request ‘[Title]’ with To: EMPS Director, EMPS Someone in change Escalation
Management Meeting Appointment has Expired a change management meeting appointment date Program Manager management needs to update
for Request ‘[Request Title]” and updating the associated task has lapsed. Please the request with a meeting

update the request with the meeting appointment Cc: EMPS Analyst date/time and complete the

and update the associated task as 'Complete’ as soon associated task.

as possible.

Request

[Request ID]: [Request Title]

Description: [Request Description]

Task

[Task ID]: [Task Title]
36Hr Period for Updating Request with Change Thirty-six hours has expired since the EMPS Analyst To: EMPS Director Someone in change Escalation
Management Meeting Appointment has Expired! | queued request ‘[Title]’ for Change Management management needs to update

review. The Change Management Review meeting Cc: EMPS Analyst the request with a meeting

date/time needs to be updated, and the associated date/time and complete the

task needs to be updated to 'Completed' as soon as associated task ASAP.

possible so that the users can be notified of the
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Notification

Example Body

Recipients

Actions to be Taken

business case review meeting.

Request
[Request ID]: [Request Title]

Description: [Request Description]

Task
[Task ID]: [Task Title]

24Hr Period for Updating the Recommendation
for Enhancement Request ‘Request Title’ Has
Expired

The due date/time for updating request ‘Request
Title’ with a recommendation has lapsed. Please
update the request with a recommendation and
update the associated task as 'Complete' as soon as
possible.

Request
[Request ID]: [Request Title]

Description: [Request Description]

Task
[Task ID]: [Task Title]

To: EMPS Director

Cc: EMPS Analyst

Someone in change
management needs to update
the request with the
recommendation and complete
the associated task.

Escalation

36Hr Period for Updating the Recommendation
for Enhancement Request ‘Request Title’ Has
Expired

The due date/time for updating request ‘Request
Title’ with a recommendation has lapsed. Please
update the request with a recommendation and
update the associated task as 'Complete' as soon as
possible.

Request
[Request ID]: [Request Title]

Description: [Request Description]

Task
[Task ID]: [Task Title]

To: EMPS Director

Cc: EMPS Analyst

Someone in change
management needs to update
the request with the
recommendation and complete
the associated task ASAP.

Escalation

Workflow Item NOT COMPLETED, Reminder 3+

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
[Request ID]: [Request Title]

To: Primary EMPS Analyst,
Secondary EMPS Analyst

Cc: EMPS Director

After the lapse of a targeted due
date, this reminder regenerates
every 24 hours via an
incrementing counter.

The EMPS analyst needs to
complete the associated request
status and task status updates.

Escalation
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Notification Example Body Recipients Actions to be Taken Tag

Description: [Request Description]

Task
[Task ID]: [Task Title]
Meeting Change: ERBC Scheduled Meeting An update to the scheduled meeting start time was To: Meeting Attendees None; notification is FYI only... Notification:
Date/Time Has Changed made on enhancement request ‘[Request ID]: Meeting
[Request Title]’ to occur on [updated meeting Cc: EMPS Program Manager, Change

date/time] instead of [previous meeting date/time]. EMPS Director, EMPS Analyst

Previously Identified Attendees:
[Attendees]

B. Other Documentation

Also available is a companion PowerPoint presentation, titled “Automated ERBC Overview”. The presentation provides a high-level overview of the
Automated ERBC Toolset and is available in the same location as this user guide on the ERBC WorkCenter page of the EMPS SharePoint site.

C. Outlook Integration - Viewing ERBC Scheduled Meetings in Qutlook

Microsoft Outlook 2010 can be used to view a calendar from a SharePoint site side-by-side with an Outlook calendar, as well as view an overlay of the
calendars as if they were one single calendar. Users can keep track of scheduled ERBC meetings from within their Outlook application.

- . Calendar Tool:
@ Access a SharePoint calendar in Outlook e Actions < v T —
When you connect a SharePoint calendar to = = (@ Create view  Current View: X B 0 Eeeotomne  Ery
i . [ Modify View + | EMPS_Calendar = =g [A] open with Access -
Outlook, it appears under “Other Calendars” with ooy wWesk |Manth| soma cojgpse cgencars T T e e FRM){@ Bl i
your calendar fOIderS. Scope Expand Manage Views Share & Track Connect & Export Customi
. . A 20;2 » - December, 2012 Connect to Outiook
0 Open the calendar on the SharePoint site. S s s ey Smehronize tems ang make them
unday onday ednesday available offline using Microsoft
On the Calendar tab, in the ‘Connect and Rr s 2 N ST o
EMPS Director's Meeting (ERP Room 295)
Export’ ribbon group, click “Connect to ey ALt ES Project - Portal Upgrade
ES Project - PeopleTools Upgrade (8.50 to 8.52)
Out|00k". [ calendars in View + 2 more items - 2 more items ~ 1 more item ~ 2 more items + 1 mor]
. Calendar 2 3 4 5 6 7
o When prompted to confirm that you want EMPS Director’s Mecfing (ERP Room 295)
. ES Project - Portal Upgrade
to allow the website to open a program on | ees bocuments e T e
. Shared Documents ~ 2 more items ~ 2 more items « 3 more items ~ 1 more item
your computer, click Allow. When 5 = - = - o
prompted to confirm that you want to EMPS Events {r‘ EHBE TG ton s ”“‘E;gp‘“"t"f":"j‘i’ .
connect the SharePoint calendar to =S \l e Shared Calendar ' —
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Outlook, click Yes. In Outlook, in Calendar, | ... ERe

the SharePoint calendar is added to the Q
1d
N

Navigation Pane under Other Calendars 0_:1 Do you want to allow this website to open a program on —
' "% your computer? |Q-|

From: share uh.edu WEE| Home Send / Receive Fald

Pragram: Microsoft Qutiook ﬁ @ % %

Address: stssynoists/?
wer=118type=calendar®&cmd=add- - [l ey T ey I e Today Mext?
.-’-‘«I b i thi i add Appaintrent Meeting Items = [rays
ways azk before opening this twpe of address e o To 3

Allow ] [ Cancel ] ":_1;3“3 _I—_|*|M|Eﬁﬁ-jlﬁj§

J by Calendars £
Calendar [1)

potentially harm your computer. Do not allow it unless you st

the source of the content. wh righ? ‘ -
i 1c - ——

|® Allawing web content to open a pragram can be useful, but it can

hicrosoft Outlook
R T———
Connect this SharePoint Calendar to Outlook? — P
‘ou should only conmect lisks From sources you know and trust,
' Outlook “Other Calendars” 4[| Other Calendars
EMPS - Calendar A e " e i v
https:ffshare, uh. edu/emps/Lists/Calendar] . ] e T
To configure this Calendar, click &dvanced, el L
qa il -¥ il #l
e ) e . 4 S
i il | LR

EMPE - Calendar

' SharePoint “EMPS-Calendar” in Outlook

L Mail
|% Calendar ‘
&=| contacts
@ Tasks
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Overlay a SharePoint calendar with another
calendar

You can overlay a SharePoint calendar with Outlook
calendars or with other SharePoint calendars so
that you can see all events at one time.

In Outlook by default, the SharePoint calendar
opens in Calendar view under Other Calendars in
the Navigation Pane. It is displayed as an
additional calendar next to your default calendar in
Side-By-Side Calendar view.

To view the EMPS SharePoint calendar as an overlay
with other Outlook calendars within Outlook:

In Calendar, in the Navigation Pane, select
or clear the check box of another calendar
until the calendars that you want to
overlay are displayed. Each calendar that
you select opens to the right of the last
calendar opened.

On the Calendar tab, click the arrow. The
arrow changes color when you point to it
or click it. When you click the arrow, the
tab moves to the left. The calendars are
now in overlay mode.

To add another calendar to the overlay,
repeat the previous steps.

To remove an overlaid calendar, click the

(0]

arrow on the Calendar tab, or clear the
calendar’s check box in the Navigation
Pane.

Calendar - macolem3@Central UH.EDU - Microsoft Outlook

| Home Send / Receive Falder Wigw Meafee E-mail Scan
= ) E= f g ) P = Find a Contact =
TR L LEEEL FIE R
| e = [ Address Book
Mewr Mewr Mewir Today Mext7 Day  Work  Wieek Manth |Schedule Open Calendar | E-mail Share  Puhblish  Calendar
Appointment Meeting Items ~ Days Week i || Calendar ~ Groups = | Calendar Calendar Online * Permissions
Mew GoTo | Arrange s | Manage Calendars Share Find
= i m 3 =1 iy f = Si-—tSH= o ErER N F
g9 ,,J\M\Eﬁﬁ_‘ljﬁﬂéﬁﬂ\ S B EdsER B0 B S R B s
JD My Calendars
[ Calendar (1 4 v November 2012 |Search Calendar (Ctel+E) P
Calendar View in over|ay Mode WnEMPS - Calendar X
sun | 5 T Je | wea | e | o | sk s
_40ct29 29 1 3 Moyl 2 3
| S | |Adh 'Adhg Adh Adh | Adh| | | Adh| 3:r L] From May'3 EMPS Dlle(tol 5 Meetlng ERP Room 295
4 Other Calendars 6 Sig Key F Inte Hall: Quel Shar E 5ig i From Jul 15 ES P[o]ccl Portal Upg[adc
' 8
2
) 6 Z 8 g an 4 5 6 i 8 9 10
_ | adn | [adh| adh || ladn) | |[&dh| || Adn | |[ace| || EMPS Director’s Meeting; ERF Raorm 295
s o BSig Key F Elec! Quel Leawn Shar 6 5ig = ES Project - Portal Upgrade
& z
- = -
EMPS - Calendar | | | | | | | 7 i ; 7 7 7
EMPE - Calendar - SharePoint Lists - RMicrosoft Outlook Ozb
i e rActfee E-mail Scan
EEELEE e ==
= e =3 [Cl address Book
Dray Work | Week |kMonth Schedule Tpen Calendar E-rmail Share Publish Calendar
eek ~ e Calendar = Groups = | Calendar Calendar COnline © Permissions
Arrange = Manage Calendars Share Find
T B T~ (N T~ |2 (A d @ vo B B Sy O Bl (= | - IHE IE 5 v=- | & Ha -a @+
4 & October 28 - Novem ber 03, 2012 |Search EMPS - Calendar [Ctrl+E] P|
= Calendar b4 = EMPS - Calendar »
28 Sunday 29 Monday 20 Tuesdaw 21 wednesday i Thiursday 2 Friday 3 Saturday
4 Fram May 3 EMPS Director’'s Meeting; ERP Room 295 To Dec 14 s
4 From Jul 15 ES Project - Portal Upgrade To Dec 31 =
48 From Oct 1 ES Project - PeopleTools Upgrade (§.50 to §.52) To kdar 31, 13 s
Adhoc Ta &> @ Adhoc Ta & @ Due: CBMODS - Adhoc Ta .+ & Due: CBRMOO0S - Adhoc Ta .+ & Adhoc Ta .+ &
Adhoc Ta & & Halloween; Un Due: CERO009 -
Adhoc Ta &+ &
am Key e
8 Proj
Upd
=} an CMR-00122: CC Cross Bi-wreel CMR-D0134:
z122 Campus Mtg LIEFS 2 b134 =
Inte | IRCH ERF 3, Room 241 Colema | RCB ERF 3, Room 241
F— — LEF  Dew Bi-wreel
100 | B CMFP | CMF CMF Fina ... pp CMF| CMR-DI SF UEP3 2z & CMP | CMIF
Sign z123  c126 f129 Teal di2] el28 Cross Sign al33l f138
ERF ERF ERF ERP ERP ERF 3, | Campu & ERF ERP
11 oo CMRE-0012 CMRE-0012 Query Users vwor, gll\.;lé ul CMR-0
a134 =130 EQD Bldo 3 B - 7133 4
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. T A . T 1 33
@ Remove a SharePoint calendar from Outlook Appointment Meeting It 52 Open in Newmndowo
o In Calendar, in the Navigation Pane, under hsve [ open in web Browser
=, 3 3 H
Other Calendars, select the calendar that el g g 15 f: ] Mew Calendar..,
you want to remove. 41| My Calendars Hide This Calendar
. . . Calendar (1) .
o Right-click the calendar, then click Delete e s |E Qveriay
calendar folder name. R 2. | Color ¥
o When you are prompted to confirm the SIS O Rename Calendar
W - L Copy Cale ar
deletion, click Yes. PO | <P el
43 | Mowe Calendar
-l|:| Other Calendars | _ [
. el Delete Calendar
Note: This procedure removes the calendar only o1 1A 1 = % .. Delete Calendar
. . e a M 8]
from Outlook, not from the SharePoint site. W — Sk
S % powe Down
ol - =P oI
Share 3
Hnpe (s L]
_ e I§ Properties...
EMPS - Calendar
- Calen [

Microsoft Outlook

Do vou wank bo delete the "EMPS - Calendar” Folder and its conkents? Deleting this Folder removes the related SharePoint list From all computers that

l wou use,

any changes you made since the last SendfReceive will be lost, The contents of this SharePoint list will remain on the server,

[’fesl[Na ]

Was this information helpful?
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D. Printing (if necessary)

One of the aims of the Automated ERBC toolset is to effectuate the initiative to “Go Green” and reduce costs associated with paper printing. Therefore it is
encouraged to not print the requests unless necessary. If printing of the request form is necessary, the below instructions can be used for obtaining a
printed object; note, current printing capabilities are limited.

@ Printing Data Form

o Right click on the list item and open itin a
new window (instead of modal).
Navigate to Print Preview.

o Forview “InfoPath Form Request”, change

the print size to a percentage that is below
60% (50% - 52% appear to produce
consistent print results) . For the other
views, the default print size does not need
to be changed.

0 Print the document by clicking on the Print
icon.

1a

Enhancement Reguests + Al liems -

arter vy Admavons ey iy CRM Feancal A
Prudect Records  Studert Recrating  LMPS Academic Tesm Metng

] B § ReswestBhomber  Enhancement Reguest Tt Reguest Sabis i

(7} CMR00263 1163 Boww Document v
L
J cHRoomr Emam e C i
eoee] 5 Optiin newtsh
173 CHRO0IEE 180 Open i mewwindew Open in New Window

fre il
7] CMEL 50285 £150 i

| hittps:/fshare.uh.edu/ernps/Lists/Enhancerme nt%20Reque sts/Tter/e ditifs. asp?List=92ed5 1e5%2De 6 d%2 D463 %20 9a56% 20852956455 9851D=161 & Source=ht O ~ @ UmverslyOFQ

Print Preview

[7] Enhancement Requests - C...
i Edit View Favarites Tools Help

Mew tab Ctrl+T
Ctrl+k

Chrl+N

Duplicate tab

Meww win dow

Mew session

@@ ml QD:B ED 1Page View = | Custon B
0

Open.. Cl+0

Editwith Microsoft Office SharePoint Designer

Save

Cirl+5
Ctrl +4

Save as.
Close tab

Page setup..
Print... Crl+p

Print preview..
Send »
Irnport and export...

Properties

Motk offline
Exit

External Organization
Duplicate ID Clean Up
Log

DAWG Production Log

Section | = Proposed Enhancement]
Graduation Task List

Enhancement
Request Title:

Create New CB12}

Coleman, Mari

Graduation Issue List

Tuition & Fee Structure Prepared By:
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