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1 Business Processes - XYZ Company Ltd
This section describes the processes used at the Enterprise level of the system.
1.1 Administration XE "Process Groups:Administration" 

 XE "Administration (process group)" 
The following item(s) are in this Group:
· [image: image10.png]


Leave Request
· [image: image11.png]


Idea Management
1.1.1 [image: image12.png]


Leave Request XE "Processes:Leave Request" 

 XE "Leave Request (process)" 
[image: image13.emf]No

Yes

Yes

No

Yes

No

Yes

No

No

Yes

Yes

No

Yes

No

Yes

No

�

Enter Leave

�

Request

�

Team Leader

�

Approval

�

HR Manager

�

Approval

�

Notify All Staff of

�

Pending Leave

�

Was the leave

�

approved?

�

Reconfirm with TL?

�

Was the Leave

�

Approved?

�

Send Email?

�

Email Requester


1. Process: Leave Request
Who can start this process?
· [image: image14.png]


All Staff
Stages, Roles, and Tasks
· [image: image15.png]


 XE "Stages:Enter Leave Request" 

 XE "Enter Leave Request (stage)" Enter Leave Request
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2. Process: Leave Request, Stage: Enter Leave Request
Roles:
· [image: image17.png]


All Staff
Tasks:
· [image: image18.png]


 XE "Tasks:Complete Leave Application" 

 XE "Complete Leave Application (task)" Complete Leave Application (Document Operation)
· [image: image19.png]


 XE "Tasks:Notify Team  Leader" 

 XE "Notify Team  Leader (task)" Notify Team  Leader (Send Email)
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 XE "Stages:Team Leader Approval" 

 XE "Team Leader Approval (stage)" Team Leader Approval
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3. Process: Leave Request, Stage: Team Leader Approval
Roles:
Anyone, except the user who initiated this process, can undertake this Stage.
· [image: image22.png]


Team Leader
Escalate To HR. Escalate after 5 days.
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HR Manager
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Team Leader
Escalate To COO. Escalate after 1 day.
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COO
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HR Manager
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Team Leader
Tasks:
· [image: image28.png]


 XE "Tasks:Approve / Decline Leave Application" 

 XE "Approve / Decline Leave Application (task)" Approve / Decline Leave Application (Manual)
· [image: image29.png]


 XE "Tasks:Review Leave Application" 

 XE "Review Leave Application (task)" Review Leave Application (Document Operation)
· [image: image30.png]


 XE "Tasks:Inform Requester of Leave Request Status" 

 XE "Inform Requester of Leave Request Status (task)" Inform Requester of Leave Request Status (Send Email)
· [image: image31.png]


 XE "Conditions:Was the leave approved?" 

 XE "Was the leave approved? (condition)" Was the leave approved? (Condition)
· [image: image32.png]


 XE "Stages:HR Manager Approval" 

 XE "HR Manager Approval (stage)" HR Manager Approval
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4. Process: Leave Request, Stage: HR Manager Approval
Roles:
· [image: image34.png]


HR Manager
Escalate To COO. Escalate after 4 days.
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COO
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HR Manager
Tasks:
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 XE "Tasks:Approve / Decline Leave Application" 

 XE "Approve / Decline Leave Application (task)" Approve / Decline Leave Application (Manual)
· [image: image38.png]


 XE "Conditions:Reconfirm with TL?" 

 XE "Reconfirm with TL? (condition)" Reconfirm with TL? (Condition)
· [image: image39.png]


 XE "Stages:Notify All Staff of Pending Leave" 

 XE "Notify All Staff of Pending Leave (stage)" Notify All Staff of Pending Leave
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5. Process: Leave Request, Stage: Notify All Staff of Pending Leave
Roles:
· [image: image41.png]


HR Manager
Tasks:
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 XE "Tasks:Notify All Staff of Pending Leave" 

 XE "Notify All Staff of Pending Leave (task)" Notify All Staff of Pending Leave (Send Email)
· [image: image43.png]


 XE "Conditions:Was the Leave Approved?" 

 XE "Was the Leave Approved? (condition)" Was the Leave Approved? (Condition)
· [image: image44.png]


 XE "Conditions:Send Email?" 

 XE "Send Email? (condition)" Send Email? (Condition)
· [image: image45.png]


 XE "Stages:Email Requester" 

 XE "Email Requester (stage)" Email Requester
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6. Process: Leave Request, Stage: Email Requester
Roles:
· [image: image47.png]


HR Manager
Tasks:
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 XE "Tasks:Inform Requester of Leave Request Status" 

 XE "Inform Requester of Leave Request Status (task)" Inform Requester of Leave Request Status (Send Email)
1.1.2 [image: image49.png]


Idea Management XE "Processes:Idea Management" 

 XE "Idea Management (process)" 
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7. Process: Idea Management
Who can start this process?
· [image: image51.png]


All Staff
Stages, Roles, and Tasks
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 XE "Stages:Log an Idea" 

 XE "Log an Idea (stage)" Log an Idea
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8. Process: Idea Management, Stage: Log an Idea
Roles:
· [image: image54.png]


All Staff
Tasks:
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 XE "Tasks:Log Idea Details" 

 XE "Log Idea Details (task)" Log Idea Details (Document Operation)
· [image: image56.png]


 XE "Tasks:Send Bright Idea to Manager" 

 XE "Send Bright Idea to Manager (task)" Send Bright Idea to Manager (Send Email)
· [image: image57.png]


 XE "Stages:Review Bright Idea with Logger" 

 XE "Review Bright Idea with Logger (stage)" Review Bright Idea with Logger
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9. Process: Idea Management, Stage: Review Bright Idea with Logger
Roles:
Anyone, except the user who initiated this process, can undertake this Stage.
· [image: image59.png]


Team Leader
Tasks:
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 XE "Tasks:Meet and Discuss Idea with Raiser" 

 XE "Meet and Discuss Idea with Raiser (task)" Meet and Discuss Idea with Raiser (Manual)
· [image: image61.png]


 XE "Decisions:Bright Idea Review Decision?" 

 XE "Bright Idea Review Decision? (decision)" Bright Idea Review Decision? (Decision)
· [image: image62.png]


 XE "Stages:Rework Bright Idea" 

 XE "Rework Bright Idea (stage)" Rework Bright Idea
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10. Process: Idea Management, Stage: Rework Bright Idea
Roles:
Only the user who initiated this process can undertake this Stage.
· [image: image64.png]


All Staff
Tasks:
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 XE "Tasks:Rework Bright Idea" 

 XE "Rework Bright Idea (task)" Rework Bright Idea (Document Operation)
· [image: image66.png]


 XE "Stages:Present Bright Idea to Peers" 

 XE "Present Bright Idea to Peers (stage)" Present Bright Idea to Peers
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11. Process: Idea Management, Stage: Present Bright Idea to Peers
Roles:
Only the user who initiated this process can undertake this Stage.
· [image: image68.png]
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Tasks:
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 XE "Tasks:Present Idea" 

 XE "Present Idea (task)" Present Idea (Manual)
· [image: image70.png]


 XE "Stages:Record Bright Idea Peer Review Results" 

 XE "Record Bright Idea Peer Review Results (stage)" Record Bright Idea Peer Review Results
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12. Process: Idea Management, Stage: Record Bright Idea Peer Review Results
Roles:
Anyone, except the user who performed the Stage "Present Bright Idea to Peers", can undertake this Stage.
· [image: image72.png]
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 XE "Tasks:Record Peer Review Results" 

 XE "Record Peer Review Results (task)" Record Peer Review Results (Document Operation)
· [image: image74.png]


 XE "Tasks:Inform Raiser of Peer Decision" 

 XE "Inform Raiser of Peer Decision (task)" Inform Raiser of Peer Decision (Send Email)
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 XE "Decisions:Bright Idea Peer Decision?" 

 XE "Bright Idea Peer Decision? (decision)" Bright Idea Peer Decision? (Decision)
· [image: image76.png]


 XE "Stages:CEO Decision on Bright Idea" 

 XE "CEO Decision on Bright Idea (stage)" CEO Decision on Bright Idea
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13. Process: Idea Management, Stage: CEO Decision on Bright Idea
Roles:
If not actioned after 3 days, escalate to .
· [image: image78.png]


CEO
Tasks:
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 XE "Tasks:CEO Review of New Idea" 

 XE "CEO Review of New Idea (task)" CEO Review of New Idea (Document Operation)
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 XE "Conditions:CEO Approved Bright Idea?" 

 XE "CEO Approved Bright Idea? (condition)" CEO Approved Bright Idea? (Condition)
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 XE "Stages:Present to Bright Idea Management Team" 

 XE "Present to Bright Idea Management Team (stage)" Present to Bright Idea Management Team
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14. Process: Idea Management, Stage: Present to Bright Idea Management Team
Roles:
Only the user who performed the Stage "" can undertake this Stage.
· [image: image83.png]
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 XE "Tasks:Present to Mgmt Team" 

 XE "Present to Mgmt Team (task)" Present to Mgmt Team (Manual)
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 XE "Stages:Management Review Results" 

 XE "Management Review Results (stage)" Management Review Results
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15. Process: Idea Management, Stage: Management Review Results
Roles:
· [image: image87.png]


Management Team
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 XE "Tasks:Mgmt Review of New Idea" 

 XE "Mgmt Review of New Idea (task)" Mgmt Review of New Idea (Document Operation)
· [image: image89.png]


 XE "Conditions:Management Approval of Bright Idea?" 

 XE "Management Approval of Bright Idea? (condition)" Management Approval of Bright Idea? (Condition)
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 XE "Stages:Implement Idea" 

 XE "Implement Idea (stage)" Implement Idea
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16. Process: Idea Management, Stage: Implement Idea
Roles:
· [image: image92.png]


Team Leader
Tasks:
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 XE "Tasks:Begin Planning for New Idea Implementation" 

 XE "Begin Planning for New Idea Implementation (task)" Begin Planning for New Idea Implementation (Document Operation)
· [image: image94.png]


 XE "Tasks:Organise Project Timeline" 

 XE "Organise Project Timeline (task)" Organise Project Timeline (MS Project)
· [image: image95.png]


 XE "Tasks:Intiate Project Implementation Process" 

 XE "Intiate Project Implementation Process (task)" Intiate Project Implementation Process (Initiate a Process)
· [image: image96.png]


 XE "Tasks:Thank Idea Requester" 

 XE "Thank Idea Requester (task)" Thank Idea Requester (Send Email)
2 Roles - XYZ Company Ltd
This chapter describes each role used at the Enterprise level of the system and all the stages that the role can perform.
2.1 [image: image97.png]


All Staff XE "Roles:All Staff" 

 XE "All Staff (role)" 
This Role can start the following process(es):
· Leave Request
· Idea Management
Leave Request:
· Enter Leave Request
Idea Management:
· Log an Idea
· Rework Bright Idea
· Present Bright Idea to Peers
· Record Bright Idea Peer Review Results
· Present to Bright Idea Management Team
2.2 [image: image98.png]


CEO XE "Roles:CEO" 

 XE "CEO (role)" 
Idea Management:
· CEO Decision on Bright Idea
2.3 [image: image99.png]


COO XE "Roles:COO" 

 XE "COO (role)" 
Leave Request:
· Team Leader Approval (if not actioned by the preceeding Role or user)
· HR Manager Approval (if not actioned by the preceeding Role or user)
2.4 [image: image100.png]


HR Manager XE "Roles:HR Manager" 

 XE "HR Manager (role)" 
Leave Request:
· Team Leader Approval (if not actioned by the preceeding Role or user)
· HR Manager Approval (if not actioned by the preceeding Role or user)
· Notify All Staff of Pending Leave
· Email Requester
2.5 [image: image101.png]


Management Team XE "Roles:Management Team" 

 XE "Management Team (role)" 
Idea Management:
· Management Review Results
2.6 [image: image102.png]


Team Leader XE "Roles:Team Leader" 

 XE "Team Leader (role)" 
Leave Request:
· Team Leader Approval (if not actioned by the preceeding Role or user)
Idea Management:
· Review Bright Idea with Logger
· Implement Idea
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