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DOCUMENT OVERVIEW

The following document will assist in defining the form tasks such as approvals, record creation, and external tasks.  A form may have zero or more tasks.  Tasks can be dependent on another task and can also run concurrently.  It is often useful to draw out your task process similar to the sample process diagrams and then further define what needs to happen at each stage in this worksheet.

Approvals

Approvals are the most common tasks that occur after a form is submitted.  To define an approval you need to determine:

· Who should get the approval.  If this is not a single person for all requests then how the approver is derived also needs to be included.  This is typically a lookup of a direct report or based on some type of categorization.

· What should the approval email say?  This email often has some details of the request, along with a link to approve/deny the request.  

· What the approval should look like:  Is it the original form with an additional “Approval” section on the bottom.  Is it a simple text listing of the answer from the original form?  Can approvers make changes to the form?

· What questions do you ask of the approver?  This could just be a single question of “Is this request approved” with another “Reason” free text question if denied.  
· What to do on a denial?  Typically an email is sent to the requester stating the reason for the denial.

APPROVAL QUESTIONS

	Question
	Help Text
	Question Type
	Answer Values
	Required
	Default Value

	Is this request approved?
	
	List
	Yes, No
	Yes
	

	Reason for Denial
	
	Free Text
	
	Yes
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Approval Requirements

	Item
	Notes

	Approver
	Example #1: joe.smith@sithco.com gets all approvals

	Approver
	Example #2:  Direct report should for each employee will approve.  Direct report is stored in SHR:People form and is continually updated via integration.

	Approver
	Example #3:  The category field will drive the approver.  One approver for each category.  List to be provided.

	Approval Format
	Example:  Will have approval section at bottom of requester form.  Approver cannot make changes to the form, only approve/deny

	Approval Level/Depends on Task x
	

	
	

	
	

	
	


Approval Emails

Outline what an email should say and how it should look for the emails that get sent out during an approval process.  The typical approval emails are:

· Approval Invite:  The original email that gets sent to an approver.  It includes a link to the form for approval. 

· Approval Backup:  Kinetic Request allows you to configure a backup for an approver.  This can be for a specific time period (Jan 1-Jan 8) or after an approver hasn’t responded for a particular period of time. An email gets sent to the backup when this occurs.  Your requirements specify the time period (when the email should be sent).

· Approval Reminder:  This is a reminder to the original approver that they have not completed their approver.  Often a group will have a Reminder fire after a day or two, and then a day or two later, configure the backup approver to be sent an email.

· Approval Denial:  When an approval is denied, an email can be sent out to notify one or more people that the request is denied.  In the requirements, indicate who should get the email (Example:  requester and approver #1, etc) and what it should say.  The comments that the Approver who denied the request are available in these emails.

	Item
	Notes

	Approval Invite
	Example: 

Should include fields:

· Requester First/Last Name

· Submitter First/Last Name

· Request Form Name

· Date Submitted

· Category

· Short Description

Should have corporate banner (See branding document)

Subject:  ***Attention:  Approval Needed

	Approval Backup
	Example: 

Should have same fields/look as Approval Invite, but also text at top:

BACKUP APPROVAL:  This has been sent to the backup approver.

Send to backup after 2 days of no response.

	Approval Denial
	 

	Approval Reminder
	


Record creation

Kinetic Request submissions can create records in other AR System applications.  For example, a Server Request form may create an Incident and a Change Request record after an approval.

At this point it is best to outline the basic data that needs to map from your request form to the destination AR System application.   It is likely that when the actual mapping is written, a subject matter expert with knowledge of permissions, required fields, field lengths, and other application logic is often employed.  This person is typically one of the AR System Administrators/Developers at the organization.  

Things to keep in mind:

· Who has permission to create records in this form?

· How do the questions asked in a request map to fields on the form you are pushing to? 

· Are there required fields on the destination form?

· Are there field length limitations on the destination form

· Should the next task in line continue after creating a record or wait for something to happen on the destination form (such as closing the ticket)?

RECORD CREATION DETAILS


	Item
	Notes

	Form #1
	Example: Incident

	Fields
	Example:

· Category: Hardware

· Type/Item: Request Form Fields

· Assignee: Request Form Fields

· Product Category: Server

· Product Type:  From Request Field “Server Type”

	Dependency
	Example:  This task should stay open until the Incident is closed.  As this is the last task, the request itself will also then close.

	Permissions
	Example:  Believe anyone can create records in Incident.  Need clarification from Amy Administrator.

	
	


EXTERNAL TASKS

There are times when external applications may need to perform a task as part of the submission process.  These could be an automated function or other situation.   The request process will wait for this external application to close the task and then continue down the chain.  Often some type of integration such as a web service call triggers the external mechanism.  In this situation a developer is often involved in determining the specifics for the interaction. 

Note any external tasks that need to take place in the process here:

EXTERNAL TASKS

	Item
	Notes

	PeopleSoft
	Example:  After initial approval, process that calls PeopleSoft to notify of the change needs to take place.  PeopleSoft group may have manual processes on their side.  When the PS item is resolved, it will push back a “Closed” message to the task.
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