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1 Intended Use 
The process describes procedures for searching, approving and hiring a candidate for a job opening. 
The output of the process is a candidate, hired for a job. 
 

2 Business Process Includes 
 

№ Object/Process Name Intended Use 

1. Document type Employment 
application 

Stores information on applicants 

2. Enumeration Applicant status Sets statuses of the “Employment Application” document. 
Statuses: 

 New (default status when creating a document); 

 Rejected 

 Interviewing; 

 Approved; 

 Refused; 

 Employed. 

3. Process Recruitment 
Request 

The process determines activities from creating and 
approving a recruitment request to finding candidates. 
Includes a subprocess: 

 Job Interview 

4. Subprocess Job Interview The process is started for each applicant with the “New” 
status and defines activities for approving an applicant. 
Includes a subprocess: 

 Employment 

5. Subprocess Employment The process describes operations for employing an approved 
applicant.  

 
Compatibility with other ELMA applications and modules: 

 Requires ELMA BPM application; 

 Requires ELMA ECM application. 
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3 Process Maps 
3.1 Map of the “Recruitment Request” process 

 
Fig. 1. Map of the “Recruitment Request” process 
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3.2 Map of the “Job Interview” process 

 
Fig. 2. Map of the “Job Interview” process 
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4 Configuring Business Process 
 

4.1 Configuring Objects 
 

4.1.1 “Employment Application” document type 
To configure access permissions and specify the document storage folder, open the ELMA web 

application – go to Administration – Document Management – Document Types – Employment Application and 
configure the following settings: 

 Specify the default folder for this document types; 

 Specify the author’s default set of permissions; 

 Specify the default set of permissions for other users; 

 Specify the users who can created documents of this type. 
 

 
Fig. 3. “Employment Application” type settings 

 

4.2 Configuring Business Processes 
 
Recruitment Request process: 

1) In ELMA Designer, open the process diagram. Double click on the static swimlane, which represents a 
user, responsible for searching candidates. In the settings window, select a corresponding job position. 

2) In ELMA Web Application, go to Administration – Business Processes – Processes – Recruitment Request 
and assign access permissions. 
 
Job Interview subprocess: 

1) The user, selected in the HR static swimlane of the Recruitment Request process, is used in the HR 
dynamic swimlane of this subprocess. You can select another job position, if necessary; 

2) The user, selected in the Approver static swimlane of the Recruitment Request process, is used in the 
Approver dynamic swimlane of this subprocess. You can select another job position, if necessary. 
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Note: When configuring static swimlanes, it is NOT recommended to specify such elements of organizational 
structure as "group of employees" or "member of department", if a group or a department includes more than 
one user. 

 

5 Process Participants 
 Hiring Manager – any ELMA user; 

 Manager – initiator’s manager, according to the organizational structure. 

 HR – specialist, who looks for candidates and conducts job interviews. Depending on the company’s 
organizational structure, different users can be assigned for this role in the process and subprocesses. 

 Approver – user, who approves an applicant. Selected by the HR specialist. 
 

6 Starting Business Process 
To initiate the business process, click the Start Process button on the main page of the ELMA web interface 

and select the Recruitment Request process. 
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7 Process Tasks 
 

7.1 Fill in the recruitment request form 
 

 
Fig. 4. “Fill in the recruitment request form” task. 

 
Executor: Hiring Manager. 
Task: Fill in the fields, required for creating a recruitment request: 

 Manager – initiator’s manager. 
Transitions: 

 Submit – the request is sent to the manager for approval; 

 End Process – the process is cancelled. 
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7.2 Approve the recruitment request 
 

 
Fig. 5. “Approve the recruitment request” task. 

 
Executor: Manager, selected in the previous task. 
Task: Consider the request, and make a decision. 
Transitions: 

 Approve – the request is approved; 

 Reject – the request is sent for revision to the initiator. 
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7.3 Revise the recruitment request 
 

 
Fig. 6 “Revise the recruitment request” task. 

 
Executor: Hiring manager. 
Task: Revise the recruitment request. 
Transitions: 

 Submit – the request is sent to the manager for approval; 

 End Process – the process is cancelled. 
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7.4 Select applicants 
 

 
Fig. 7. “Select applicants” task. 

 
Executor: HR specialist. 
Task: Search for candidates according to the hiring manager’s request and add them to the table by 

clicking the Add button.  
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Select the user, who approves candidates. 
 

 
Fig. 8 Adding new candidates. 

 

You can select an existing candidate, or create a new one by clicking . The list displays all the 
applicants with the “New” status. 

The following fields are required, when creating an applicant: 

 Last Name; 

 First Name. 
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Fig. 9. Form for creating an “Employment Application” document. 

 
 
 
 
Transitions: 

 Start holding interviews – the Job Interview subprocess is started. Only candidates with the “New” 
are interviewed; 

 Close the Vacancy – the task to make a decision about the vacancy is assigned to the hiring 
manager. 
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7.5 Job interview 
 

 
Fig. 10. “Job interview” task. 

 
Executor: HR specialist. 
Task: Hold a job interview with a candidate. 
Fill in information about the candidate’s personal qualities. 
Transitions: 

 The applicant has passed the interview – the task to approve the applicant is assigned to the hiring 
manager; 

 The applicant has been rejected – processing this applicant is completed. 
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7.6 Approve the applicant 
 

 
Fig. 11. “Approve the applicant” task 

 
Executor: Hiring manager. 
Task: Hold another interview with the applicant. 
Transitions: 

 Approve – the task to approve the applicant is sent to the approver. 

 Reject – processing this applicant is completed, the HR specialist is notified. 
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7.7 Approve the applicant 
 

 
Fig. 12 “Approve the applicant” task 

 
Executor: Approver 
Task: Approve or reject the applicant. 
Transitions: 

 Approve – the Employment subprocess is started; 

 Reject – processing this applicant is complete, hiring manager and HR specialist are notified. 
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7.8 Make a decision about the vacancy 
 

 
Fig. 13 “Make a decision about the vacancy” task. 

 
Executor: Hiring manager. 
Task: Close the vacancy. 
Transitions: 

 Continue Recruiting – continue looking for a candidate; 

 End Process – the process is completed. 
 


