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[bookmark: _Toc455063396][bookmark: _Toc455494545][bookmark: _Toc455667108][bookmark: _Toc455995289][bookmark: _Toc456194459]Intended Use

The process determines the sequence of operations, which users need to perform to prepare a commercial proposal. 
The output of the process is the commercial proposal, approved or rejected by a customer.

[bookmark: _Toc455995290][bookmark: _Toc456194460]Business Process Includes

	№
	Object/Process
	Description
	Intended Use 

	1.
	Process
	Commercial Proposal
	The process determines procedures for proposal management: development, approval, registration and sending to the customer.
Includes the Approval of Commercial Proposal sub-process 

	2.
	Sub process
	Approval of Commercial Proposal
	Describes the sequence of actions for considering the commercial proposal. The standard document management procedures are used to approve and register the commercial proposal.

	3
	Sub process
	Outgoing invoice
	Describes procedures of issuing invoice for a customer. 

	4
	Document type
	Commercial Proposal
	Contains details of a commercial proposal.

	5
	Document type
	Invoice
	Contains details of an outgoing invoice.



Compatibility with other ELMA applications and modules:
· Requires ELMA BPM application;
· Requires ELMA ECM application.



[bookmark: _Toc455995291][bookmark: _Toc456194461]Process Maps

[bookmark: _Toc455995292][bookmark: _Toc456194462]Map of the “Commercial Proposal” process

[image: C:\Users\tokarev\Downloads\Подготовка коммерческого предложения.PNG]
Рис. 1. Map of the “Commercial proposal” process

[bookmark: _Toc456194463]Map of the “Approval of Commercial Proposal” sub process 
 [image: C:\Users\tokarev\Downloads\Рассмотрение комм.предложения клиентом.PNG]
Fig. 2. Map of the “Approval of Commercial Proposal” sub process
[image: ]
Fig. 3. Map of the “Outgoing Invoice” sub process

[bookmark: _Toc455494549][bookmark: _Toc455667112][bookmark: _Toc455995293][bookmark: _Toc456194464]Configuring Business Process

[bookmark: _Toc455995294][bookmark: _Toc456194465]Configuring Objects

[bookmark: _Toc455995295][bookmark: _Toc456194466]Document type: Commercial Proposal

To configure access permissions and specify the document storage folder, open the ELMA web application > go to Administration > Document Management > Document Types > Commercial Proposal and configure the following settings:
1. Specify the default folder for this document type 
2. Specify the author’s default set of permissions 
3. Specify the default set of permissions for other users
4. Specify users who can create documents of this type


[image: C:\Users\tokarev\YandexDisk\Скриншоты\123.png]
Fig. 3. Commercial proposal document settings


[bookmark: _Toc455667115][bookmark: _Toc455995296][bookmark: _Toc456194467]Records Classification Scheme Settings

Process execution implies document registration. To register the document it is necessary to configure the Records Classification Scheme. 
Open the ELMA web application > go to Administration > Document Management > Records Classification Scheme and then configure a category.
To configure a category follow the steps bellow:
1) Create a category,
2) Configure the category page.

Step 1. Creating a category
In the hierarchical structure of the Records Classification Scheme, categories are subordinate to Registration offices or Sections.  
In Administration > Document Management > Records Classification Scheme click the Add category button. In the pop-up window fill in the required field. It is recommended to select Automatic numeration of the categories.  

You can see the example of the category configuration in the fig. 4.


.
[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 11-42-14 Скриншот экрана.png]
Fig. 4. Creating a category

Step 2. Configuring the category page

[bookmark: _GoBack]Once the category is created, it is necessary to configure its page: specify the document types that can be registered within the category. To do this, in the Category page go to the Document Types tab (fig. 5).

[image: ]

Fig. 5. Category page > Document Type Tab > Adding Document Type


[bookmark: _Toc455494554][bookmark: _Toc455667116][bookmark: _Toc455995297][bookmark: _Toc456194468]Document registration variants
Configure the document registration variants to make registration procedure easier. Go to Administration > Document Management > Document Registration Variant (fig. 6).

[image: ]
Fig. 6. Administration > Document Management > Document Registration Variant

See the example of the registration variants configuration in the fig. 7.
[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 11-43-57 Скриншот экрана.png]
Fig. 7. Configuring document registration variants


[bookmark: _Toc455494555][bookmark: _Toc455667118][bookmark: _Toc455995298][bookmark: _Toc456194469]Configuring Business Process

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.

[bookmark: _Toc456194470]Commercial Proposal Process 

1) In ELMA Designer, open the process diagram. Double-click on the static swimlane, which represents the Chief Commercial Officer. In the setting window, select a user who is responsible for considering the commercial proposal. 

Open Administration > Document Management > Records Management and assign access permissions to records management to the user responsible for registration.

2) If you have configured the registration variant, you can automatically use it in the process.  To enable this option, open ELMA Designer > Commercial Proposal process > Register the Commercial Proposal task > open the Additional tab > find the parameter “A record card is recognized by” and click the Change Value button > in the emerged window select Document Registration Variant (fig 8). Then specify the registration variant in the respective field (fig. 9)
[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 11-47-43 Скриншот экрана.png]
Fig. 8. Document registration variant

[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 11-48-56 Скриншот экрана.png]
Fig. 9. Selecting registration variant


[bookmark: _Toc456194471]Sub Process: Approval of Commercial Proposal 

In ELMA Designer, open the process diagram. Double-click on the Send for Approval task placed in the initiators swimlane > go to the Executors tab > specify users (job positions) who are responsible for approving the edited commercial proposal. 




[bookmark: _Toc415672821][bookmark: _Toc415672822][bookmark: _Toc455494556][bookmark: _Toc455667119][bookmark: _Toc455995299][bookmark: _Toc456194472]Process Participants
· Initiator – any ELMA user;
· Chief Commercial Officer – a user who considers and then approves or rejects the commercial proposal;
· Approvers – users who approve or reject the edited commercial proposal; specified by the initiator.


[bookmark: _Toc415672824][bookmark: _Toc415672825][bookmark: _Toc415672826][bookmark: _Toc455494557][bookmark: _Toc455667120][bookmark: _Toc455995300][bookmark: _Toc456194473]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 Commercial Proposal process.


[bookmark: _Toc456194474]Process Tasks
[bookmark: _Toc456194475]Attach the commercial proposal

[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 12-30-11 Скриншот экрана.png]
Fig. 10. “Attach the commercial proposal” task

Executor: Initiator.
Task: Fill in all the necessary fields to create a commercial proposal. The executor can select a commercial proposal, which was prepared previously, from the drop down list; or they create it by clicking on the plus button (fig.11). When creating a new commercial proposal it is necessary to attach a document or make a scan. A commercial proposal must not be registered beforehand. Otherwise, the respective message appears in the Error field.
Transitions:
· Submit – click to send the commercial proposal to the responsible user for consideration;
· End Process – click to cancel the process; the system does not validate the required fields.

[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 12-32-35 Скриншот экрана.png]
Fig. 11. Creating commercial proposal.
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[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 12-33-51 Скриншот экрана.png]
Fig. 12. “Approve the commercial proposal” task

Executor: Chief Commercial Officer.
Task: Approve or reject the document contents.
Transitions:
Approve – click to forward the commercial proposal for registration;
Reject – click to send the commercial proposal back to the initiator for revision. 



[bookmark: _Toc456194477]Revise the commercial proposal

[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 12-38-26 Скриншот экрана.png]
Fig. 13. “Revise the commercial proposal” task

Executor: Initiator.
Task: Revise and make necessary amendments in the commercial proposal in accordance with the comments of the CCO. Attach the new document version.
Transitions:
· Submit – click to send the document for reconsideration;
End Process – click to cancel the process; the system does not validate the required fields.



[bookmark: _Toc456194478]Register the commercial proposal

[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 12-45-02 Скриншот экрана.png]
Fig. 14. “Register the commercial proposal” task.

Executor: a user responsible for registering the commercial proposal.
Task: Register the commercial proposal.
Transitions:
· Completed – click to proceed to the next task of sending the commercial proposal to a customer.
· End Process – click to cancel the process; the system does not validate the required fields.




[bookmark: _Toc456194479]Send the commercial proposal 

[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 12-51-56 Скриншот экрана.png]
Fig. 15 “Send the commercial proposal” task.

Executor: Initiator.
Task: Check the contractor’s details.
Transitions:
· Completed – click to start the Approval of Commercial Proposal sub process;
· End Process – click to cancel the process; the system does not validate the required fields.



[bookmark: _Toc456194480]Receive feedback form the contractor

[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 12-54-46 Скриншот экрана.png]
Fig. 16. “Receive feedback form the contractor” task.

Executor: Initiator.
Task: Select from the drop-down list one of the options, which corresponds to the customer’s decision.   
Possible options:
· Commercial proposal is approved  (if necessary make a comment);
· Commercial proposal is rejected (specify the reason for rejection in the required field and if necessary make a comment);
· Suspended for an indefinite period (specify the next contact date, and if necessary make a comment);
· Pending changes (if necessary make a comment);
· Suspended till the next contact date (specify the next contact date, and if necessary make a comment).
Transitions:
· Completed – click to continue.


[bookmark: _Toc456194481]Fill in the outgoing invoice form

The system assigns this task if at the previous step the user has selected the “Commercial proposal is approved” option.
The task is a part of the “Outgoing invoice” sub-process. You can read more about the sub-process in the “Outgoing invoice” manual.



[bookmark: _Toc456194482]Revise the commercial proposal

The system assigns this task if at the previous step the user has selected the “Pending changes” option.

[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 12-56-25 Скриншот экрана.png]
Fig. 17. “Revise the commercial proposal” task

Executor: Initiator.
Task: Make necessary changes, leave a comment.
Transitions:
· Send for approval – click to proceed to the next task of selecting the approvers.
· Send without approval – click to forward the commercial proposal to the client for consideration.



[bookmark: _Toc456194483]Send for approval

[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 12-58-42 Скриншот экрана.png]
Fig. 18. “Send for approval” task.

Executor: Initiator.
Task: Specify the approvers, fill in the required fields.
Transitions:
· Send for approval – click to send the commercial proposal for consideration. If the document is approved it will be sent to the customer, if it is rejected – it will be sent for re-editing.



[bookmark: _Toc456194484]Approve the commercial proposal

[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 12-59-43 Скриншот экрана.png]
Fig. 19. “Approve the commercial proposal” task

Executor: Approvers.
Task: Consider and then approve or reject the document.
Transitions:
Approve – click to proceed to the next task of sending the proposal to the customer;
Reject – click to send the proposal back to the initiator for editing.



[bookmark: _Toc456194485]Revise the commercial proposal

[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 13-01-45 Скриншот экрана.png]
Fig. 20. “Revise the commercial proposal” task

Executor: Initiator.
Task: Edit the commercial proposal.
Transitions:
· Send for Approval – click to proceed to the next task for selecting approvers.
· Cancel the Commercial Proposal – click to end the process.



[bookmark: _Toc456194486]Send revised commercial proposal to the contractor

[image: C:\Users\tokarev\YandexDisk\Скриншоты\2015-11-11 13-04-45 Скриншот экрана.png]
Fig. 21. “Send revised commercial proposal to the contractor” task.

Executor: Initiator.
Task: Check the contractors details. 
Transitions:
· Completed – click to proceed to the “Receive feedback form the contractor” task.




[bookmark: _Toc456194487]“Suspend till the next contact date” option

[image: C:\Users\korolyeva.ELEWISE\YandexDisk\Скриншоты\2015-04-16 14-42-37 Отложить КП, заполнить дату след.контакта с клиентом - elma - Google Chrome.png]
Fig. 22. “Appoint the next contact date” task.

Executor: Initiator
Task: Fill in the required field “Next Contact Date”
Transitions:
· Completed – click to suspend the task until the specified date.
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