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[bookmark: _Toc417208019][bookmark: _Toc456268870]Intended Use 

This process describes handling of incoming mail, which involves operations from receiving mail to executing mail-related tasks.
The output of the process is an incoming email or letter and complete related tasks.

[bookmark: _Toc456268871][bookmark: _Toc432064491]Process Participants 

· Initiator – any ELMA user can start the process;
· Secretary – a user responsible for registration of the incoming mail;
· Signatory – a user responsible for considering the incoming mail and making a decision;
· Decision Task Executors – users who perform mail-based tasks;
· Informed User – users who should read the documents.

[bookmark: _Toc456268872]Business Process Includes:

	№
	Object/Process
	Description
	Intended Use 

	
1
	Business process 

	incoming mail processing 
	Defines the procedures of handling incoming mail: from receiving mail to executing mail-related tasks and informing respective users.

	2
	Document Type
	incoming mail
	A file-type document with additional attributes. 




Compatibility with other ELMA applications and modules:
· Requires ELMA BPM application;
· Requires ELMA ECM application.
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Fig. 1. 3.1 Map of the Incoming Mail Processing Process



[bookmark: _Toc456268874]Document type: Incoming Mail 

	Attribute
	Attribute type
	Description

	Standard attributes of the File document type 
	
	

	Legal Entity
	My Companies (object)
	Not Required.

	Contractor
	Contractor (object)
	Required, search.

	Receipt date
	Date /Time
	Not Required, search.

	Reply requested
	Yes / No
	Required.
If “Yes” is selected the Date of Reply attribute becomes mandatory.

	Date of Reply
	Date /Time
	-

	Received by Email
	String
	-

	Received by Fax
	String
	-



[bookmark: _Toc455494549][bookmark: _Toc456268875][bookmark: _Toc415587940]Configuring Business Process  
[bookmark: _Toc415579295][bookmark: _Toc415579370][bookmark: _Toc415579445][bookmark: _Toc415579521][bookmark: _Toc415579597][bookmark: _Toc415579703][bookmark: _Toc415579780][bookmark: _Toc415579859][bookmark: _Toc415579296][bookmark: _Toc415579371][bookmark: _Toc415579446][bookmark: _Toc415579522][bookmark: _Toc415579598][bookmark: _Toc415579704][bookmark: _Toc415579781][bookmark: _Toc415579860][bookmark: _Toc415579297][bookmark: _Toc415579372][bookmark: _Toc415579447][bookmark: _Toc415579523][bookmark: _Toc415579599][bookmark: _Toc415579705][bookmark: _Toc415579782][bookmark: _Toc415579861][bookmark: _Toc456268876]Registration Variants 
To make registration procedures easier, it is recommended to configure registration variants for each document type in the ELMA web interface (Administration > Document Management). Learn more about how to configure registration variants in ELMA Help. Then open ELMA Designer > Incoming Mail Processing > Register the incoming mail task and specify the configured registration variant. 

[image: ]
Fig. 2. Configuring registration settings 

You need to Configure Record Classification Scheme to be able to register the document. 
First, open ELMA Designer > Document Management > Incoming mail > Forms (Views).  The Record Card of the Incoming Mail document type has the following settings: 
· Record Card Type – Incoming,
· Document flow – Incoming.

Second, go to ELMA Web Application > Document Management > Records Classification Scheme and configure the respective settings. 

[bookmark: _Toc456268877]Configuring Process
In ELMA Designer, open the process diagram. Double-click on the static swimlane, which represents a secretary. In the setting window, select a job position of a user who is responsible for registering mail. 

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.

[image: ]
Fig. 3 Configuring Secretary Swimlane

[bookmark: _Toc454981941][bookmark: _Toc455412788][bookmark: _Toc456268878]Starting Business Process 

To initiate the business process, either click the Start Process button on the main page of the ELMA web interface and select the respective process or click the Start Process button on the Incoming Mail page.



[bookmark: _Toc416294641][bookmark: _Toc416294945][bookmark: _Toc416295002][bookmark: _Toc456268879]Process Task
The process is used to handle one document type – Incoming Mail.

[bookmark: _Toc456268880]Fill in the incoming mail form
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Fig. 4. Fill in the incoming mail form

Executor: Process initiator (any ELMA user).
Task: Fill in the incoming mail form and send the document for registration 
Incoming mail – an incoming mail for consideration. Required field.
Contractor – the system fills this field automatically if the Incoming mail document contains this attribute. Otherwise, the initiator must fill in this field manually. Required field.
Signatory – the initiator must fill in this field manually. Required field.

Transitions:
· Send for Registration – click to proceed to registration.
[bookmark: _Toc416085222]


[bookmark: _Toc456268881]Register the incoming mail
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Fig. 5. Register the incoming mail task

Executor: a user responsible for registration (usually a secretary) (paragraph 3.1).
Task: Register the document. Check/specify the following information:
Registration number – the system automatically numbers the document if the automatic numbering is enabled.
Registration date – the system automatically specifies the date of the document if the automatic numbering is enabled.
Transitions:
· Send for Approval – once the document is registered, click to send it for consideration. 

[bookmark: _Toc416085223]

[bookmark: _Toc456268882]Make a decision about the incoming mail
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Fig. 6. “Make a decision about the incoming mail” task

Executor: a user specified by the initiator.
Task: make a mail-based task. Check/specify the following information:
· Incoming mail – this field is filled automatically and cannot be edited. 
· Acquaintance List – user that should read the document. Not a required field.
Transitions:
· Send for execution – once the decision is made, click to assign a task to a respective executor or send the document for acquaintance, if necessary. 


[bookmark: _Toc456268883][bookmark: _Toc416085227]Acquaintance with the incoming mail 
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Fig. 7. “Make a decision about the incoming mail” task

This process step is optional and can be excluded from the sequence of the process operations. By default, the standard task form is used. 
Executor: a user specified by a signatory.
Task: Read the document.
Transitions:
· Acquainted – click to finish the process.
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