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The Leave Request business process determines procedures that are carried out when an employee goes on leave (vacation leave, leave without pay, sick leave, etc.).
The output of the process is an approved leave request handed over to the HR or Accountant department. 
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· Initiator – any ELMA user.
· Initiator’s Manager – manager of the department where the process initiator belongs.
· HR – specialist of the HR department.
· Account – payroll accountant.
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	№
	Object/Process
	Description
	Intended Use 

	1
	Object
	Leave types
	List of leave types (reasons for leave).

	2
	Process
	Leave request 
	Determines all procedures for considering a leave request.

	3
	Sub process
	Attach templates for Leave Request
	Allows adding a template of the Leave Request form to the process.

	4
	Template
	Leave request.rtf
	Template for generating a leave request.



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


[bookmark: _Toc456184167]Leave Types Object

	№
	Attribute´s name
	Type
	Description

	1
	Leave type
	String. Object name. Required attribute.  
	Leave type.

	2
	Supporting Document
	Check box
	If you check the box, users will have to attach a supporting document to a leave request form (for example, a statement of sickness). Otherwise, the supporting document is not required. 

	3
	Leave for Less Than One Day
	Check box
	If you check the box, the duration of leave shall not exceed one business day, the leave period is determined in hours. If you don't check the box, users shall specify the leave duration in days (hours are not applicable).

	4
	Send to accountants
	Check box
	If you check this box, the leave request shall be referred to the accounting department for financial calculations. If you don't check the box, the request shall be referred to the HR department.
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Fig. 1. Map of the Leave Request process 
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Fig. 1.1. Map of the sub process “Attach templates for Leave Request”

Configuring Business Process.
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This system object stores different leave types. It comes with six default types of leave and can be edited by users at any time thereafter. 
Six default types of leave:
Annual paid leave;
Leave without pay;
Maternity leave;
Child care leave;
Study leave, 
Sick leave.
To configure access permissions to the object, open the ELMA web interface > Administration > Application Access Settings > Objects > Leave type (fig. 2). 
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Fig. 2. Configuring access permissions
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This document comes with the process and contains a template to automatically generate a printable leave request form.

Before adding the document to the system, users can edit its contents and specify the details of the organization, by using any text editor that supports RTF format.

To add the document, go to the ELMA web application find the Documents section > Common Files > create a folder Templates for ELMA Store. Then open the folder "Templates for ELMA Store" > create a document type "File" and attach the Leave Request Form.rtf.  The document must be named exactly as it appears in the process scrip (by default the document name is Leave Request Form) (fig. 3). Otherwise, the system does not execute the process correctly.
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Fig. 3. Leave Request Form.rtf
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Leave Request Process:

1) In ELMA Designer, open the process diagram. Double-click on the static swimlane, which represents an HR Specialist. In the setting window, select a user who is responsible for receiving a printed and signed copy of the leave request. 

2) In ELMA Designer, open the process diagram. Double-click on the static swimlane, which represents an Accountant. In the setting window, select a user who is responsible for making financial calculations. 
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To initiate a business process, click Start Process button on the main page of the ELMA web interface and select the Leave Request process.
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Fig. 4. “Fill in the leave request form” task

Executor: process initiator – any ELMA user.
Task: Fill in the required fields to create a leave request:
Manager – if the organizational structure is configured correctly, the system automatically fills in this field; Otherwise the user must specify the manager manually. 
Position - if the organizational structure is configured correctly, the system automatically fills in this field. Otherwise the user must specify the manager manually. Please note that if a user has several job positions the system selects the first item from the list of the job positions. 
Leave Type – select the leave type from the drop-down list.
Start Date – specify the first day of the requested leave.
End Date – specify the last day of the requested leave.
Supporting Document – a copy of the document that certifies the leave request. (To make this field required configure Leave Type Object (page 5)).

Transitions:
Submit – click to forward the leave request to the manager for consideration.
End Process – click to cancel the process; the system does not validate the required fields.
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Fig. 5. Approve the leave request task


Executor: Manager (selected in the previous task).

Task: Consider and then approve and reject the request. If necessary, send the request back to the initiator for revision. Leave a comment. 

Transitions:
· Approve – click to approve the request and to send it to initiator for signing; the system does not validate the required fields.
·   Reject – click to send the request back to initiator for revision. 
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Fig. 6. Revise the leave request task

Executor: Process Initiator.
Task: Read the comment and make necessary changes in the request: change the leave type, duration, attach another supporting document.

Transitions:
Submit – click to forward the leave request to the manager for consideration.
End Process – click to cancel the process; the system does not validate the required fields.
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If the system fail to generate the printable leave request form from the template, it will assign this task to the process initiator.  

Executor: process initiator.
Task: inform ELMA Administrator about the error. 
Transitions:
· Complete – click to generate the printable leave request form.
· End Process – click to finish the process.
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Fig. 7. Print and sign the leave request form
Executor: Process Initiator.
Task: Print, sign and hand the leave request to HR specialists. 
Transitions:
· Complete – click to continue.
· End Process – click to finish the process.
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Fig. 8. Receive the printed and signed leave request form

Executor: HR specialist.
Task: receive the leave request form printed and signed by the process initiator.
Transitions:
· Complete – once you click the button, the electronic document will be send to accountant department, if the leave request type has an attribute “Send to accountants” (page 5).  Otherwise, the process will end. 
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Fig. 9. Calculate Leave Pay task

Executor: Payroll accountant.
Task: Calculate leave pay.
· Sum — specify 
Transitions:
· Complete – click to finish the process.
	
	ELMA
	Page 12 of 12



image3.png
o . o

End Process

elmc‘ | Busines proces
Management System





image4.png
Permission for "Leave Type"

Name.

View Object tems
Edit Object ttems

Add Object tems

Delete object tems

Export Object tems to Excel

Editan object's shared filter tree

UsersRoles

X @ AllUsers

X @ Administrators
X @ Administrators
X @ Administrators
X @ Administrators

X @ Administrators

Actions

+ Add
+ Add
+ Add
+ Add
+ Add
+ Add




image5.png
™ P Administrator
4B B 9O9= o

Document

'~ Document "Leave Request Form.rtf" M

General Information  Preview | Versions (1 | Links 0 | Access | Tasks (0 | History

~ Additional Information No status [y
Document Type File
Current Version
Parent Folder Common Files/Templates for ELMA Store
& Leave ReauestFomt
Date created 7132016 1112 AM (No.1, Administrator ELMA, 7/13/2016 11:16:48 AM)
Q gt
Author Administrator “





image6.png
Fill in the leave request form

Main Page
Manager * Hoyes James (Cie Executve Offcer) | v | &
Position * | Marketing specialist

Leave Type * Annual paid leave ~a
l startpate * o7/1372016
End Date * 2772016

R Y




image7.png
Approve the leave request

el

Initiator Wiliams A.
Position Marketing specialist
Leave Type. Annual paid leave
StartDate 7132016
End Date 72112016
Note * We have to finish our project by July 18. Td rather you stayed with the team
until 07/18
Leave this ield blank if you approve the leave request





image8.png
Revise the leave request

> Process Information
The leave request has been rejected. Please revise the comments and make necessary changes.

Main Page  History

Kownenapii pyrosourens We have tofinsh our project by July 1. d rather you stayed with the team unt 07118
Leave Type * Annua paid leave Q

Start Date 07/18/2016 [&

End Date 08/01/2016

P ————




image9.png
Print and sign the leave request form

sts.

Please print, sign and hand the leave requestto HR speci

el

Leave Type. Annual paid leave
StartDate 711812016
End Date 8112016

Leave Reauest PLeave Request Fom it





image10.png
Receive the printed and signed leave request form

Main Page

Initiator

Position

Leave Type.

StartDate

End Date

Leave Request

Wiliams A.

Marketing specialst
Anmual paid eave.
182016
si12016

PLeave Request Fom it





image11.png
Calculate leave pay

Main Page
Initator Williams A
Position Marketing specialist
Leave Type. Annual paid leave
StartDate 71182016
End Date 812016

Sum = 150,00





image1.png




image2.png
T o Posions

boprove.

S
e
o
on Tempiste
‘Mh
P feneise
o
B oo
e
T e Tl oot Geated

omplate

Touists 1ese

Rsid Leave

Compiete

| Busines proces
Management System





image12.png
Ooema




image13.png
Qelmc. ‘ Business Process Management System




