[image: ]Business Process: Outgoing Mail Processing 
 
 	 
 
 
[image: ]Business Process: Outgoing Mail Processing 
 
 	 
 
 
[image: ]Business Process: Outgoing Mail Processing 
 
 	 
 
 
[image: ]
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
ELMA Store Component  
Business Process: Outgoing Mail Processing 
 
 
 
[image: ] 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Business Process: Outgoing Mail Processing 
Contents 
1  Intended Use	3 
2  Process Participants	3 
3  Business Process Includes	3 
4  Process Maps	4 
4.1 Map of the “Outgoing Mail Processing” process	4 
4.2 “Outgoing Mail” document type	5 
5  Configuring Business Process	5 
5.1 Registration Variants	5 
5.2 Configuring Business Process	6 
6  Starting Business Process	6 
7  Process Tasks	7 
7.1 Fill in the outgoing mail form	7 
7.2 Approve the outgoing mail (manager)	8 
7.3 Revise the outgoing mail	9 
7.4 Approve the outgoing mail	10 
7.5 Sign the outgoing mail	10 
7.6 Register the outgoing mail	11 
7.7 Send the mail	12 

 
 
 	 
 
[bookmark: _Toc14287]Intended Use 
 
The process organizes work with outgoing mail: from creating mail to registering and sending it to the recipient. 
The output of the process is outgoing mail, which is approved, registered and sent to the addressee. 
 
[bookmark: _Toc14288]Process Participants 
 
· Initiator – any ELMA user; 
· Manager – initiator’s manager, according to the organizational structure;  	Approvers – users, who approve the outgoing mail. Selected by the initiator.  	Signatory – user, responsible for the outgoing mail;  	Secretary – user, who registers the outgoing mail. 
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	№ 
	Object/Process 
	Name 
	Intended Use 

	1 
	Business process 
	Outgoing Mail Processing 
	The process defines the sequence of actions from creating and approving outgoing mail to sending it. 

	2 
	Document type 
	Outgoing Mail 
	Child document type of the “File” type with additional attributes. 


 
Compatibility with other ELMA applications and modules:  	Requires ELMA BPM application;  	Requires ELMA ECM application. 
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Fig. 1. Map of the “Outgoing Mail Processing” process. 
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	Attribute Name 
	Attribute Type 
	Attribute Description 

	Standard attributes of the “File” document type 
	 
	 

	Legal Entity 
	My Companies (object) 
	Optional field. 

	Contractor 
	Contractor (object) 
	Required field, search. 

	Send Date 
	Date/Time 
	Optional field, search. 

	Reply Required 
	Yes/No 
	Required field. 

	Date of Reply 
	Date/Time 
	- 

	Delivery Method 
	Enumeration 
	Values: By Mail, Courier, Express. 

	Sent by Email 
	String 
	- 

	Sent by Fax 
	String  
	- 
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[bookmark: _Toc14294]Registration Variants 
Configure document registration variants to make the registration procedure easier. To do so, go to 
ELMA web interface – Administration – Document Management – Document Registration Variants. Next, in ELMA Designer, open the Outgoing Mail Processing process and select the registration variant in the Register the Outgoing Mail task settings. 
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Fig. 2. Document registration setting 
To be able to register documents, you have to configure the records classification scheme. In the ELMA web interface, Go to Administration – Document Management – Records Classification Scheme. In ELMA Designer, add Record Card forms to the document type on the “Forms (Views)” tab and configure it as follows: 
 Record Card Type – “Outgoing”,  Document Flow – “Outgoing”. 
 Also, it is recommended to create a folder for the outgoing mail. To do so, in the ELMA web interface, Go to Administration – Document Management – Document Types. Choose the created “Outgoing Mail” type and specify the Default Folder.
[bookmark: _Toc14295]Configuring Business Process 
In ELMA Designer, open the Outgoing Mail Processing process, go to the settings of the Secretary static swimlane and assign a job position of the user, responsible for registering and sending 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. 
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Fig. 3. “Secretary” swimlane settings 
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To initiate the business process, click the Start Process button on the main page of the ELMA web interface and select the Outgoing Mail Processing process, or click the Start Process on the page of an Outgoing Mail document. 
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Fig. 4. “Fill in the outgoing mail form” task 
 
Executor: Initiator. 
Task: Fill in the outgoing mail form: 
· Outgoing Mail – document to approve. Required field. 
· Contractor – filled in automatically, if the respective attribute is filled in the document type. 
Required field.  
· Manager – filled in automatically.  
· Approvers – selected by the initiator. 
· Signatory – selected by the initiator. Required field. 
Transitions: 
· Submit – the document is sent for approval. 
· End Process – cancel the process. 
 
 	 
[bookmark: _Toc14299]Approve the outgoing mail (manager) 
The task has a standard ELMA approval form. 
Executor: Initiator’s manager. 
Task: Approve the outgoing mail.  
· Outgoing Mail – filled in automatically. Read only field. 
· Approvers – filled in by the executor. Optional field. 
Transitions: 
· Approve – the document is sent for approval. 
· Reject – the document is sent to the initiator for revision. 
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Fig. 5. “Revise the outgoing mail” task 
Executor: Initiator. 
Task: Revise the outgoing mail: 
· Outgoing Mail – filled in automatically.   
· Contractor – filled in automatically. Read only field. 
· Manager – filled in automatically. Read only field. 
· Approvers – filled in by the initiator. Optional field. 
· Signatory – filled in by the initiator. Required field. Transitions: 
· Submit – the document is sent for approval again. 
· End Process – cancel the process. 
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[bookmark: _Toc14301]Approve the outgoing mail (approver) 
The task has a standard ELMA approval form. 
Executor: Selected by the initiator. 
Task: Approve the outgoing mail.  
· Outgoing Mail – filled in automatically. Read only field. Transitions: 
· Approve – the document is sent to the signatory. 
· Reject – the document is sent to the initiator for revision. 
 
 
[bookmark: _Toc14302]Sign the outgoing mail 
The task has a standard ELMA signing form. 
Executor: Selected by the initiator. 
[bookmark: _GoBack]Task: Sign the outgoing mail  
· Outgoing Mail – filled in automatically. Read only field. Transitions: 
· Sign – the document is sent to the secretary for registration. 
· Reject – the document is sent to the initiator for revision. 
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Fig. 6. “Register the outgoing mail” task 
 
Executor: Secretary. 
Task: Register the outgoing mail: 
· Registration Number. 
· Registration Date. 
· In response to. 
Transitions: 
· Completed – the next task is assigned. 
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Fig. 7. “Send the mail” task 
 
Executor: Secretary. 
Task: Send the mail. 
· Outgoing Mail. 
Transitions: 
· Completed – the mail is sent the process is completed. 
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