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I. [bookmark: _Toc97211767]INTRODUCTION
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[bookmark: _Toc97211770]Purpose
The Process Definition Document outlines the business process chosen for automation. The document describes the sequence of actions performed as part of the business process, the conditions and rules of the process prior to automation (AS IS) as well as the new sequence of actions that the process will follow as a result of preparation for automation (TO BE).
The PDD is a communication document between:
· The RPA Business Analyst and the SME/Process Owner. The goal is to ensure that the RPA Business Analyst has the correct understanding of the process and has represented it accurately.
· The RPA Business Analyst and the Development team (represented by the Solution Architect and RPA Development Lead). The goal is to ensure that the process is documented appropriately and to a sufficient level of detail so that the Solution Architect can then create the solution based on the PDD content.
[bookmark: _Toc97211771]Objectives
The business objectives and benefits expected by the Business Process Owner after automation of the selected business process are:
· Automation provides the gaps in time in Epic to Coding leadership
· Reduce workload for leadership to track and maintain time gap data
[bookmark: _Toc97211772]Key Contacts
Add here any stakeholders that need to be informed or to approve changes to the process:
	Role
	Name
	Contact Details (email, phone number)

	Director of Clinical Coding and Documentation
	Dr. Jetonga Garrett
	drjekeel@uw.edu

	Integrated Coding Manager
	Lisa Phelps
	lisajs@uw.edu

	Facility Coding Manager
	Sanbir Khangura
	sanbirkk@uw.edu


[bookmark: _Toc97211773]Minimum Pre-requisites for the Automation
a) Filled in Process Definition Document
b) Test Data to support development
c) User access and user accounts creations (licenses, permissions, restrictions to create accounts for robots)
d) Credentials (user ID and password) required to logon to machines and applications
e) User/bot access to shared drive where input reports live
f) User/bot access to SharePoint library where output reports live

II. [bookmark: _Toc97211774]AS IS Process description

In this section the Business Analyst will document the process. This section will serve as the starting point for the re-engineering and automation effort.
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[bookmark: _Toc97211776]Process Overview
	Section contains general information about the process before automation.

Item
	Description/Answer

	Process Full Name
	Time Gap Monitoring

	Process Area
	Kronos, Epic, SharePoint

	Department
	ERHI – Coding

	Short Description (operation, activity, outcome)
	Coding leadership maintains employee productivity reports and monitors employee performance, including gaps in time while using Epic

	Role(s) required in applications to perform the process
	Director, Manager, Supervisor

	Process schedule and frequency
	Daily

	Number of times the process is ran by selected frequency
	10 - 20 times per day 

	Process execution time
	13 hours per week (all leadership staff)

	Process Restrictions

	Non-coding Time (NCT) survey data is not included in the automation

	Peak Period (s)
	Beginning of the work week (Monday) 

	Peak Volume Approximate increase
	No peak volume identified

	Number of persons performing the process
	2 Supervisors
2 Managers
1 Director

	Expected Volume increase during next periods
	No increase expected

	Percentage Un-handled exceptions
	No exceptions exist within the current process; all data is tracked and monitored manually

	Input data description
	Data is captured from Kronos, Epic, SharePoint Non-Coding Time (NCT) survey

	Output Data description
	Output data is captured in SharePoint document libraries within productivity reports



*Add more rows to the table to include relevant data for the automation process. No fields should be left empty. Use “n/a” for the items that don’t apply to the selected business process.

[bookmark: _Toc97211777]Applications Used
The table includes a comprehensive list of all the applications that are used as part of the process to be automated to perform the given actions in the flow. 

	Application Name
	Version
	Application Language
	Thin/Thick Client
	Environment/ Access method
	Comments

	Epic Hyperspace
	11.4.0.11
	N/A
	Thin (Citrix-server based)
	Production/Credential Log-in
	

	Kronos
	8.1.3
	N/A
	Thin (Web-based)
	Production/Credential Log-in
	

	SharePoint 2019
	N/A
	N/A
	Thin (Web-based)
	Production/AMC log-in via computer access
	



*Add more rows to the table to include the complete list of applications.

[bookmark: _Toc97211778]AS IS Process Map – Open and Access Epic Audit Trail Viewer
This section contains various process maps contributing to a better understanding of how the user opens and accesses the Audit Trail Viewer function in Epic and how it is performed pre-automation.

[bookmark: _Toc97211779]High Level Process Map
[bookmark: _Hlk41925373]This section is useful for the Business Analyst in presentations and discussions with management to underline areas of weakness, inefficiency or to demonstrate which actions could be in scope for automation.

Start to Finish – Audit Trail Viewer Process
High-Level Flow:
1. Launch Epic Hyperspace
2. Access Audit Trail Viewer
3. Select Employee
4. Set Date/Time Parameters
5. Scroll through activity log
6. Identify time gaps
7. Document findings








[bookmark: _Toc97211780]Detailed As-Is Process Level Map
This section describes the process at key-stroke level and is an essential part for communication with the developers.
Coding Staff (Supervisors)

Does employee have Non-Coding Time (NCT) data entered?

Enter NCT data for employee

Yes

No

Review Individual Employee Productivity Report (Excel)



Review the Team Productivity Report (contains all employees) (Excel)


Are there any issues with Productivity %?

Yes

* Automation occurs here
RPA bot intakes Audit Trail Viewer & Kronos data

No

Are there any issues with Time Spent (MIN)?

Yes

No
Did investigation find “Red Flag” data?
Did Supervisor need to investigate data?


Team Review Finished
No


Yes


Team Review Finished
No

Yes


Notify Manager of Data – Review Finished

[bookmark: _Toc97211781]Process Statistics
[bookmark: _Toc97211782]High Level statistics
	Processes
	Windows
	Actions
	Mouse clicks
	Keys pressed
	Text entries
	Hotkeys used
	Time

	1
	1
	9
	9
	0
	0
	0
	31.1 sec.



Detailed statistics
	Window name
	Mouse clicks
	Text entries
	Key pressed

	Hyperspace – UWM HEALTH INFORMATION MANAGEMENT – Production - \\Remote
	9
	0
	0 


[bookmark: _Toc97211783]Detailed As Is Process Actions
	[bookmark: _Hlk35939216]Actions
	Input
	Description
	Details (Screen/Video Recording Index)
	Exceptions Handling
	Possible Actions

	Accessing the Audit Trail Viewer function in Epic
	9 Clicks
	Coding leader accesses the Audit Trail Viewer function to identify gaps in time in an employee’s use of Epic Hyperspace
	See below
	N/A
	



	1 Open Hyperspace / Use Epic Hyperspace

	
	Est. time: 31.1 sec.



	1.1 Production report - discharges
	



[Epic screenshots in PDD have been removed]

	1.2 
	



[Epic screenshots in PDD have been removed]

	1.3 production report - charge capture admits
	



[Epic screenshots in PDD have been removed]

	1.4 Audit Trail Viewer report
	



[Epic screenshots in PDD have been removed]

	1.5 
	



[Epic screenshots in PDD have been removed]

	1.6 
	



[Epic screenshots in PDD have been removed]

	1.7 
	



[Epic screenshots in PDD have been removed]
As-Is Process: Exceptions Handling – Process of Monitoring Time Gaps
1. Employee Handling: Coding leadership will maintain employee information
a. New employee (ex. new hire)
b. Remove employee (ex. separated, promoted to leadership in Coding) 
c. Employee Name Change



[bookmark: _Toc97211784]As-Is Process: Input Data Description
The following table should contain details regarding the inputs that every action of the process takes.
	#Action
	Sample
	Input Type
	Location
	Are inputs Natively Digital*?
	Are the Inputs Structured*?

	1
	Non-leadership staff enter NCT data
	Structured
	SharePoint 2019
	Yes
	Yes (Nintex form)

	2
	Supervisor Review
	Judgement-based task
	SharePoint 2019
	Yes
	No

	3
	Manager Review
	Judgement-based task
	SharePoint 2019
	Yes
	No

	4
	Manager Review
	Structured
	Epic
	Yes
	Yes (Audit Trail Viewer)

	5
	Director Review
	Judgement-based task
	SharePoint 2019, Epic, Kronos
	Yes
	Yes / No



* Native Digital: This is data that was originally created digitally e.g. excel, database or application reports etc. The non-native digital inputs are usually scanned images.
* Structured Data: has a predictable format and exists in fixed fields (e.g. an excel cell or a field in a form) and is easily detectable via search algorithms. 

III. [bookmark: _Toc97211785]TO BE Process description

In this section the proposed improvements to the process, actions to the process will be outlined as well as the actions proposed for automation and the type of robot required. This will be cross-checked by the Solution Architect.

3.1. [bookmark: _Toc97211786]Detailed TO BE Process Map
A detailed process map of the process as it will look like post-automation will be outlined here.
[image: ]
Highlight Bot interventions/ To-Be automated actions with different legend/ icon (purple).
Mention below if process improvements were performed on the To-Be design and provide details.


3.2. [bookmark: _Toc97211787]Parallel Initiatives
The table below will capture the proposed Business, Process or Application changes to be made in the near future that would impact the process at hand (if any).
	Initiative Name
	Process Action(s) where it is identified
	Impact on current Automation Request
	Expected Completion Date
	Contact Person

	SharePoint 2019 to SharePoint Online Migration
	Bot creates output report for Coding leadership review
	Output report saved to a SharePoint 2019 document library but will need to be rerouted to save in a SharePoint Online document library
	July 01, 2026
	Bryon Malang - bmalang@uw.edu

	Kronos/UKG Update
	Kronos data is captured by the RPA bot
	RPA bot may need to relearn how to capture the (new) Kronos data
	February 2026
	



3.3. [bookmark: _Toc97211788]In Scope For RPA
The actions in scope for RPA should be listed below:
	Activity/Action*
	Reason for in scope
	Impact on the TO BE
	Possible measures to be taken into consideration for future automation

	Output file with “Gap Time” tab and “Gap Time Calculator” that includes each employee
	Final automation deliverable
	Final location is : ERHI RPA - Time Gap Monitoring - Output Reports. Intent is to write to a OneDrive location that can be accessed via SharePoint
	It will be required that ERHI maintains the template to be used for output

	Epic Audit Trail Input Report: An Epic SQL Workbench report that includes gaps greater than 16 minutes for elected employees.  Any gaps following the event “38801 Encoder launched in Coding” will be excluded to account for the time users leave Epic to go to 3M for coding.
	Input to the automation
	File location is \\hemingway\h_pds$\man_sup\9711 - CODING\RPA\Epic
	It will be required that ERHI maintains the Employee list in the Epic report to be used for output

	Kronos/UKG Punch In/Out Report: A report for all employees reporting to CC101951
	Input to the automation
	File location is \\hemingway\h_pds$\man_sup\9711 - CODING\RPA\Kronos

	This is an IT maintained report

	24/7 schedule with the possibility of multiple Kronos punches in/out per day
	Current automation design does not include Sundays or multiple lines of input per day from Kronos.
	Design and definition for how the additional Kronos data will be displayed will be required.

Results in same weekly calculations
	It will be required that ERHI validates that staff have punched-in/out by end of day Saturday

	Instructions for template maintenance and troubleshooting tasks
	Users will be required to maintain the template used to store the automation output to include staff names
	Only effects the initial creation of the template for delivery and hand off.
	


3.4. [bookmark: _Toc97211789]Out Of Scope for RPA
The actions out of scope for RPA should be listed in the table below together with the reasoning.
	Activity/Action*
	Reason for out of scope
	Impact on the TO BE
	Possible measures to be taken into consideration for future automation

	Non-Coding Time
	NCT is recorded on NCT Surveys and correspondence to Coding leadership
	Before the time gap monitoring starts, NCT survey information is manually reviewed
	Collect the non-coding time surveys and produce a scorecard with productivity information

	Employee Productivity Report
	The initial request for the automation did not include productivity reporting
	None, since it will not be included.
	Reformatting output report into productivity report

	Contract Coders
	Contract Coders do not punch in/out of Kronos under the Coding call center ID
	Contract coders will not be included in the RPA
	Contract Coders use Kronos to punch in/out













3.5. [bookmark: _Toc97211790]Exceptions Handling
The Business Process Owner and Business Analysts are expected to document below all the business exceptions identified in the automation process. Exceptions are of 2 types and both need to be addressed:
Known exceptions = previously encountered. A scenario is defined with clear actions and workarounds for each case.
Unknown = New situation that was not encountered before. It cannot be predicted and in case it happens it needs to be flagged and communicated to an authorized person for evaluation.

3.5.1. [bookmark: _Toc97211791]Known Business Exceptions
Details regarding how the robot should handle the exceptions.
	Exception Name
	Action
	Parameters
	Action to be taken


	Kronos time not approved 
before Sunday 
	Punch time that is available will be used. If no punch time exists, output will remain blank.
	 
	Changes to punch time may affect time gaps and adjustment time and will require manual intervention by supervisor in corresponding tabs in report. 



[bookmark: _Toc97211792]3.5.2           Unknown Business Exceptions
The automation is designed to capture and classify unforeseen business rule failures encountered during runtime.

When a transaction fails due to a non-technical reason that is not mapped to a predefined business rule, it is classified as an Unknown Business Exception. 

The automation logs all relevant contextual details and records the transaction in the Business Exception Report. Processing continues with the next transaction, and no automated retry is performed. These exceptions are reviewed post-run to determine whether additional business rules should be defined in future versions. The business exception report will be sent to a super user in the department.



3.6. [bookmark: _Toc97211793]Applications Errors & Exceptions Handling
A comprehensive list of all errors, warnings or notifications should be consolidated here together with the action to be taken for each by the Robot. There are 2 types of exceptions/errors:
Known = Previously encountered and action plan or workaround available for it (e.g. SAP unresponsive during peak times)
Unknown = A technical failure originating from an application, infrastructure, or integration layer that was not explicitly identified during the design phase and cannot be handled by predefined recovery logic.

3.6.1. [bookmark: _Toc97211794]Known Applications Errors and Exceptions
Details regarding how the robot should handle the exceptions.
	Error/Exception Name
	Action
	Parameters
	Action to be taken


	Missing User in Kronos  
	Exception error should be sent to log, however, proceed to next user
	 
	Bot will process without issue as it is the source user list however, no data will be added to the report for the missing user. 

	Missing user data in Epic 
	Exception error should be sent to log however, proceed to next user
	 
	No data will be added to the report for the user. 



3.6.2. [bookmark: _Toc97211795]Unknown Applications Errors and Exceptions
The automation captures detailed technical diagnostics and will send information to the support team to enable rapid root cause analysis, including:
1. Exception messages
2. Stack traces
3. Screenshots 




3.7. [bookmark: _Toc97211796]Reporting
In this section all the reporting requirements of the business should be detailed so that when the RPA solution is moved to production the administrators can track the performance of the solution.
	Report Type
	Update frequency
	Details
	Monitoring Tool to visualize the data


	Performance analytics Report

	Weekly
	Success and failures of automation’s performance
	Excel posted weekly on shared drive



* For complex reporting requirements, include them into a separate document and attach it to the present documentation


3.8. Future Considerations
In this section all the future considerations that may be added into the automation within future versions and enhancements.
	Future Consideration
	Details
	Future enhancement information


	Non-Coding Time 
	Adding information from the NCT survey into the automation
	Nintex will be obsolete within SharePoint Online, and will need to determine how this data will be produced within SharePoint

	Employee Productivity Report
	Consolidating information from the automation into a scorecard/productivity report, similar to what PFS did for their time gap monitoring automation
	Will need to identify how the automation’s information can be consolidated into a single report

	Contract Coders
	Include time gaps from contract coders.
	Will need to identify how contract coders will be able to have time gap data produced if they do not use Kronos



* For complex reporting requirements, include them into a separate document and attach it to the present documentation





IV. [bookmark: _Toc97211797]Other
4.1. [bookmark: _Toc97211798]Additional sources of process documentation
If there is additional material created to support the process automation please mention it here, along with the supported documentation provided.
	Additional Process Documentation

	Task Capture
	Epic Audit Trail Viewer process
	Audit Trail Viewer Process.ssp


	Visio
	Current state diagram
	CURRENT STATE DIAGRAM - TIME GAP MONITORING.VSDX

	Screenshot Picture
	Screenshot of Audit Trail Viewer function in Epic
	EPIC HYPERSPACE - AUDIT TRAIL VIEWER - SEARCH FUNCTION.PNG


	Screenshot Picture
	Screenshot of Audit Trail Viewer function in Epic
	EPIC HYPERSPACE - AUDIT TRAIL VIEWER.PNG

	Word document
	RPA notes (Ian’s notes)
	RPA Notes - Time Gap Monitoring.docx

	Screenshot Picture
	Screenshot of SharePoint 2019 libraries that are a part of the current state Time Gap Monitoring process
	sharepoint 2019 - time gap monitoring and productivity reporting locations.png (2116×1126)

	Excel document
	Coding staff list
	Time Gap Monitoring - Staff List.xlsx

	Input Files
	Kronos

Epic
	\\hemingway\h_pds$\man_sup\9711 - CODING\RPA\Kronos
\\hemingway\h_pds$\man_sup\9711 - CODING\RPA\Epic

	Output Files
	SharePoint
	ERHI RPA - Time Gap Monitoring - Output Reports - All Documents



*Add more rows to the table to reflect the complete documentation provided to support the RPA process.[image: C:\Users\alexene\AppData\Local\Microsoft\Windows\INetCache\Content.Word\ui_path_Logo_EXTRALARGE_CMYK_Blue.png]

START: Supervsior reviews employee productivity


Issue with time, escalated review required


Manager conducts review


Access Epic Audit Trail Viewer


Set time/date parameters and review employee actions within Epic


Identify time gaps and document findings


FINISH: Close Epic Audit Trail Viewer
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