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I. INTRODUCTION  

3.1. 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. 

3.2. Objectives 

The business objectives and benefits expected by the Business Process Owner after automation 

of the selected business process are:   

• Increase insurance claim submission on accounts within the Self-Pay w/ 

Potential Available Coverage WQ 

3.3. Key Contacts 

Add here any stakeholders that need to be informed or to approve changes to the process: 

Role Name 

Project Director Adrienne Leistner 

Sponsor Andrew Bartlett 

Business Analyst  Chandi Rae Soros 

RPA Developer  Chandi Rae Soros 

3.4. Minimum Pre-requisites for the Automation 

a) Filled in Process Definition Document 

b) Test Data to support development 
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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 

II. 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. 

 

3.5. Process Overview 

Section contains general information about the process before automation. 

 

Item Description/Answer 

Process Full Name RPA [005] - PASS Self-Pay with Potential Available 

Coverage WQ 

Process Area ERC 

Department PASS 

Short Description (operation, activity, 

outcome) 

Bot will open Self-Pay with Potential Available 

Coverage WQ [84897] and filter by primary 

payor. The bot will review accounts where there 

is a self-pay balance and available coverage on 

file that is not yet attached. The bot will navigate 

to the coverages tab and edit the filing order to 

add the coverage which will automatically send a 

claim for the HAR. 

Role(s) required in applications to perform 

the process 

PASS PAR 2 WQ Team 

Process schedule and frequency Every business day 

Number of times the process is ran by 

selected frequency 

Est. 25x   

Process execution time 5-15minutes on average  

Process Restrictions 

 

N/A 
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Peak Period (s) N/A 

Peak Volume Approximate increase N/A 

 

Number of persons performing the process 2 

Expected Volume increase during next 

periods 

Implementation of insurance discovery may 

contribute to future increase of WQ volumes. 

Percentage Un-handled exceptions N/A 

Input data description EPIC – Hospital Acct Lookup for the HAR 

 

Output Data description Completion of documentation drops the account 

from the WQ  

 

*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. 

 

3.6. Applications Used 

Application 

Name 
Version 

Application 

Language 

Thin/Thick 

Client 

Environment/ 

Access 

method 

Comments 

EPIC May 2023 Unknown Thin Client  PROD  

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

3.7. AS IS Process Map 
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3.8. Process Statistics  

High Level statistics 

Processes Windows Actions 
Mouse 

clicks 

Keys 

pressed 

Text 

entries 

Hotkeys 

used 

Time 

2 2 30 27 2 1 0 
3 min. 0 

sec. 

 

 

Detailed statistics 

Window name Mouse clicks Text entries 
Key pressed 

Cortana 1 1 2  

Hyperspace – UW MED 

BILLING DEPARTMENT 20 – 

Production - \\Remote 

26 0 0  

 

 

3.9. Detailed As Is Process Actions 

1 Open EPIC Application 

 Est. time: 1.9 sec. 
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1.1 Type Into  

Type Into: EPIC Est. time: 

0.2 sec. 

 

Action: 

Keyboard 

Input 
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1.2 Open EPIC Application  

Open EPIC Application Est. 

time: 

1.7 

sec. 

 

Action: 

Click 
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2 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 53.9 sec. 

 

2.1 Navigate to WQ Accounts  

Est. time: 9.9 sec.  

 

Action: 

Click 

 

 

2.2 Open Self-Pay w/ Potential Available Coverage WQ  

Est. time: 2.4 sec.  

 

Action: 

Double 

Click 
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2.3   

Est. time: 12.3 sec.  

 

Action: 

Click 

 

 

2.4 Filter by Primary Payor  

(Arrow will be pointing up)  

 

Action: 

Click 
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2.5 Open Patient Account  

 

Action: 

Double 

Click 

 

 

2.6 Identify "There are no insurance buckets for this account" message under Insurance BA  

As long as this message appears, the bot will continue. Once the bot reaches accounts where previous insurance is 

billed, this message will not appear and the bot will end the process.  

 

 

Action: 

Click 
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3 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 2 min. 4 sec. 

 

3.1 Navigate to Coverages Tab  

Once the "There are no insurance buckets for this account" message has been validated, the bot will navigate to 

the coverages tab. 

Est. 

time: 

1.4 

sec. 

 

Action: 

Click 
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3.2 Identify "There are no valid professional coverages associated with this account"  

"There are no valid professional coverages associated with this account" This message is the anchor/trigger that 

will signal the bot to continue the next step. There is an alternate 'do not bill insurance' message with an 

exception to move on. This will be demonstrated later. In the current example, the bot will edit the filing order. 

 

 

Action: 

Click 

 

 

3.3 Click 'Edit Filing Order'  

 

Action: 

Click 
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3.4 Click green plus icon to attach available coverage  

 

Action: 

Click 

 

 

3.5 Reason Code: 4, Self-Pay to Coverage Press 'Enter'  

  

 

Action: 

Special 

Key 
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3.6 Type Into Comment Box  

 

Action: 

Special 

Key 

RPA 

System 

Action 

Taken 

 

 

3.7 Click 'Accept'  

  

 

Action: 

Click 
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3.8 Navigate to 'Liability Buckets'  

 

Action: 

Click 

 

 

3.9 Hit Refresh  

Page will sometimes auto refresh but the bot can hit refresh?  

 

Action: 

Click 
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3.10 Click 'Account Activities'  

 

Action: 

Click 

 

 

3.11 Select 'Account Note - PASS'  

  

 

Action: 

Click 
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3.12 Type Into Note Field  

Bot will note HAR# and system actions.  

 

Action: 

Click 

 

 

3.13 Type Into Summary field  

Paste/Type into: HAR# and click' Guar'  

 

Action: 

Click 
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3.14 Click 'Complete'  

This will remove the account/complete acct from WQ  

 

Action: 

Click 

 

 

3.15 Click 'Accept'  

  

 

Action: 

Click 
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3.16 Click 'Close Account Note'  

(this may not be applicable in automation based on screen size and how EPIC displays pages)  

 

Action: 

Click 

 

 

3.17 Identify Message "There are no insurance buckets for this account."  

Once the previous account is completed, the next account will appear and already be in the correct initiation area.   

 

Action: 

Click 
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3.18 Click 'Coverages'  

  

 

Action: Click 

 

 

3.19 Identify message: "There are no valid professional coverages associated with this account" - or if 

"This Account has been marked as "Do not Bill Insurance"" then skip account 
 

Exception/Do not bill  

 

Action: 

Click 
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3.20 Navigate to 'Liability Bucket'  

  

 

Action: 

Click 

 

 

3.21 Click 'Next' Icon  

This will move on to the next account in the WQ  

 

Action: 

Click 

 

 



 

24 

 

3.22 Identify message or claim history  

If there is no message because insurance has been billed previously/when robot reached this point, execution will be 

complete. Because the WQ was filtered by primary payor, it will work all the true self-pay accounts to attach coverage, and 

the process will stop once it reaches this point.  

Est. 

time: 

7.10 

sec. 

 

Action: 

Click 

 

 

3.10. Exceptions Handling 

N/A for ‘As Is’ process  

3.11. Input Data Description 

#Action Sample Input Type Location 

Are inputs 

Natively 

Digital*? 

Are the Inputs 

Structured*? 

3.10-3.15 Account Note Type Into  EPIC No  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.   
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IV. TO BE PROCESS DESCRIPTION  

4.1. Detailed TO BE Process Map. 

Dispatcher: bot will export WQ data to excel to isolate the HARs with no billing history and available 

coverage in Registration. The bot will also create an exception report for later use. The isolated HARs will be 

uploaded into the Orchestrator Queue as transactions for the Performer process.  

 

Performer: the bot will launch EPIC and iterate through each HAR using Hospital Account Lookup. The 

lookup page will have a ‘Coverage’ section where the bot will verify if "There are no valid professional 

coverages associated with this account". This message is the anchor/trigger that will signal the bot attach the 

coverage. There is an alternate 'do not bill insurance' message with an exception to defer in EPIC, add 

account to exception report and moving to next transaction. If there are no accounts added to the 

exception report at the end of processing each HAR, then the bot will delete the report. If any HARs were 

added to the report, an email with the attachment will be sent to the WQ Team Supervisor + Manager.   
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Legend 

 

Description 

 Step 3.19 is referred to in Exceptions Handling – Known Business Exceptions   

 
This process action is proposed for automation. 

 
VA accounts have been excluded. Actions taken on this process action will remain 

manual (to be performed by a human agent). 

 

4.2. Parallel Initiatives 

Initiative Name 

Process 

Action(s) where 

it is identified 

Impact on current 

Automation 

Request 

Expected 

Completion Date 
Contact Person  

N/A     

 

4.3. In Scope For RPA 

The bot will export the WQ data to isolate the HARs on self-pay accounts where coverage is available but has 

not been attached or billed historically. The bot will iterate through each HAR to attach the coverage and 

send the claims. The bot will be able to handle known exception when it comes across HARs with a ‘Do Not 

Bill’ Message by deferring in the WQ, adding the account to a daily report, and emailing the responsible 

team.  

4.4. Out Of Scope for RPA. 

Activity/Action* 
Reason for out of 

scope 
Impact on the TO BE 

Possible measures to 

be taken into 

consideration for 

future automation 

 

VA Accounts  Manual review is 

needed due to 

coverage appearing as 

available but is 

actually missing info 

from the patient  

VA accounts will be 

excluded in the ‘To Be’ 

process  

Possible measures could 

include the VA Team 

adding a new billing 

indicator or a specific 

account status that the bot 

could recognize as not 

billable when coverage is 

incomplete in Reg 

Accounts with previous 

billing history  

Accounts with previous 

billing history require 

manual review  

HARs Excluded  N/A 
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4.5. Exceptions Handling 

4.5.1. Known Business Exceptions 

Exception Name Action Parameters 
Action to be taken 

 

HAR w/ ‘Do Not Bill’ 3.19 “Do Not Bill’ Message  The bot will defer in the WQ, 

add the account to a daily 

report, and emai the 

responsible team.  

 

 

3.5.2           Unknown Business Exceptions 

If an unknown exception occurs, the bot should notify Andrew Bartlett (bartla@uw.edu) and 

Chandi Rae Soros (bohnenka@uw.edu), and then proceed to the next transaction.  

 

4.6. Applications Errors & Exceptions Handling 

4.6.1. Known Applications Errors and Exceptions 

Error/Exception Name Action Parameters 
Action to be taken 

 

Citrix/EPIC Crash Any action Error message recover and retry 3 times 

Application pop 

ups/notifications 
Any action Element Exists Close and continue 

process 

 

 

4.6.2. Unknown Applications Errors and Exceptions 

For errors that have not been anticipated, we can implement time delays and allow three 

attempts to launch the application before terminating the process and notifying the RPA Team.  

Notification List: Andrew Bartlett (bartla@uw.edu), Chandi Rae Soros (bohnenka@uw.edu), Kirsten 

Rising (kristris@uw.edu) 

CC: Libbey Buckley (lfarr@uw.edu), and Bruce Pyper (jbpyper@uw.edu). 

 

mailto:bartla@uw.edu
mailto:bohnenka@uw.edu
mailto:bartla@uw.edu
mailto:bohnenka@uw.edu
mailto:kristris@uw.edu
mailto:lfarr@uw.edu
mailto:jbpyper@uw.edu


 

29 

 

4.7. Reporting 

Report Type Update frequency Details 

Monitoring Tool to 

visualize the data 

 

Process logs Weekly + Monthly? Have process logs report 

WQ completion volumes 

Export to .csv 

 

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

 

V. OTHER   

5.1. Additional sources of process documentation 

Additional Process Documentation 

N/A   

 

*Add more rows to the table to reflect the complete documentation provided to support the RPA process. 


