
 

 

 

 

 

 

   

 

 Process 

Definition 

Document 



 

2 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

RPA - PFS 
Productivity 
Scorecards 



 

3 

 

TABLE OF CONTENTS 
I. INTRODUCTION ..................................................................................................................... 4 

1.1 Purpose ................................................................................................................................................ 4 

1.2 Objectives............................................................................................................................................. 4 

1.3 Key Contacts ........................................................................................................................................ 4 

1.4 Minimum Pre-requisites for the Automation .................................................................................... 4 

II. AS IS Process description ....................................................................................................... 5 

2.1 Process Overview................................................................................................................................. 5 

2.2 AS IS Process Map ............................................................................................................................... 7 

2.2.1 High Level Process Map ........................................................................................................ 7 

2.3 Process Statistics ................................................................................................................................. 7 

2.4 Detailed As Is Process Actions ............................................................................................................ 8 

2.5 Input Data Description ..................................................................................................................... 57 

III. TO BE Process description ................................................................................................... 59 

3.1. Parallel Initiatives ......................................................................................................................... 59 

3.2. In Scope For RPA .......................................................................................................................... 59 

3.3. Out Of Scope for RPA .................................................................................................................. 60 

3.3.1. Known Business Exceptions ...............................................................................................60 

3.4.2           Unknown Business Exceptions .....................................................................................60 

3.4. Applications Errors & Exceptions Handling ............................................................................... 60 

3.4.1. Known Applications Errors and Exceptions .....................................................................61 

3.4.2. Unknown Applications Errors and Exceptions ................................................................61 

3.5. Reporting ...................................................................................................................................... 61 
 

  



 

4 

 

I. INTRODUCTION  

1.1 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 because 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. 

1.2 Objectives 

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

of the selected business process are:   

• Reduce work by supervisors creating productivity score cards for individual reps; 

currently 6 hours/week * 9 supervisors. 

• Create reporting consistency across supervisors by reducing human error and 

therefore all staff will be held to the same standards. 

1.3 Key Contacts 

Role Name 

Project Director Adrienne Leistner 

Sponsor Victoria Holland 

Business Analyst  Chandi Rae Soros 

RPA Developer  Kisten Rising 

1.4 Minimum Pre-requisites for the Automation 

a) Process Definition Document complete 

b) Test Data to support development 

c) User/bot 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 documentation lives (\\hemingway) 
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II. AS IS PROCESS DESCRIPTION  

2.1 Process Overview 

Item Description/Answer 

Process Full Name RPA - PFS Productivity Scorecards 

Department PFS 

Short Description (operation, activity, 

outcome) 

Reducing time spent by supervisors when 

reviewing staff productivity and gaps in time 

worked to create a productivity score card. 

Automation is estimated to save each supervisor 

6 hours of work per week on average. 

Role(s) required in applications to perform 

the process 

Kronos login (PFS Supervisor role) to access 

punch in/out  

Epic login (PFS Supervisor role) to access HB Time 

Log 

Process schedule and frequency Report ran weekly across 9 supervisors 

Number of times the process is ran by 

selected frequency 

Once per week 

Process execution time 14 min. 24 sec. (only captures 2 employees) 

Process Restrictions 

 

The robot should be run on Sunday for the week 

prior. Input field T-6. The QR scoring tab and final 

PDF export to staff will be finalized by the 

supervisor. 

Peak Period (s) n/a 

Number of persons performing the process 9 supervisors under PFS 

Expected Volume increase during next 

periods 

None anticipated 

Input data description Kronos/Epic reports 

 

Output Data description Individual rep productivity score cards that are 

currently created manually by supervisors 

 

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 Fall 2023 Unknown  Thin UWMED BILLING 

DEPARTMENT 20 - 

Production 
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Kronos Version 8.1.3    Automation will 

use exported 

report 

\\Hemingway     Sosa drive 

MS Excel      

 

  

file://///Hemingway
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2.2 AS IS Process Map 

2.2.1 High Level Process Map 

 

2.3 Process Statistics  

High Level statistics per 2 users (approximately 115 users as of 3/1/2024) 

Processes Windows Actions 
Mouse 

clicks 

Keys 

pressed 

Text 

entries 

Hotkeys 

used 

Time 

4 12 400 127 325 77 0 
14 min. 

24 sec. 

 

Detailed statistics 
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Window name Mouse clicks Text entries 
Key pressed 

\\Hemingway 6 0 0  

RPA 3 0 0  

Program Manager 1 0 0  

Microsoft Excel 2 0 0  

PFS Productivity Scorecard 

Pilot.xlsx - Excel 
58 65 241  

VIKA_A_12.01.2023 PFS 

Performance Adjustment 

Tracker.xlsx - Excel 

1 0 0  

DOLLY WE 12.01.23 

UPDATED PFS ADJUSTMENT 

TRACKER.xlsx - Excel 

1 0 0  

Launch Meeting - Zoom and 

14 more pages - Work - 

Microsoft Edge 

1 0 0  

 1 0 0  

Kronos Workforce Central(R) 

and 14 more pages - Work - 

Microsoft Edge 

30 8 58  

Hyperspace – Production - 

\\Remote 
1 0 0  

Hyperspace – UW MED 

BILLING DEPARTMENT 20 – 

Production - \\Remote 

22 4 26  

 

2.4 Detailed As Is Process Actions 

#Action Input Description 

Details 

(Screen/Video 

Recording 

Index) 

Exceptions 

Handling 

Possible 

Actions 

1 Open Application/Folder 

 Est. time: 4.5 sec. 

 

1.1   

 Est. time: 4.5 sec. 

 Action: Click 

Open Folder  

 



 

9 

 

2 Navigate to RPA Folder  

Navigate to pfs_data$((\\hemingway) (H:) > ADMIN > Victoria Holland > 

RPA  
Est. time: 4.2 sec. 

 

2.1   

 Est. time: 4.2 sec. 

 

Action: Double Click to 

open PFS Productivity 

Score Card Pilot  

 

Note for future state: 

Need to create central 

drive 

 

3 PFS Productivity Scorecard Pilot.xlsx - Excel 

Maximize Excel Sheet  Est. time: 1.8 sec. 

 

 

3.1   

 Est. time: 0.6 sec. 

 

Action: Click worksheet for 

‘Gaps in Time’ 

 

 

4 Open Web Browser/Application  

 Est. time: 1.7 sec. 

 

file://///hemingway
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5 Navigate to Kronos  

 Est. time: 4.1 sec. 

 

5.1   

 Est. time: 4.1 sec. 

 

Action: Click 

 

 

6 Kronos Workforce Central(R) – Log Into Kronos 

 Est. time: 30.6 sec. 

 

6.1   

 Est. time: 1.8 sec. 

 

Action: Click 

Type Into: Credentials 
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6.2 Press 'Enter'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

HotKey: Enter or Action 

click > icon 

 

 

7 Kronos Workforce Central(R) and 14 more pages - Work - Microsoft Edge 

 Est. time: 38.5 sec. 

 

7.1   

 Est. time: 8.2 sec. 

 

Action: Click calendar icon 
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7.2   

 Est. time: 1.5 sec. 

 

Action: Click ‘Start Date’ 

calendar icon 

 

 

 

 

 

 

 

 

 

7.3   

 Est. time: 2.4 sec. 

 

Action: Select Monday of 

previous week 
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7.4   

 Est. time: 1.5 sec. 

 

Action: Click ‘End Date’ 

Calendar Icon 

 

 

7.5   

 Est. time: 3.2 sec. 

 

Action: Select Friday of 

previous week  

 

 

7.6   

 Est. time: 1.7 sec. 

 

Action: Click ‘Apply’ 
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7.7 Select Employee   

 Est. time: 0.5 sec. 

 

Action: double click to 

select first employee 

 

 

7.8   

 Est. time: 0.1 sec. 

 

Action: Review time 

punches, copy clock in 

time, you will need this 

data to paste/type into 

excel sheet. Days where 

sick leave/vacation are 

taken, leave excel cell 

value blank.  

 

 

8 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 4.8 sec. 
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8.1   

 Est. time: 0.6 sec. 

 

Action: Keyboard – Input 

Clock in Time for 

associated Employee  

 

(Values should be 

converted to military 

time) 

 

8.2   

 Est. time: 2.8 sec. 

 

Action: Click action to 

Close Timecards tab to 

navigate back to list of 

employees      

 

 

8.3   

 Est. time: 5.3 sec. 

 

Action: Select Next 

Employee to repeat 

process 
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8.4   

 Est. time: 8.3 sec. 

 

Action: Double Click 

 

 

8.5   

 Est. time: 4.0 sec. 

 

Action: Click calendar icon 
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8.6   

 Est. time: 1.5 sec. 

 

Action: Click ‘Start Date’ 

Calendar Icon 

 

 

8.7   

 Est. time: 3.6 sec. 

 

Action: Click Monday of 

previous week 

 

 

8.8   

 Est. time: 1.7 sec. 

 

Action: Click Friday of 

previous week 
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8.9   

 Est. time: 2.5 sec. 

 

Action: Click 

Apply 

 

8.10 Press 'Alt+Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

Review/copy clock in 

times  

 

9 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 6.4 sec. 
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9.1   

 Est. time: 1.4 sec. 

 

Action: Paste clock in time 

for associated 

employee/date  

 

 

9.2 Press 'Enter'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

Paste Clock in Time 
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9.3 Press 'Enter'  

 Est. time: 0.2 sec. 

 

Action: Special Key 

Paste Clock in Time 

 

9.4   

 Est. time: 0.10 sec. 

 

Action: Keyboard Input 

Paste Clock in Time 

 

9.5 Press 'Enter'  

 Est. time: 0.6 sec. 

 

Action: Special Key 

Paste Clock in Time 
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10 Open Epic Application  

 Est. time: 12.1 sec. 

 

10.1   

 Est. time: 12.1 sec. 

 Action: Click 

 

 

11 Hyperspace – Production - \\Remote 

 Est. time: 24.6 sec. 

 

11.1   

 Est. time: 24.6 sec. 

 

Action: Click 

Job input: D1 HB Business 

Office Director(input for 

robot?) 

 

Click- continue 

 

12 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 2 min. 39 sec. 
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12.1   

 Est. time: 6.3 sec. 

 

Action: Click 

 

 

12.2   

 Est. time: 3.6 sec. 

 

Action: Type Into  

 

 

12.3 Press 'Enter'  

 Est. time: 0.8 sec. 

 

Action: Special Key 

Type into: Pilot 
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12.4   

 Est. time: 7.8 sec. 

 

Action: Click “HB User 

Productivity – Scorecard 

Pilot”  

 

 

12.5   

 Est. time: 13.1 sec. 

 

Action: Click 

input 

T-6 

 

Need List of users 
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12.6   

 Est. time: 8.3 sec. 

 

Action: Click 

 

 

12.7   

 Est. time: 10.10 sec. 

 

Action: Click 

 

 

12.8   

 Est. time: 1 min. 5 sec. 

 

Action: Click first 

employee 
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12.9   

 Est. time: 19.4 sec. 

 

Action: Click drop down 

arrow under ‘available 

dates’  

 

 

12.10   

 Est. time: 15.9 sec. 

 

Action: Click to select 

dates that correspond 

with spreadsheet time 

punches 

 

 

13 Review Time Gaps 

 

Est. time: 36.4 sec. 

 

Review for time gaps 

greater than 30 

minutes.  

 

9:42 - Time Gap Ended - 

(9:11-9:42) 

 

Copy Time Gap Start 

Time: 9:11 

Copy Time Gap End 

Time: 9:42 
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13.1  Navigate back to spreadsheet  

 Est. time: 36.4 sec. 

 Action: Click 

 

 

14 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 9.6 sec. 

 

 

 

14.1   

 Est. time: 3.10 sec. 

 

Action: Click 

Highlight cell for 

corresponding day in ‘Gap 

1’ and fill out the Time 

Gap Start Value 

 

 

14.2 Press 'Enter'  

 Est. time: 0.7 sec. 

 

Action: Special Key - paste 

Time Gap Start: 9:11 

Time Gap End: 9:42 

 

15 Hyperspace – UW MED BILLING DEPARTMENT 20 – back to EPIC  

 Est. time: 0.1 sec. 
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15.1 Press 'Alt+Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

Time gaps under 30 

minutes should not be 

included 

 

Ex: 10:17pm for 20m 

 

15.2 Press 'Alt+Tab'  

 Est. time: 0.1 sec. 

 

Another example of a 

time gap needing to be 

logged in the excel sheet.  

 

Ex: Time Gap Ended: 12:56 

(12:02 – 12:55)  

 

 

 

16 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 2.0 sec. 
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16.1   

 Est. time: 1.6 sec. 

 

Action: Keyboard Input  

Select next cell values for 

corresponding day for 

‘Gap 2’ 

 

 

 

16.2 Press 'Tab'  

 Est. time: 0.0 sec. 

 

Action: Special Key 

Paste Time Gap Start 

Value: 12:02 

 

16.3   

 Est. time: 0.2 sec. 

 

Action: Keyboard Input 

Select next cell for 

corresponding day 

under ‘Gap 2’ 
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16.4 Press 'Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

Paste Time Gap End 

Value: 12:56 

 

17 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 0.0 sec. 

 

17.1 Press 'Alt+Tab'  

 Est. time: 0.0 sec. 

 

Action: Special Key 

Time gap value > 30 

minutes  

 

Time Gap Ended: 4:28 

(3:35-4:28) 

 

 

 

 

18 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 1.9 sec. 

 



 

30 

 

18.1   

 Est. time: 1.2 sec. 

 

Action: Keyboard Input 

Select next cell for 

corresponding day 

under ‘Gap 3’ 

 

18.2 Press 'Tab'  

 Est. time: 0.3 sec. 

 

Action: Special Key 

Paste Time Gap Start 

Time: 3:35 

 

18.3   

 Est. time: 0.3 sec. 

 

Action: Keyboard Input 

Select next cell for 

corresponding day 

under ‘Gap 3’ 



 

31 

 

 

18.4 Press 'Alt+Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

Paste Time Gap End 

Value: 4:28 

 

19 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 6.2 sec. 

 

19.1   

 Est. time: 5.10 sec. 

 

Action: Click 

Select following date to 

continue time gap review, 

following same steps to 

log time gap into the 

spreadsheet as shown 

above.   

Robot should filter 

through all dates for the 

previous week where a 

punch in was made. 

 

20 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 0.1 sec. 
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20.1 Press 'Alt+Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

In this example, Viktorya 

worked Tuesday-

Thursday.  

These three days were 

reviewed in EPIC for time 

gaps greater than 30 

minutes.   

 

21 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 35.0 sec. 

 

21.1   

 Est. time: 5.6 sec. 

 

Action: Click on the ‘X’ to 

close out of the specific 

employees productivity 

time log.  
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21.2   

 Est. time: 4.1 sec. 

 

Action: Click on the next 

employee name to begin 

next productivity time log 

review. 

 

Ex: Caoile, Dolores 

 

21.3   

 Est. time: 23.1 sec. 

 

Action: Click on down 

carrot under ‘by gaps’ to 

expand the Available 

Dates and select the first 

date with an associated 

time punch 

 

 

21.4   

 Est. time: 2.2 sec. 

 

Action: Click 

Select the date 

 

Ex. ‘27 Mon’ 
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22 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 2.9 sec. 

 

22.1   

 Est. time: 1.3 sec. 

 

Action: Click 

Look for associated 

employee in 

spreadsheet to review 

days worked 

 

 

 

23 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 0.1 sec. 

 

23.1 Press 'Alt+Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

Review for time gaps 

greater than  

30 minutes 

 

Ex: Time gap ended 

12:50 (11:59-12:50) 

 

Ex: Time gap ended 1:30 

(12:50-1:30) 

 

24 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 2.3 sec. 
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24.1   

 Est. time: 1.4 sec. 

 

Action: Keyboard Input 

Select cell for ‘Gap 1’ 

under associated 

employee  

 

24.2 Press 'Tab'  

 Est. time: 0.2 sec. 

 

Action: Special Key 

Paste Time Gap Start 

Time: 11:59 

 

24.3   

 Est. time: 0.5 sec. 

 

Action: Keyboard Input 
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24.4 Press 'Tab'  

 Est. time: 0.2 sec. 

 

Action: Special Key 

Paste Time Gap End 

Time: 12:50 

 

24.5 Press 'Tab'  

 Est. time: 0.2 sec. 

 

Action: Special Key 

Select next cell for ‘Gap 

2’ and paste next time 

gap start value: 12:50 
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24.6   

 Est. time: 0.4 sec. 

 

Action: Keyboard Input 

Select next cell in ‘Gap 2’ 

 

24.7 Press 'Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

Paste Time Gap End 

value: 1:30(Values 

should be converted to 

military time: 13:30)  

 

25 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 19.5 sec. 
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25.1   

 Est. time: 19.5 sec. 

 

Action: Click 

Once the time gaps for 

the first day are 

complete, click the next 

date worked under 

‘Available Dates’ and 

continue steps.  

 

26 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 0.0 sec. 

 

26.1 Press 'Alt+Tab'  

 Est. time: 0.0 sec. 

 

Action: Special Key 

Once all days worked 

are reviewed and time 

gaps logged, follow the 

steps to continue to the 

next employee.  

 

27 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 2.1 sec. 
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27.1   

 Est. time: 2.0 sec. 

 

Action: Click 

Click ‘X’ to close out of 

the selected employee’s 

time log in order to 

continue to the next 

candidate.  

 

27.2 Press 'Alt+Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

Here is where the 

remaining employees 

names will be for 

selection 

 

 

28 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 22.0 sec. 
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28.1   

 Est. time: 5.5 sec. 

 

Action: Click 

Once the ‘Gaps in Time’ 

worksheet is filled out 

with the time gaps from 

EPIC, select ‘Adjustment 

Time’ worksheet 

29 Sequence 

 Est. time: 2.3 sec. 

 

29.1  Click Network Folder  

 Est. time: 2.3 sec. 

 Action: Click  

 

 

30 RPA Folder in Network Drive 

 Est. time: 12.1 sec. 

 

30.1   

 Est. time: 12.1 sec. 

 

Action: Double Click 
Each Employee will have a file 

referred to as an ‘Adjustment 

Calculator’ – in current state, 

supervisors save in separate 

places.  

Call out to create centralized 

drive where files can be saved 

and streamline naming 

conventions. 

In our session we captured 

Viktorya, her ‘Adjustment 

Calculator’ is saved under  

VIKA_A_12.01.2023 PFS 

Performance Adjustment 

Tracker.xlsx 
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31 VIKA_A_12.01.2023 PFS Performance Adjustment Tracker.xlsx - Excel 

 Est. time: 0.1 sec. 

 

31.1 Press 'Alt+Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

This worksheet has additional 

time categories and assigned 

values that will need to be input 

into the “Adjustment Time” tab 

from the PFS Productivity 

Scorecard Pilot.xlsx – Excel 

Under Daily Adjustments: 

On Monday, Viktorya had 7 

hours of total 

Vacation/Sick/Legal Holiday 

time.  

Ex: Copy: 7  

 

Note that this example does 

not have an Overtime 

Adjustment, however, if values 

are present, these will need to 

be input into the PFS Scorecard 

worksheet as well.  

 

32 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 12.3 sec. 

 

 

 

 

32.1   

 Est. time: 1.4 sec. 

 

Action: Click 
Under the ‘Adjustment tab’ 

locate the relevant employee 

and time category to paste the 

value 
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32.2 Press 'Tab'  

 Est. time: 0.2 sec. 

 

Action: Special Key 

Paste: 7  

 

33 VIKA_A_12.01.2023 PFS Performance Adjustment Tracker.xlsx - Excel 

 Est. time: 0.1 sec. 

 

33.1 Press 'Alt+Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

The next category with 

assigned values is 

‘Meeting/Training’ with a 

total of 2 hours for the 

week.  

 

Copy Value: 2 

 

34 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 5.9 sec. 
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34.1   

 Est. time: 4.5 sec. 

 

Action: Keyboard Input 

Select corresponding 

category for the 

employee being 

reviewed 

 

 

34.2 Press 'Tab'  

 Est. time: 0.0 sec. 

 

Action: Special Key 

Paste: 2 

 

35 VIKA_A_12.01.2023 PFS Performance Adjustment Tracker.xlsx - Excel 

 Est. time: 0.0 sec. 
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35.1 Press 'Alt+Tab'  

 Est. time: 0.0 sec. 

 

Action: Special Key 

The next category with 

an assigned time value 

is ‘Administrative’ for 2 

total hours throughout 

the week.  

 

Copy: 2 

 

36 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 2.6 sec. 

 

36.1   

 Est. time: 1.3 sec. 

 

Action: Click 

Select cell for associated 

employee and time 

category 

‘Administrative’ 
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36.2 Press 'Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

Paste: 2 

 

37 VIKA_A_12.01.2023 PFS Performance Adjustment Tracker.xlsx - Excel 

 Est. time: 9.4 sec. 

 

37.1   

 Est. time: 9.4 sec. 

 

Action: Click 

Once the time category 

values have been 

transferred from the 

individual PFS 

Performance 

Adjustment Trackers, 

you can exit out and 

continue to the next 

employee file.  

 

38 RPA Folder  

 Est. time: 3.7 sec. 
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38.1   

 Est. time: 3.7 sec. 

 

Action: Double Click 

Open next employee 

file:  

DOLLY WE 12.01.23 

UPDATED PFS 

ADJUSTMENT 

TRACKER.xlsx - Excel 

 

39 DOLLY WE 12.01.23 UPDATED PFS ADJUSTMENT TRACKER.xlsx - Excel 

 Est. time: 0.1 sec. 

 

39.1 Press 'Alt+Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

 

Assigned time 

categories to retrieve 

values:  

 

Vacation/Sick 

Time/Legal Holiday: 7 

Meetings/Training: .5 

Administrative: 2 

 

40 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 3.3 sec. 
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40.1   

 Est. time: 1.7 sec. 

 

Action: Click 

Select associated 

employee and time 

category to input 

retrieved values  

 

 

40.2 Press 'Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

Vacation/Sick 

Time/Legal Holiday 

Paste: 7  
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40.3 Press 'Tab'  

 Est. time: 0.2 sec. 

 

Action: Special Key 

Meetings/Training 

Paste: .5 

 

 

 

40.4 Press 'Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

Administrative 

Paste: 2 

 

41 DOLLY WE 12.01.23 UPDATED PFS ADJUSTMENT TRACKER.xlsx - Excel 

 Est. time: 3.4 sec. 
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41.1   

 Est. time: 3.4 sec. 

 

Action: Click 

Close spreadsheet when 

all time category values 

have been transferred 

to PFS Productivity 

Scorecard Pilot.xlsx – 

Excel 

 

Continue to next 

employee 

 

42 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 42.5 sec. 

 

42.1   

 Est. time: 10.1 sec. 

 

Action: Click 

Once all employees have 

been reviewed and 

Adjustment times input, 

click “Adjustment Time 

Calculator” worksheet 

to continue 
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42.2 Press 'Del'  

 Est. time: 1.9 sec. 

 

Action: Special Key 
The spreadsheet is configured 

to pull the Adjustment Time 

values that were input in the 

“adjustment time” worksheet 

previously.  

 

The purple area should be 

blank or programmed for 

existing values to be 

overwritten.  

 

 

 

43 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 1.4 sec. 

 

43.1   

 Est. time: 1.3 sec. 

 

Action: Click 

Fill in Unique Accounts 

Worked for each 

employee.  

 

Using the same time log 

report loaded in EPIC, 

you can find the ‘Unique 

Accounts Worked”  

 

44 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 0.0 sec. 
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44.1 Press 'Alt+Tab'  

 Est. time: 0.0 sec. 

 

Action: Special Key 

Unique Hosp Acct Count: 

107 

 

45 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 2.4 sec. 

 

 

45.1 Press 'Enter'  

 Est. time: 1.4 sec. 

 

Action: Special Key Paste 

 

 

46 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 0.0 sec. 
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46.1 Press 'Alt+Tab'  

 Est. time: 0.0 sec. 

 

Action: Special Key 

Unique Hosp Acct Count: 259 

 

47 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 1.2 sec. 

 

 

47.1 Press 'Up'  

 Est. time: 0.4 sec. 

 

Action: Special Key 

Unique Hosp Acct Count: 

259 

 

48 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 0.1 sec. 
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48.1 Press 'Alt+Tab'  

 Est. time: 0.1 sec. 

 

Action: Special Key 

The next category is 

“Follow up SRG Unique 

Accounts” which can be 

found by scrolling down 

under HB Performance 

Activities. 

 

Ex Copy Value:  74  

 

49 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 2.8 sec. 

 

49.1   

 Est. time: 1.0 sec. 

 

Action: Keyboard Input 
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49.2 Press 'Enter'  

 Est. time: 1.7 sec. 

 

Action: Special Key 

Paste: 74 

 

50 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 0.0 sec. 

 

50.1 Press 'Alt+Tab'  

 Est. time: 0.0 sec. 

 

Action: Special Key 

Copy “Follow up SRG 

Unique Accounts” Value 

for each employee 

 

Ex: Copy 189 

 

51 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 1.3 sec. 
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51.1 Press 'Up'  

 Est. time: 0.5 sec. 

 

Action: Special Key 

Paste:189 

 

 

51.2 Press 'Alt+Tab'  

 Est. time: 0.0 sec. 

 

Action: Special Key 

Lastly, the “Follow Up 

RF1 Unique Accounts” 

category will need to be 

filled out in the same 

fashion, by retrieving 

the values from EPIC 

under the HB 

Performance Activity 

section.  

 

52 Hyperspace – UW MED BILLING DEPARTMENT 20 – Production - \\Remote 

 Est. time: 0.0 sec. 
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52.1 Press 'Alt+Tab'  

 Est. time: 0.0 sec. 

 

Action: Special Key 

Retrieve Follow Up RF1 

Unique Account values 

for each employee. 

 

Ex: Viktorya- 21 

Ex: Dolores - 47 

 

 

53 PFS Productivity Scorecard Pilot.xlsx - Excel 

 Est. time: 1.2 sec. 

53.1 Press 'Enter'  

 Est. time: 0.6 sec. 

 

Action: Special Key 

Paste retrieved values  
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53.2   

 Est. time: 3.9 sec. 

 

Action: Click 

Call out:  

The QR Scoring tab will 

need to be filled out 

manually by 

supervisors. There may 

be a need for an input 

file, or next steps 

dependent on 

supervisors work.  

 

 

53.3   

 Est. time: 53.9 sec. 

 

Action: Click 

These QR scores have 

historical data and are 

updated by supervisors. 

They can click into each 

individual employee, 

where a scorecard is 

generated/calculated 

based off all previous 

work/inputs done via 

this process. The 

supervisors will 

continue from here to 

review calculations and 

provide individualized 

comments/feedback 

and export to PDF.  

 

 

2.5 Input Data Description 

The following table contains 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  Kronos weekly 

punch 

Pfs_data$ 

(\\hemingway) 

(H:) 

Yes Yes 

file://///hemingway
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2  Epic HB Time 

Log 

Pfs_data$ 

(\\hemingway) 

(H:) 

Yes Yes 

3  Adjusted Time 

Log by user 

Pfs_data$ 

(\\hemingway) 

(H:) 

Yes Yes 

 

* 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.   

file://///hemingway
file://///hemingway
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III. TO BE PROCESS DESCRIPTION  

 

3.1. Parallel Initiatives 

Initiative Name 

Process Action(s) 

where it is 

identified 

Impact on 

current 

Automation 

Request 

Expected 

Completion Date 
Contact Person  

Adoption of 

Epic based PFS 

Performance 
Scorecards 

Using new data for 

scorecards and 

process change for 
supervisors 

High/New With robot 

completion 

Victoria Holland 

 

3.2. In Scope For RPA 

The “PFS Productivity Scorecard will be populated with the following details:  

• Epic Time gaps > 30 minutes as noted in the Epic HB Time Log drilldown 

• Epic first and last activity times as noted in the Epic HB Time Log drilldown 

• Productivity statistics as notes in the HB Time Log Summary 

o Unique Accounts  
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o Follow up SRG Unique Accounts 

o Follow up RFI Unique Accounts 

o Follow Up Recovery Dollars 

o Denial Recovery Dollars 

A single scorecard spreadsheet will be handed off to all Supervisors who will be required to 

finalize employee scorecards with approved adjustment time, QR scores as well as 

comments/improvement recommendations.  

3.3. 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 

 

57.2-57.3 QR Scoring and 

individual employee 

scorecards to be 

completed by 

supervisor 

Handoff should be 

seamless 

N/A 

 

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. 

3.3.1. Known Business Exceptions 

Exception Name Action Parameters 
Action to be taken 

 

    

    

    

 

3.4.2           Unknown Business Exceptions 

For all other cases which do not follow the rules defined an e-mail should be sent to: 

<exceptions@company.com*> with a screen shot and robot should proceed to next transaction. 

* To be determined with automation user creation 

3.4. 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:  

mailto:exceptions@company.com
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Known = Previously encountered and action plan or workaround available for it (e.g. SAP 

unresponsive during peak times) 

Unknown = these are exceptions and errors that cannot be anticipated but for which the robot 

needs to have a rule so that the RPA solution is sustainable. 

3.4.1. Known Applications Errors and 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 

scorecard 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 scorecard for the 

user. 

Task Capture example 

didn’t include scenario w/ 

overtime, ensure values 

are included into RPA 

build 

Action 35 Overtime Adjustment 

Values – no example 

Ensure this set of values 

is included on build 

Kronos time not 

finalized before 

Sunday 

Punch time that is 

available will be 

used. 

 Changes to punch 

time may affect time 

gaps and adjustment 

time and will require 

manual intervention 

by supervisor in 

corresponding tabs in 

scorecard . 

Unable to log into Epic Retry 3 times  Fatal Error and bot 

aborts 

Unable to log into the H 

drive or H:\ 

Retry 3 times  Fatal Error and bot 

aborts 

 

3.4.2. Unknown Applications Errors and Exceptions 

An umbrella rule that includes a notification needs to be designed for all other exceptions that 

could happen and cannot be anticipated: 

Robot should attempt to access any application 3 times then it should terminate thread. 

3.5. Reporting  

Report Type Update frequency Details 

Monitoring Tool to 

visualize the data 
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PFS Productivity 

Scorecard Pilot.xlsx - 

Excel 

Weekly Report should be run 

weekly on Sunday 

Kronos/EPIC 

 

 

 


