Business Process Expectations (Phase I)
Definitions:
AA:  
Director’s Administrative Assistant

DIR:  
Director

CAO: 
County Attorney’s Office


DM:  
Division Manager

CM: 
County Manager



DO:
Development Order

CMA:
County Manager’s Assistant

IO: 
Item originator

DCM: 
Deputy County Manager


PM: 
Project Manager
Expectations and Use Case Scenarios:
1. The system will provide to the external customer, a checklist of minimum requirements for each application process. This will be available both on the web site and digitally at the front counters.
Use Case:

A. Customer logs in to the web and types, “I want to build a subdivision” into search box.

i. If user is registered with system, then their customized settings would appear, with options to choose from. The user will still have the ability to see steps required for any process.
B. The system queries the customer: Where is your property? After typing in a parcel id, address or name, it then searches for the property.

C. Customer receives a unique list of everything required for building a subdivision.
D. The system then prompts customers: Are you ready to start the application process?

E. If sufficient information is supplied in the application, the system will accept it and forward it to the appropriate division where a PM is assigned.

2. The system will have an interactive ability (through web) to submit applications.
Use Case:

A. A customer wants to start the application process.

B. The customer fills out the application online (This is not a PDF printout).

C. The system will ask the customer to validate their data (correct spelling of name, etc).

D. The customer will receive confirmation that the application has been received and the system will provide the next step as well as a tracking number. 
3. All documents and attachments must be in digital format.

Use Case:

A. If the customer cannot provide documentation in digital format, paper forms can be scanned when received by the County (preferably in the presence of the customer).

4. A unique file/tracking# will be automatically assigned upon generation of the first digital document associated with the item and will follow the project to the end of its life.

Use Case:

A. The tracking number can possibly be intuitive, based on selections and fields chosen by the user.

B. Explore current descriptive file numbers vs. unique numbers not affected if, for example, the item type changes.

C. Explore possible concatenation of unique and descriptive numbers.

D. The final sequential item numbers now generated by CMA for Board day will be system generated, not manual.

5. The system will maintain a complete record of all projects, all documentation and data related to each item.  Relationships between various associated items will also be maintained.
Use Case:

6. The system will validate input into fields where applicable.
Use Case:

A. It will only accept zoning values that are in existence.

B. The main fields cannot be blank.

C. Text cannot be entered into numerical fields.

D. It will compare the zip codes to the city.
7. The system will “auto-complete” where applicable. 
Use Case:

A. While typing “Lo” in the city field, the system will fill in the rest of the city name “Longwood.” (Remember there are mailing addresses outside of the county.)
8. The system will automatically route the necessary information to the next person(s) in the pre-determined workflow. 
Use Case:

A. The item type determines the workflow.

i. The system will ask PM key questions to further determine the work flow.
9. The system will also provide flexible ability to add email/communication recipients on the fly as needed.
Use Case:

A. The PM wants to FYI his backup, so he forwards his email that will have a link to the document.

B. DIR wants to FYI DBA chairman.

C. The system adds a person to the FYI list if they want to stay informed.
10. Each tier of review will be allowed to set the deadline for their respective review as long as they adhere to the minimum time restraint set for each successive deadline.  E.g….
Use Case:

A. The PM is going on vacation and wants to make sure he completes his item on time, so he sets an early deadline before his vacation.
11. The system will automatically send reminders of due dates and allow individuals to set impromptu reminders.

Use Case:

A. The default reminders will be set by the CM. The PM will be able to set additional reminders for reviewers.

B. Reviewers will be able to set reminders for themselves. (e.g. customer coming in on Tuesday).

C. Copies of individual reminders will be sent to their supervisor/manager escalating with the urgency.
12. The system will log a confirmation of everyone that received, viewed and commented on projects.
A. The system will send the PM a list of everyone that has been emailed.
13. Editing rights to the item including supporting documents will be controlled by the system.  Those without edit rights will have comment rights.
Use Case:

A. Your login will determine your level of rights.

B. There will be reading rights for all, with the exception of sensitive and confidential information.

C. Editing rights will be determined at the field level.

D. PM and designated staff will have rights to change incorrect spelling.
14. All edits (content to be defined) to documents as they pass thru the process will be automatically communicated at close of edit to concerned persons who may be allowed to contest the changes.

A. Provide method to obtain as single list who these affected persons are.
i. The DIR edits the PM opinion section and the PM is automatically notified of the change.
15. A history of all accepted changes will be created and maintained forever. Effectively auto flag documents as superceded.
Use Case:

A. The original legal description is replaced with a corrected document. The original legal description will then be flagged as superseded.

B. The PM changes the wording of the document and the original wording is maintained as history.

C. History is available when you click on an option to see history.
16. The system will provide multiple view capabilities, to include: current only, history only, or both; timeline view; spatial view; flowchart view, etc.
Use Case:

A. The PM wants to check on his workload. From a dropdown list, he selects the table view to filter for the items that he is most interested in. He filters by PM, selecting projects assigned to a coworker on vacation that he is backing up. He notices one project is due this week. To familiarize himself with the project, he selects the spatial view to find the location of the site and what is going on in the immediate vicinity. He clicks on several available icons to research neighboring projects. He returns to the primary project and uses multiple views to look at the details, history, and the timeline. Now armed with a thorough understanding of the project and the surrounding area, he goes to the current view and fills out the next portion due this week.

17. Designated person(s) will be set to override any of the system rules. 
A. Determine who.

B. Develop criteria to break the rules.

C. Flag/report why and how often designee(s) break the rules.

18. The system will be capable of generating reports.


Use Case:

A. A report of system overrides can be generated.

B. All emergency projects requiring DIR override are outlined in a monthly report, to include pertinent information such as IO, PM involved, reason late, etc.

C. Reports can be generated based on criteria selected by user.

i. DIR request to see all projects that were approved in 2004

D. Permits based on type will be reviewable.
19. All concerned individuals, internal and external, should be able to determine status of all items at all times.  The different levels of information will be viewable based on the level of access.
Use Case:

A. A PM wants to know the status of her projects. 

B. She types in her login and password and a table view automatically appears with all of her project information. She selects the project that she is most concerned about. 

C. The time spent in each step of the process is indicated in the status. 

D. The PM notices it has been in CAO for an extended period, and she uses the posted contact information to call the CAO reviewer to inquire about the delay.  

E. 
F. The system shall have the ability to report the current location of a project, the steps completed, and all future steps required for approval.

G. 
H. 
i. 
ii. 
20. The system shall provide the ability for all users to view all types of attached documents at any time – except that the external users will be able to view only after publication.

Use Case:

A. The PM wants to view a site plan that was attached and it is in AutoCAD format., The PM clicks on the file icon and the system automatically loads (installs if necessary) the viewer for this document type.
B. Download viewer if not installed.
21. The system will allow a reviewer to view all comments entered.

A.  A customer calls the PM to inquire about a concurrency comment.  The PM pulls up the concurrency section of the document and is able to explain the meaning of the comment.

22. All edits to documents will be automatically communicated to concerned persons who may be allowed to contest the changes:

A. The DM edits the PM comments section and the PM is automatically notified of the change.
23. Access to the agenda item including supporting documents will be limited as needed by a login/password system.  Confidentiality issues will be considered.

Use Case:

A. The PM logs in to the system and will have full access to his items.

B. The IO (external customer) logs in to the system and can view status information and published details.

24. Approvals will be accepted electronically.

Use Case:

A. The DM reviews PM comments and clicks to accept.

25. The system will provide customers the ability to provide feedback and comments about how the system worked for them.
Use Case:

A. The IO notices a new field is missing in a standard report. She clicks on the feedback button and makes a request for change to the report. The system e-mails feedback to the DIR. The DIR brings the feedback to the next Working Group (participant tbd) meeting for consideration and implementation. The system e-mails the IO regarding status of request.

B. The working group establishes who is the responsible to implement change.

C. The working group establishes the acceptable time lapse to implement change.

D. The feedback/comment system should build a database to enable reporting on system quality.
26. Every capability of the system must be available using a web browser.

Use Case: Expectation is self-explanatory

27. This system will make people more accountable for meeting deadlines.
A. Increased knowledge – all staff views same info (not multiple versions); up to date; accurate; know exactly where we are in the process; can locate all related data with any single piece of knowledge.
B. Accountability - system report generated on deadlines met or not met and why not. These statistics go into individual Performance Planners.
28. The system will effectively utilize other Standard Tools:

Use Case:

A. For Searching:

i. The PM types in “Wekiva” and gets back a list of all items that have a project name with “Wekiva,” e.g. Wekiva River Bend, Estates at Wekiva, Wekiva Park. 

ii. He also gets back items where “Wekiva” is in the body of the item, e.g. “site is located ½ mile east of the Little Wekiva River.” 

iii. He also gets back items with “Wekiva” as part of a person’s name.

B. For Filtering:

i. The DM wants to see all items that went to the BCC in last calendar year.

ii. The DM right clicks on the heading for BCC date in the table view.

iii. He selects a filter for Jan2003 thru Dec2003. The table is now filtered down to 53 items.

iv. He right clicks on the hearing for a BCC Action.

v. He selects a filter for Approved. Table is now filtered down to 37.

C. For Custom User View:

i. The developer logs into the system. His customized web page appears.

ii. The system welcomes him by name. The screen would include sections such as Most Recent Transactions, a Table View filtered for his projects by priority, a contacts list for frequently accessed persons, and a Map View displaying items related to physical location.

D. For Custom View (based on process type):

i. Living Document – Fields that aren’t needed disappear or collapse.

ii. Minimal Screens – Only data needed for each part in the process is shown. This will eliminate constant skipping through unneeded screens.
29. All data should be available to customers in one place when conducting research.
Use Case:
A. When researching any parcel in the county the applicant/user will be able to type in a parcel number or address, which would generate a map using GIS. 
i. User will also have the ability to select a parcel from a map (GIS).
B. Once a site is found user will have options: They can start an application, or they can research a parcel, etc.

i. The system will integrate with GIS, therefore giving the user the ability to research information that is available in the GIS data library, such as various permit data, wetlands, floodprone data and more.
C. The system will be capable of determining what information is needed for each process. If a customer starts an application for a subdivision, the system will autofill as much information as possible (i.e. zoning, acreage flu, applicable codes, bcc district, etc.)
30. The system will be capable of producing a com-doc. (Actually this should be nothing more then another report).
A. The information for the com-doc will be generated using the system and no other software.
31. The system should provide a fee calculator for both external customers and employees. The calculator should have the ability to register credits where necessary.


Use Case:

A. The system should automatically calculate fees and credits based on use and a predetermined amount.

i. The PM calculates the impact fee amount for an existing building.

ii. She enters the necessary information (square ft, use, etc).

iii. The calculator returns the cost of the impact fees with a breakdown of the fees.

iv. The calculator deducts credits based on prior payment history if available. 

v. The system will assist the PM in the search of prior use of land for possible use of credits.

vi. The system will have the ability to manually add history when necessary.

B. The developer is considering building a subdivision and wants an idea of how much he will pay in impact fees.

i. The developer logs into the system and types in the necessary information.

ii. The system returns the estimated fees.
32. The system will be capable of generating the total cost of fees based on the type of application.

A. Customer logs onto web and submits an application for a minor plat.

B. After going through the appropriate steps, the system calculates an estimated fee.

i. Fees are estimated due to requirements of each unique project.
33. Ability to Hold Permit with justification.
A. PM is getting ready to approve a project.  When she access the project she notices that information is missing for example, sidewalk easements, St Johns permits and utility letters.
B. Applicant can view the status of her project.  The applicant can click on the more detail link and to see exactly where in the process her application.
C. The system will have the ability to create future commitment data.
34. Before a project reaches the approval stage the square footage and/or number of units must be entered.
A. Fees will automatically be created based off of square footage and/or units entered.
35. The system will link to Development Orders and Developers commitment agreements.
36. The system will be capable of determining a commercial subdivision vs. a residential subdivision.
A. Upon submittal of a project, its project type will be designated (i.e. mixed, residential and commercial).
37. Upon expiration of any project the appropriate parties will be notified. 
A.  A site permit is approaching its expiration date. The PM as well the customer is notified through contact information provided by the customer.
38. 
39. The system should be capable of determining existing square footage of a building vs. the additional/new square footage and or building (living area ) square footage.
A. Applicant wants to expand an existing building.  

B. Applicant logs onto system and applicant personal info is already pre-filled

C. Applicant chooses the parcel of interest and the system automatically fills in all info about parcel including any existing square footage.
D. When a conflict is detected in existing building square footage, the appropriate party will be notified.
E. If existing square footage conflicts with DO, the appropriate parties will be notified.
i. User will have the option to view all conflicts

F. Cross check any existing data such as PA, Asbuilt and BP data. If conflicts are found the system will notify the appropriate parties.
40. Project.mdb is an access database that tracks commitment information, development inspections and maintenance bonds.  The system should provide all functions currently available in this database
A. Employee wants to look up the commitment information for a project.
B. They log onto the system and enter the project number.

C. All information about the project is available with the option to click on a link that will provide detail data about projects including commitment info.
Feedback from Jackie Laracuente (entered on 2/15/05 by Wendy Cagen, Ext. 7410)
- The system should provide all functions currently available in Project.mdb
- The system will calculate site permit fees based on construction cost estimates (Is this included in # 31?)
- All permits pertaining to a project should be available while conducting a search. (Is this included in #29?)
· Building permits

· Underground utility permit
· Arbor permit
· SJRWMD permit

· DEP permit
�Reason I put this comment was, sometimes I see a project that has X amount of square footage approved. Then when I look at the BP it is for a significantly less amount. Turns out the sqft approved is actually the gross vs.. the new additional square footage.
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