10/4/2006

Work Flow
STF Work Flow Login


Enter User Name: (april, bob t, harry)


Password:  (no password at this time)

Click on the link Work Flow allows access to the company Dashboard for all departments to track or determine the stage of a document.  Note:  Dashboard has the ability to sort by columns and must hit F5(refresh) screen because it does not automatically update.  
Note:  GREEN colored highlighted fields indicate document is currently being worked on.
Click on the link Dashboard to bring you back to Work Flow.
Work Flow
   User:  Enter Name (logout)  Click on the link logout to sign off.

   Department:  Calc

Work Flow Terms
Document:  # (STF DataCenter) An eight digit alpha-numeric code that uniquely identifies a particular version of a form.  All forms that belong to a set will have the same first four letter code.  The last four digits of a form is the version identifier. 

Priority: (0-5) Level indicated by “yellow” stars.  Note:  Any documents received as a “Correction→” stage are considered a priority.
D/F  √ indicator represents that form contains Data Flow.
Calcs  √ indicator represents that form contains Ruby Code / mathematical calculations.
!  √ indicator to determine “YX” properties… Scanline, Scanband, Check Digit, 39S, 25S, 39I, 25I, 2D and/or Name Code.
Shared-Calc folder
Work will be prioritized by department manager and assigned to each programmer.  Important to start work from TOP ↓ (down) in that order.  Once assigned work is completed, then pull from the Shared-Calc list… TOP ↓ (down).   Note:  Assigned work will not update, must hit F5(refresh). 

TIP FOR HOW TO ASSIGN WORK TO YOUR SELF…

Example:  Shared-Calc folder contains a few scanline forms, all from the same Jurisdiction,                                              it makes sense for one person to work on all of them. 

■ To assign multiple documents from the Shared-Calc folder, click on Start link… document will then be assigned to you and you can then repeat this process with the next form.  
Step 1
Click on Start link from Work Flow to download.  Hit refresh or F5 to turn field GREEN.
Step 2
File Download


Do you want to open or save this file?
Click “open” and all attachments for this document will appear in window…drag any attachment you will need onto Desktop.
DocID# (boxed template) , CALC_ and CORR_ are the most common prefix attachments you will need.  ORIG_ is the original unchanged document from the taxing jurisdiction, DTP_ is the package needed by DTP to make the form which should include font control information and absolute positioning, and FIRST_PRODUCTION is used by Proofing.
Step 3
Open .pdf (“CALC_” and/or “CORR_” attachment) from Desktop.
Step 4
Open STF DataCenter and locate DocId.  Check Popup tab for any applicable CAUTIONS.
Step 5

Open .pdf (Document) from SuperBoxing 5.0 and begin to program.

Step 6

Click on Finish link from Work Flow to upload document (browser window will appear…Document Upload).
Document Upload


Select the file you want to upload into DataCenter.  Click on the Browse button and select file from Desktop.

Check the items you changed on the form.


□ Boxes (Did you add, delete, nudge, change justification or barcode value (Field Data) to a box?)

□ Ruby Code 
Note:  The above check box items selected from the Document Upload will also appear as checked in the Manifest section of DataCenter.

EXAMPLE:  Form contains a barcode with no text box and no mathematical calculations…only change to items on form is to Boxes, however, if a text box is drawn to display the value of the barcode then the items you changed on the form would be to both Boxes and Ruby Code.
When you upload, the current status of the Calculates and Dataflow checkboxes, located under the General tab section of DataCenter, will be pre-filled.  If there is a change, you must check or uncheck the applicable boxes. 
Check the items you changed on the form.

□ Has mathematical calculations

□ Contains dataflow
IMPORTANT NOTE:  At this time, only change to boxing allowed is justification and deleting boxes.  All exceptions will be kicked back to DTP as “DTP Correction” for training purposes.

Add any notes you would like stored in Work Flow…this area is for any information that needs to be communicated to me upon completion.
NOTES are only stored in Work Flow and will NOT be transferred to DataCenter.  Any notes that are important for future reference to remain with document must be commented in the Ruby Code! 

Acronyms

NOTE
Special Note used for any special request to review dataflow and/or calculations, possibly looking for a second opinion.

CORR
“DTP Correction” to image or boxing fix, so it is extremely important that the note is detailed enough to explain what needs to be corrected.

HOLD
Internal hold because waiting for further information from analyst or state, please comment this information as such in the note.  Once document is uploaded and I see the HOLD note, I will assign the document to the Hold-Calc folder.  Upon notification that further input or answer to problem is received, I will assign document back to owner, which will allow stage of document to remain as received.

IMPORTANT:

When pulling documents from the Shared-Calc folder at a PROCESS STAGE… 

Check the note section to determine initial stage of the document, if a “Create→” stage, the document truly is a “Process→” stage within our department, however, if the first initial stage or path of the document reflects as a “Correction→” stage…please add note defined below.
CORRECTION STAGE


Reason:  Only at a manager level can a stage be changed.  Pulling from the Shared-Calc folder does not allow that ability thus the Manifest will be updated incorrectly as a Process Stage and not a Correction.  The note “CORRECTION STAGE” will allow the publisher (Cherie) the ability to make a notation in DataCenter as to why the document was entered into Work Flow. 


Click on Upload button (browser window will appear...Update successful!)

Click on Close button.

At this point the document Stage will change to “Completed” (PLUM colored highlighted fields) and will immediately remove from your personal Work Flow and pass back to Cindy for review.  
If any changes were made to the document, it will update in the Manifest tab of DataCenter with the assigned User Name and Calc Stage (Process).  
Note:  Once document is passed from Completed stage to Publish, it will update in the Manifest tab of DataCenter an entry under the “Done” column as an indicator for the analyst that calcs are done.  Same is true when document is passed from Completed stage at DTP level to Calcs upstream to indicate that DTP imaging is done. 

Step 7    Delete files/attachments from Desktop…empty Recycle Bin.









