
LUMA REQUEST FOR PROPOSAL 
“TO BE” PROCESS MAPS 

This document contains a number of key “To Be” Process Maps for the State of Idaho’s Enterprise 
Resource Planning (ERP) system Request for Proposal (RFP). It does not represent all business processes 
across state agencies. 

These process maps represent proposed standardized business procedures that all agencies across the 
State use to manage typical recurring business activities. DFM (Division of Financial Management) and LSO 
(Legislative Services Office) business process maps represent business processes that these agencies use 
to provide budget services to all other state agencies.  
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Process: DFM Budget Processes File: ID RFP DFM BUD To Be Final
Sub-Process: DFMBUD-1 Budget Development (To Be)
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Process: Revenue Operations File: ID RFP AR-Billing To Be Final
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Process: Revenue Operations File: ID RFP AR-Billing To Be Final
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Process: Receipts File: ID RFP AR-Billing To Be Final
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Module: Cost Allocation
Process: Cost Allocation File: ID RFP COSTALL To Be Final
Sub-Process: COST – 2 Indirect Cost Forecasting (To Be)
NOTES: Page: 1/1
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Module: Fixed Assets
Process: Fixed Asset Processes File: ID RFP AM To Be Final
Sub-Process: AM-1 Asset Addition
NOTES: Page: 1/1
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Module: Fixed Assets
Process: Fixed Asset Processes File: ID AM To Be Draft v1.1
Sub-Process: AM-2 Retirement
NOTES: Page: 1/1
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Module: Fixed Assets Prepared By: 
Process: Fixed Asset Processes File: ID AM To Be Draft v1.1
Sub-Process: AM-3 Depreciation Date: 
NOTES: Page: 1/1
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Module: Cash Management
Process: Wires and Draws File: ID RFP CASHMGMT To Be Final
Sub-Process: CM – 1 Wire Transfers (To Be)
NOTES: Page: 1/1
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Module: Cash Management
Process: Wires and Draws File: ID RFP CASHMGMT To Be Final
Sub-Process: CM – 2 Draws (To Be)
NOTES: Page: 1/1
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Module: Cash Management
Process: Reports and Projections File: ID RFP CASHMGMT To Be Final
Sub-Process: CM – 3 Cash Projections (To Be)
NOTES: Page: 1/1
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Module: Cash Management
Process: Reports and Projections File: ID RFP CASHMGMT To Be Final
Sub-Process: CM – 5 Review of Fed Exp/Cash Balances (To Be)
NOTES: Page: 1/1
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Module: Cash Management
Process: Reports and Projections File: ID RFP CASHMGMT To Be Final
Sub-Process: CM – 6 Review of Cash Detail (To Be)
NOTES: Page: 1/1
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Module: Cash Management
Process: Reports and Projections File: ID RFP CASHMGMT To Be Final
Sub-Process: CM – 7 Cash Reporting  (To Be)
NOTES: Page: 1/1
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Module: Cash Management
Process: Reports and Projections File: ID RFP CASHMGMT To Be Final
Sub-Process: CM – 8 LOC Recon Begin QTR (To Be)
NOTES: This Process may not apply to all agencies Page: 1/1

Ca
sh

 M
an

ag
em

en
t

Pa
ym

en
t 

M
an

ag
em

en
t 

Sy
st

em
ER

P

Request 
Reports

Run ERP 
Report Error?

Compare 
Revenue Trx 
between ERP 

and Cash Trx Rpt

Report

Review and 
Correct

Report

Yes

EndNo

Cash Trx 
Report

Correcting 
Entry

System 
Process to 

Update PMS

PMS Updated



Module: Cash Management
Process: Reports and Projections File: ID RFP CASHMGMT To Be Final
Sub-Process: CM – 9 LOC Recon End QTR (To Be)
NOTES: This Process may not apply to all agencies Page: 1/1
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Module: Cash Management
Process: DFM Related Processes File: ID RFP CASHMGMT To Be Final
Sub-Process: CM – 10 CMIA Interest Calc (To Be)
NOTES: Page: 1/1
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Module: Cash Management
Process: DFM Related Processes File: ID RFP CASHMGMT To Be Final
Sub-Process: CM – 11 Clearance Patterns (To Be)
NOTES: Page: 1/1
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Module: General Ledger
Process: Journal Entry File: ID RFP GL To Be Final
Sub-Process: GL-1 Journal Entry (To Be)
NOTES: Page: 1/1
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Module: Contracts and Procurement
Process: CAPS Processes File: ID RFP CAP To Be Final
Sub-Process: CAPS-1 Initiate Purchase (To Be)
NOTES: Page: 1/2
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Module: Contracts and Procurement
Process: CAPS Processes File: ID RFP CAP To Be Final
Sub-Process: CAPS-1 Initiate Purchase (To Be)
NOTES: Page: 2/2
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Module: Contracts and Procurement
Process: CAPS Processes File: ID RFP CAP To Be Final
Sub-Process: CAPS-2 Solicitation (To Be)
NOTES: Page: 1/2
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Module: Contracts and Procurement
Process: CAPS Processes File: ID RFP CAP To Be Final
Sub-Process: CAPS-2 Solicitation (To Be)
NOTES: Page: 2/2
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Module: Contracts and Purchasing
Process: CAPS Processes File: ID RFP CAPS To Be Final
Sub-Process: CAPS - 3 Receiving
NOTES: Inspection area could be IT (for IT related purchases), or other areas needing additional inspection Page: 1/1
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Module: Contracts and Procurement
Process: CAPS Processes File: ID RFP CAP To Be Final
Sub-Process: CAPS-4 Change Orders
NOTES: Page: 1/1
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Module: Inventory
Process: Inventory File: ID RFP INV To Be Final
Sub-Process: INV-1 Inventory Fulfillment
NOTES: Page: 1/1
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Module: Inventory
Process: Inventory File: ID RFP INV To Be Final
Sub-Process: INV-2 Inventory Ordered
NOTES: Page: 1/1

W
ar

eh
ou

se
Ag

en
cy

 P
ur

ch
as

in
g

D
iv

is
io

n
ER

P

PO Changed

Review PO

PO Created

WF

Approve? Change PO 
Info?

Yes

No No

Yes

CAPS-1

Initiate 
Purchase

Delete PO

PO Deleted



Module: Inventory
Process: Inventory File: ID RFP INV To Be Final
Sub-Process: INV-3 Inventory Receipts
SME: Page: 1/1

W
ar

eh
ou

se
ER

P
Ve

nd
or

Create 
Receiver & 

Putaway infor 
in ERP

Resolve

Error?

Resolve with 
Vendor

Update 
Receiver or PO

Creates Inv 
Transaction

AP

Payment 
Process

Error?

Correct and 
update

Yes

Yes

EndNoReceiver Match with 
PO Update

No



Module: Inventory
Process: ID Inventory File: ID RFP Inv To Be Final
Sub-Process: INV-4 Inventory Cycle Counts 
SME: Page: 1/1

W
ar

eh
ou

se
ER

P
Ve

nd
or

Perform 
Count

Error?

Reconcile and 
Correct

Creates Inv 
Transaction

Create Count 
Sheets

Input Counts

Input

Yes (WF)

No



Module: Personnel/HR
Process: Personnel File: ID RFP HCM To Be Final
Sub-Process: PER – 1 Request to Fill (To Be)
NOTES: Page: 1/2
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Module: Personnel/HR
Process: Personnel File: ID RFP HCM To Be Final
Sub-Process: PER – 1 Request to Fill (To Be)
NOTES: Page: 2/2
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Module: Personnel/HR
Process: Personnel File: ID HCM To Be Draft v6
Sub-Process: PER – 2 Job Announcement (To Be)
NOTES: Page: 1/1
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Module: Personnel/HR
Process: Personnel File: ID RFP HCM To Be Final
Sub-Process: PER – 3 Application Process (To Be)
NOTES: Page: 1/1
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Module: Personnel/HR
Process: Personnel File: ID RFP HCM To Be Final
Sub-Process: PER – 4 Work Hiring List (To Be)
NOTES: Page: 1/2
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Module: Personnel/HR
Process: Personnel File: ID RFP HCM To Be Final
Sub-Process: PER – 4 Work Hiring List (To Be)
NOTES: Page: 2/2
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Module: Personnel/HR
Process: Personnel File: ID RFP HCM To Be Final
Sub-Process: PER – 5 Separations (To Be)
NOTES: Page: 1/1
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Module: Personnel/HR
Process: Personnel File: ID RFP HCM To Be Final
Sub-Process: PER – 6 Evaluating Position (To Be)
NOTES: Page: 1/1
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Module: Personnel/HR
Process: Personnel File: ID RFP HCM To Be Final
Sub-Process: PER – 7 Insurance/FSA Application (To Be)
NOTES: Page: 1/1
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Module: Human Resources
Process: Worker’s Comp File: ID HCM To Be Draft v6
Sub-Process: HR – 1 First Report of Injury (To Be)
NOTES: Page: 1/1

Em
pl

oy
ee

Ag
en

cy
 H

R/
ID

H
R

ER
P

SI
F

SI
F 

Sy
st

em
Su

pe
rv

is
or

FROI 
Submitted

Review for 
accuracy & 

complete missing 
info & Attach Doc

Safety/Risk 
Mgmt Review 
and Update 
(Optional)

Upload to SIF

Review 
Information

Liaison w/HR 
or Employee

Information

Information

FROI 
Submitted

Document 
uploaded

WF

Updated and 
accepted

WF

Review and 
Add 

Comments

WF



Module: Human Resources
Process: Human Resources Processes File: ID RFP HCM To Be Final
Sub-Process: HR – 2 Disciplinary Actions (To Be)
NOTES: Page: 1/2

Em
pl

oy
ee

Su
pe

rv
is

or
Ag

en
cy

 M
gm

t
Ag

en
cy

 H
R/

ID
H

R
ER

P

Preliminary 
Evaluation and 
Investigate the 

Situation

Communicate 
the Event & 
Discuss with 

HR

Information 
discussed

Update and 
Recommend 

Action

Receive 
Recommendation

Receive 
Recommendation

Admin Leave? Meet

Meet

Meet

Yes

Further 
Action 

Needed?

In Depth Eval/
Investigation

Continue with 
Recommendation?

Draft Notice of 
Contemplative 
Action (NOCA)

Comm/Info

EndNo

Yes

No

A

Notify 
Employee

On Admin 
Leave? Yes

Notify

No

Action Entered Action 
Updated

Approval?No

Yes

Enter Actions 
in ERP

WF

WF

Comm/Info

Yes



Module: Human Resources
Process: Human Resources Processes File: ID RFP HCM To Be Final
Sub-Process: HR – 2 Disciplinary Actions (To Be)
NOTES: Page: 2/2

Em
pl

oy
ee

Su
pe

rv
is

or
Ag

en
cy

 M
gm

t
Ag

en
cy

 H
R/

ID
H

R
ER

P

No Later Than 10 Workdays later

Meet

Meet

Meet

A Review, Meet, 
and Sign

Respond?

Employee 
Comm.

Inform HR of 
Decision

Prepare 
Decision Letter

Review & Sign

Deliver to 
Employee

Communicate

Emp Term?

PER-5

Separation

No

Yes

No

Yes

Issue to 
Employee

Action 
Updated

Action 
Updated

Admin Leave? No

Suspend 
Physical and 

System Access

Yes Comm.

Comm.

Notify IDHR

HR-5

IPC Appeal



Module: Human Resources
Process: Human Resources Processes File: ID RFP HCM To Be Final
Sub-Process: HR – 3 Problem Solving(To Be)
NOTES: Page: 1/2

Em
pl

oy
ee

Su
pe

rv
is

or
Ag

en
cy

 H
R/

ID
H

R
Se

co
nd

 L
ev

el
 

Su
pv

ER
P

Resolve?

Meet

Meet w/ Supv 
to try to 
resolve

Schedule 
Meeting with 

Emp & L2 Supv

Draft Memo of 
Decision

Make Decision 
and 

Communicate 
to HR

End

Emp Fills out 
Level 1 Prob 
Solving Form

Meet 
(Optional)

Meet 
(Optional)

Meet 
(Optional)

A

Yes

No

WF

Form Entered Action 
Updated

Form Received

WF

Memo 
ReceivedRequest 

Mediation?

HR-

Mediation
Yes

No



Module: Human Resources
Process: Human Resources Processes File: ID RFP HCM To Be Final
Sub-Process: HR – 3 Problem Solving  (To Be)
NOTES: Page: 2/2

Em
pl

oy
ee

Su
pe

rv
is

or
Ag

en
cy

 H
R/

ID
H

R
Ag

en
cy

 M
gm

t
ER

P

Resolve?

End

Complete 
Level 2 Form

A No

Yes

Form Entered

Schedule 
Meeting with 
Emp & Agency 

Mgmt

Draft Memo of 
Decision

Make Decision 
and 

Communicate 
to HR

Meet

Meet

Meet

WF

Action 
Updated

Form Received

WF

Memo 
Received

Resolved? IPC Appeal?

HR-5

IPC Appeal

HR-7

Mediation

No

No

Yes

End

Yes



Module: Human Resources
Process: Human Resources Processes File: ID RFP HCM To Be Final
Sub-Process: HR – 4 Employee Evaluations (To Be)
NOTES: Page: 1/2

Em
pl

oy
ee

Su
pe

rv
is

or
Ag

en
cy

 H
R/

ID
H

R
Re

vi
ew

er
ER

P

Achieves or 
Better?

Draft eval in 
ERP

Draft

Review

Review Eval

Send to 
Reviewer 

(Workflow)
Consult with 

HR
Finalize Draft 

Evaluation

Make 
Recommendation

Communicate 
changes

No

Access 
GrantedFinalize Draft

Receive 
Recommendation

Approve?

Route & 
discuss with 
Employee

Route

Yes

WF

No (WF)

Yes (WF)

WF

A

Workflow

Draft 
Performance 

Imp Plan

Review Approve?

No

Yes



Module: Human Resources
Process: Human Resources Processes File: ID RFP HCM To Be Final
Sub-Process: HR – 4 Employee Evaluations (To Be)
NOTES: Page: 2/2

Em
pl

oy
ee

Su
pe

rv
is

or
ER

P

Comments?Review

Transmit 
(Workflow)

Finalize

Sign or Refuse 
to Sign

Review 
Comments and 
Consult HR (if 

needed)

No

Review Finalize

A

Add 
Comments

Yes

WF

Comments

Problem 
Solving?

No

End

HR-3

Problem 
Solving

Yes



Module: Human Resources
Process: Human Resources Processes File: ID RFP HCM To Be Final
Sub-Process: HR – 5 Idaho Personnel Commission (IPC) Appeal (To Be)
NOTES: Page: 1/1

Em
pl

oy
ee

D
ep

t/
D

iv
ER

P
IP

C

Form 
Submitted

Appeal 
Received

WF

Employee Files 
IPC Appeal 

Form in ERP

IPC 
Determines 

Eligibility

Eligible?

Notice sent to 
Employee/IPC/

Agency

Notice

Case Assigned 
to Hearing 

Officer (HO)

Hearing 
Scheduled-
Employee, 

Agency, and 
IPC notified

HO Determines 
Preliminary 

Order 
(Decision)

Preliminary 
Order Notice 
sent to Emp, 

IPC, and 
Agency

Review Notice Accept 
Decision?

End

Employee Files 
petition to 

review to IPC

IPC Schedules 
Hearing Date

Review 
Scheduled- 
Employee 
Notified

No

WF

Yes

No

Yes

IPC Decision

Review 
Decision sent 
to Emp, IPC, 
and Agency

Accept 
Decision?

EndYes

Review Notice

Appeal to 
District Court

No

HR-2 & HR-3
Disc Actions 

and Prob 
Solving

Agency 
Provides Info



Module: Human Resources
Process: Human Resources Processes File: ID RFP HCM To Be Final
Sub-Process: HR – 6 Employee Complaint (To Be)
NOTES: Page: 1/1

Em
pl

oy
ee

ER
P

ID
H

R

Form 
Submitted

Appeal 
Received

WF

Employee 
Submits 

Complaint 
Form in ERP

IDHR Reviews 
Complaint

Prob Solving?

Parties 
Notified via 
Workflow

Fact Finding 
Meeting Held

Hearing 
Scheduled-
Employee/ 

Agency 
Notified

Notification

Investigation?

No

Disciplinary 
Action?

Issue 
Discussed with 

involved 
parties

HR-3

Problem 
Solving

Yes

Illegal/
Discriminatory?

No

Yes

HR-8

Investigation

HR-2

Disciplinary 
Action

No

Yes

Yes

No



Module: Human Resources
Process: Human Resources Processes File: ID RFP HCM To Be Final
Sub-Process: HR – 7 Mediation (To Be)
NOTES: Page: 1/1

Em
pl

oy
ee

ER
P

ID
H

R/
Ag

en
cy

 H
R

Su
pe

rv
is

or
/

M
an

ag
er

Form 
Submitted

Request 
Received

WF

Employee 
Submits 

Mediation 
Request Form in 

ERP

Mediator 
Schedules 
Mediation

Agreement 
Signed/

Finalized

Mediation 
Conducted

Notification
HR-3

Problem 
Solving

Notification

WF

WF

Scheduled

Notification

Notification

WF

WF

Update Update



Module: Human Resources
Process: Human Resources Processes File: ID RFP HCM To Be Final
Sub-Process: HR – 8 Investigations (To Be)
NOTES: Page: 1/1

Em
pl

oy
ee

ER
P

ID
H

R/
Ag

en
cy

 H
R/

IH
RC

Su
pe

rv
is

or
/

M
an

ag
er

System 
Notifies 

Investigation 
Required

Investigator 
Assigned

WF

Investigation 
Conducted

Investigation 
Report Created

Interviews 
Conducted, 
information 

gathered

Notification

HR-3

Complaint 
Process

Notification

WF

WF

Updated

Notification

WF

Update Update

Illegal/
Misconduct?

Notify Supv & 
Employee

Notification

No

WF

HR-2

Disciplinary 
Actions

Yes



Module: Payroll/Time
Process: Time Entry File: ID RFP Payroll To Be Final
Sub-Process: TIME – 1 Time Entry (To Be)
NOTES: Page: 1/1

Em
pl

oy
ee

Su
pe

rv
is

or
/

Ap
pr

ov
er

ER
P

Ag
en

cy
 H

R/
Em

pl
oy

ee
 S

er
vi

ce
s

Approve?Review

Employee 
Time/Leave/

Dist/Etc is 
entered/

submitted

Time Entered

Errors?Review Time Approved

Approved

No,WF

Yes,WF

Yes,WF

No,WF

WF

PAY

Statewide Pay 
Process

Correct Time 
and Approve

Send back to 
Employee?

Yes (WF)

No

Correct Time

Notification of 
Change

WF

Acknowledge 
Time Entered 

(Agree or 
Protest)


	Cover Page
	Table of Contents
	Agency Budget
	DFM Budget
	LSO Budget
	Agency Receivables/Billing
	Agency Grants
	Agency Accounts Payable
	Agency Cost Allocation
	Agency Fixed Assets
	Agency Cash Management
	AGency General Ledger
	Agency Cointracts and Procurement
	Agency Inventory
	Agency Human Capital Management
	Agency Payroll and Time
	Cover sheet.pdf
	RFP To Be Process Maps TOC




