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[bookmark: _Toc492028322][bookmark: _Toc239043071]Introduction

Communication of information to the public is a key role for PRD.  One aspect is the generation of official notifications that tell the CARS user of actions that have occurred or will occur, such as approval or rejection of submitted information, status of an account or submitted activity report, advising that an Annual Fee, Fine or Penalty has been assessed and potential disciplinary action, etc.  CARS Users will be able to more easily access, view and reprint generated correspondence, based on their system privileges on what they are allowed to view. 

The CARS User may designate the method by which they wish to receive correspondence – USPS mail or email, as well as the types of correspondence that should be sent to them. 

Although most correspondence will be automatically generated based on a system action, a PRD user may manually generate a letter, and amend or delete a pending correspondence (that has not been sent).  An advancement over former batch processes will be the system’s ability to generate a mass-mailing of correspondence.





[bookmark: _Toc492028323]Use Case Overview Diagram
[bookmark: _Hlk489299114]The following Diagram illustrates interactions between actors and the system within the series of Use Cases presented in this document. 
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[bookmark: _Toc492028325]CARS-UC-CO-01: System Generates Correspondence 
[bookmark: _Toc492028326]Main Flow: System Generates Correspondence
	Description:
	Some actions within the system require communication of information to a filing entity or user. The main flow of this use case focuses on a notice automatically identified, created and sent by the system without any PRD Staff interaction.
Examples include notices that 
· Inform an entity of the status of a registration or activity report submission, 
· Request additional information to complete a registration or activity report,
· Inform and request payment of unpaid fees, fines or penalties, 
· Inform that a request for linking a user to an entity is pending and needs action.
The correspondence notice is sent to the appropriate user(s) based on their preference of method for receiving correspondence. 

	Actors:
	CARS (aka: The System)

	Trigger(s):
	A system action occurs that requires an official informing notice be sent to a Registered User. 

	Pre-Conditions:
	· A Registered User account has been created
· An action has occurred for which information needs to be officially communicated to the Registered User

	Post-Condition(s)
	· A correspondence notice was generated
· The correspondence was linked with the correct Registered User/Entity
· The correspondence was set to the appropriate status

	Solution Level Requirements
	Global Requirements and
CARS-RQ-CO-0490
CARS-RQ-CO-0491
CARS-RQ-CO-0492
CARS-RQ-CO-0493
CARS-RQ-CO-0494
CARS-RQ-CO-0495
CARS-RQ-CO-0496
	CARS-RQ-CO-0497
CARS-RQ-CO-0498
CARS-RQ-CO-0500
CARS-RQ-CO-0501
CARS-RQ-CO-0502
CARS-RQ-CO-0504
CARS-RQ-CO-0505
CARS-RQ-CO-0506

	

	Step
	
	CARS

	1
	
	The System determines that a notice must be generated.

	2
	
	The System identifies and assembles the correspondence template and data components based on the system action(s).

	3
	
	If the correspondence informs that action is required, then the System determines the calendar “Tickler” date on which the action is due and sets a date flag on the entity/correspondence. 

	4
	
	The System identifies the individual(s) to whom the correspondence should be sent and creates the document or email as per the correspondence recipient’s preference.  

	5
	
	The System links the correspondence to the appropriate user/entity, and to the action on which the correspondence was based (e.g. registration, fine, etc.).

	6
	
	The System sends the correspondence to the appropriate user/entity and sets an appropriate status (e.g. “No Action Required,” Action Completed,” etc.).

	7
	Alternate Flow: 
3.1.2 Required Correspondence Action Response Received
	

	End Main Flow
	




[bookmark: _Toc492028327]Alternate Flow 1: Required Correspondence Action Response Received
	Flow Scenario: 
	Some correspondence may request a response from the Registered User/Entity to complete an action. This flow addresses the user and system actions when a user responds to the correspondence.

The method of replying to correspondence may or may not correlate to the method in which the original correspondence was sent. In addition to replying via email or USPS mail, a Registered User may reply via phone call, fax, or in person.  The interaction between the Registered User and PRD staff is best defined by Business Process, therefore, this flow addresses PRD data entry to indicate the information provided satisfied the intent of the original Correspondence.

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Post-Condition(s):
	· The Registered User/Entity record was updated with information provided by the Filing Entity  
· The correspondence status was set to the appropriate status 
· If needed, additional correspondence was sent to remind Registered User/Entity of requested information that was not provided

	Branched From Main Flow Step #:
	7

	Branch To:
	N/A

	Solution Level Requirements
	

	

	Step
	PRD Staff
	CARS

	A1-1
	The User logs in to CARS, navigates to the Registered User/Entity’s account page and selects to view the desired correspondence item.
	The System displays the selected correspondence item. 

	A1-2
	The User reviews data entered by the Filing Entity, updates the correspondence notice status and saves the record.

Optional: If all information was not provided, the User may generate a new correspondence for the remaining outstanding information. 
	The System displays the updated account data and updates the status of the correspondence item. 

	End Alternate Flow
	






[bookmark: _Toc492028328]CARS-UC-CO-02: Manually Generate Correspondence 
[bookmark: _Toc492028329]Main Flow: Manually Generate Correspondence
	Description: 
	This Use Case describes the actions and responses that occur when PRD Staff manually generate correspondence to a Registered User or Filing Entity. Manually generated correspondence is pended until a PRD User approves and instructs the system to send it.

PRD Staff control the disposition of the pending correspondence via one or more of the following options: 
· View 
· Amend or Delete 
· Save as Pending for Later Review
· Refer for PRD Management Review
· Approve and Send

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	An action has occurred for which information needs to be officially communicated to a Registered user or Filing Entity.

	Pre-Conditions:
	PRD Staff has identified a need to create correspondence for a Registered User or Filing Entity. 

	Post-Condition(s):
	· A correspondence notice was generated
· The correspondence was linked with the correct Registered User or Filing Entity 
· The correspondence was set to the appropriate status

	Solution Level Requirements
	Global Requirements and
CARS-RQ-CO-0507
CARS-RQ-CO-0534
CARS-RQ-CO-0535
CARS-RQ-CO-0661
CARS-RQ-CO-0661
CARS-RQ-CO-0664

	

	Step
	PRD Staff
	CARS

	1
	The User logs in to CARS, navigates to the targeted Registered User/Filing Entity’s account page and selects to create a new correspondence.
	The System displays a page to create Correspondence. 

	2
	The User selects the desired template and components and any other needed supporting information.

Alternate Flow: 	
3.2.2 Enter Alternate Correspondent Recipient(s)
	The System assembles the correspondence. 

	3
	If a component informing of needed action is included, the User selects the “Tickler” date on which the action is due, if other than the defaulted date. 
	The System sets a “Tickler” date flag based on the User-entered due date, and sets the status of the correspondence. 

	4
	
	The System links the correspondence to the appropriate Registered User/Filing Entity, and to the action on which the correspondence was based (e.g. registration, fine, etc.) and prompts the User for disposition instructions.

	5
	The User determines the appropriate actions that are needed (e.g. Review, Amend/Delete, Save as Pending, Refer for PRD Management Review and/or Approve and Send), and sends the correspondence notice.
	The System sets the correspondence status based on the user-selected action(s) and, once approved to be sent, generates and sends the correspondence notice to the Registered User/Entities.

	
	
	

	End Main Flow
	



[bookmark: _Toc492028330]Alternate Flow 1: Enter Alternate Correspondence Recipient(s)
	Flow Scenario: 
	When creating correspondence, the Registered User (or Primary Filer, if for a filing entity) is used as the default individual for addressing purposes. 

PRD staff may change the default user or add one or more additional users to a pending correspondence notice.    

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Post-Condition(s):
	The correspondence was updated to reflect the changed addressees. 

	Branched From Main Flow Step #:
	2

	Branch To:
	2

	

	Step
	PRD Staff
	CARS

	A1-1
	The User navigates to the Registered User or Entity record and selects to view the intended recipients for a targeted pending correspondence.
	The System displays a list of intended recipients for the selected pending correspondence in modify mode.

	A1-2
	The User changes the method of correspondence for the selected correspondence recipient and saves the record.  This change applies to the correspondence being amended, only. 
	The System re-assembles and displays the pending correspondence, prompting the User to confirm the changes.

	Exit to Step #2 - end Alternate Flow
	



[bookmark: _Toc492028331]CARS-UC-CO-03: Amend a Pending Correspondence Notice
[bookmark: _Toc492028332]Main Flow: Amend a Pending Correspondence Notice
	Description:
	This Use Case describes the actions and responses that occur when PRD staff review and amend pending correspondence (that has not been sent). 
Examples of information that may be amended include, but are not limited to: 
· Method of Delivery
· Addressee
· Verbiage
A Filing Entity may have multiple linked Registered Users who are designated to receive correspondence notices for that Filing Entity, and these Registered Users may have different preferences for method of delivery. The System presents one interface page for making changes. This page is not dependent on the method of correspondence delivery. Any changes made will propagate to the selected method of correspondence. 

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	A PRD Staff reviewing pending correspondence notices needs to make changes. 

	Pre-Conditions:
	The User is logged into CARS.
Correspondence has been generated for a targeted Registered User or Entity, but has not been sent. 

	Post-Condition(s):
	The generated correspondence was successfully amended and sent to the correct recipient(s). 

	Solution Level Requirements
	Global Requirements and 
CARS-RQ-CO-0508
CARS-RQ-CO-0510
CARS-RQ-CO-0511
CARS-RQ-CO-0512
CARS-RQ-CO-0513

	

	Step
	PRD Staff
	CARS

	1
	The User navigates to the targeted Registered User or Entity record and selects to view and amend the desired pending correspondence. 

Alternate Flow:
3.3.2 Amend Method of Delivery
	The System displays the selected pending correspondence in modify mode.

	2
	If amending the notice verbiage, the User selects the correct component and enters the correct information.

If amending the addressee information (name and/or address) the User selects the address component and enters the correct information.

After completing all needed amendments, the User saves the record.
	The System re-assembles and displays the pending correspondence, and prompts the User to confirm the changes.

	3
	The User confirms the changes. 
	The System sends the correspondence to the Registered User/Entities based on user preferences.

	End Main Flow
	



[bookmark: _Toc492028333]Alternate Flow 1: Amend Method of Delivery
	Flow Scenario: 
	This alternate flow addresses the situation where the method of delivering correspondence for a Registered User needs to be changed.  

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Post-Condition(s):
	The correspondence was updated to reflect the amended method of delivery.

	Branched From Main Flow Step #:
	1

	Branch To:
	2

	

	Step
	PRD Staff
	CARS

	A1-1
	The User navigates to the Registered User or Entity record and:
· selects to view the targeted correspondence notice,
· selects the intended recipients.
	The System displays the list of intended recipients for the selected pending correspondence in modify mode.

	A1-2
	The User changes the method of correspondence for the selected correspondence recipient and saves the record. 
	The System re-assembles and displays the pending correspondence, prompting the User to confirm the changes.

	Exit to Step #2 - end Alternate Flow
	




[bookmark: _Toc492028334]CARS-UC-CO-04: Delete a Pending Correspondence Notice
[bookmark: _Toc492028335]Main Flow: Delete a Pending Correspondence Notice
	Description:
	This Use Case describes the actions and responses that occur when PRD staff deletes pending correspondence (that has not been sent to the Registered User/Entity). 

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Trigger(s):
	A PRD Staff wishes to delete a correspondence notice that has not been sent. 

	Pre-Conditions:
	The User is logged into CARS.
Correspondence has been generated for a targeted Registered User or Entity, but has not been sent.

	Post-Condition(s)
	The generated correspondence was successfully deleted.

	Solution Level Requirements
	Global Requirements and 
CARS-RQ-CO-0514
CARS-RQ-CO-0515

	

	Step
	PRD Staff
	CARS

	1
	The User navigates to the targeted Registered User or Entity record and selects the pending correspondence to be deleted.
	The System deletes the selected correspondence.

	End Main Flow
	





[bookmark: _Toc492028336]CARS-UC-CO-05: Generate Mass Correspondence
[bookmark: _Toc492028337]Main Flow: Generate Mass Correspondence
	Description:
	PRD occasionally generates correspondence such as the Annual Fee Letters, Registration Renewal Letters, etc., that is sent to many recipients.  This is done via mass correspondence generation. Some notices may be schedule-driven, others are generated by user-initiated action. 

	Actors:
	PRD Staff (aka: The User)
CARS (aka: The System)

	Triggers (Optional):
	Specific mass-generated correspondence is produced based on FPPC regulations or PRD polices/procedures

	Pre-Conditions:
	The Filer/Entity record identified for inclusion in the mass correspondence run contains up-to-date information. 

	Post-Condition(s)
	The mass correspondence notices were successfully created.

	Solution Level Requirements
	Global Requirements and 
CARS-RQ-CO-0516
CARS-RQ-CO-0517
CARS-RQ-CO-0518
CARS-RQ-CO-0519

	

	Step
	PRD Staff
	CARS

	1
	If a user-initiated mass mailing, then the User:
· navigates to a reports page
· selects the report to be generated
· enters report criteria/parameters, and 
· runs the report.
	The System identifies the correspondence to be sent and produces a list of recipients for a mass correspondence generation.

	2
	
	The System identifies and assembles the template and components with appropriate verbiage, including action due dates, if applicable.

	3
	
	If the correspondence informs that action is required, then the System determines the calendar “Tickler” date on which the action is due and sets a date flag on the entity/correspondence.

	4
	
	The System populates the appropriate address information to each individual correspondence.

	5
	
	The System saves and links the correspondence to the appropriate user/entity.

	6
	
	The System sends the correspondence to the appropriate user/entity and sets the appropriate status.

	End Main Flow
	



[bookmark: _Toc492028338]CARS-UC-CO-06:  Manage Returned Mail
[bookmark: _Toc492028339]Main Flow: Manage Returned Mail
	Description:
	Registered Users are required to maintain current, accurate information related to their selected preference for method of correspondence deliver, as well as the address(es) (email, USPS, etc.) to which notices should be sent.  As USPS mail or email items are returned as undeliverable, PRD Staff flag the Filer’s correspondence and may flag the Filer’s account and attempt to contact the Filer to inform them that they are required to update their address. 

If a temporary address is obtained, PRD Staff notate this in the comments field, and may re-send the correspondence.

	Actors:
	PRD Staff(aka: The User)
CARS (aka: The System)

	Trigger(s):
	An email or physical postal item (USPS mail) has been returned as undeliverable. 

	Pre-Conditions:
	· Correspondence was sent to a Registered User
· A correspondence item (email or USPS mail) was returned to PRD

	Post-Condition(s)
	· The system flagged the Registered user’s appropriate correspondence record indicating mail was returned
· If the Registered User updated their address/method of correspondence delivery, then the Returned Mail flag was deleted 

	Solution Level Requirements
	Global Requirements and 
CARS-RQ-CO-0520
CARS-RQ-CO-0521
CARS-RQ-CO-0522
CARS-RQ-CO-0523
CARS-RQ-CO-0526
CARS-RQ-CO-0759

	

	Step
	PRD Staff
	CARS 

	1
	The User navigates to the targeted Registered User’s account, selects and flags the correspondence that was returned.
	The System places a “Returned Mail” flag on the Registered User’s returned correspondence.

	2
	If desired, the User may send correspondence to the Registered User (using an alternate address or correspondence delivery method) advising of returned mail and prompting the Registered User to update their user account record.
	The System removes the “Returned Mail” flag from the Registered User’s correspondence.

	End Main Flow
	


 

[bookmark: _Toc492028340]CARS-UC-CO-07:  View Correspondence Notices 
[bookmark: _Toc492028341]Main Flow: View Correspondence Notices
	Description:
	A Registered User may view, print and download any correspondence notice that was sent directly to them if: 
· The notice was an individual notice addressed to only them, or 
· They are/were associated with a filing entity for which they were authorized to access that entity’s correspondence notices. 

This Use Case addresses the actions and responses that occur to facilitate a user’s ability to access, view, print and download 

	Actors:
	Registered User(aka: The User)
CARS (aka: The System)

	Trigger(s):
	A Registered User wishes to view a correspondence notice. 

	Pre-Conditions:
	· A Correspondence notice was sent to the Registered User
· The User is logged into CARS and has navigated to their user account

	Post-Condition(s)
	The Registered User successfully viewed, printed and downloaded the correspondence notice.

	Solution Level Requirements
	Global Requirements and 
CARS-RQ-CO-0527
CARS-RQ-CO-0528
CARS-RQ-CO-0529
CARS-RQ-CO-0531
CARS-RQ-CO-0533
CARS-RQ-CO-0536
CARS-RQ-CO-0537
CARS-RQ-CO-0538

	

	Step
	Registered User 
	CARS 

	1
	The User selects to view a list of their correspondence notices.
	The System displays a list of correspondence notices that have been sent to the Registered User or Filing Entity for which the Registered User is authorized to view correspondence notices.  

	2
	The User selects a correspondence notice to view. 
	The System displays the selected correspondence notice.

	3
	The User selects to print or export the selected correspondence notice. 
	The System successfully prints/exports the selected correspondence notice. 

	End Main Flow
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