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[bookmark: _Toc492028298][bookmark: _Toc239043071]Introduction

This Use Case document presents the solution-level Use Cases developed to represent the CAL-ACCESS Replacement System (CARS) functionality. 

[bookmark: _Toc492028299]Scope
[bookmark: _Toc352014692]The objectives of this document are to present Use Cases for thirteen (13) Business Process Categories representing the work activities performed by the Secretary of State (SOS) Political Reform Division (PRD) as developed by the Technology Management Solutions (TMS) Business Analyst Team (BAT) with the participation and much appreciated cooperation of PRD staff, as well as representatives from SOS-Information Technology (ITD) and the Fair Political Practices Commission (FPPC). 
This main document presents the scope of work performed by the BAT; assumptions, dependencies and constraints; and a list of defined acronyms and definitions. An Actor Model diagram is presented to identify the various higher-level actors who will interact with CARS. Finally, a mapping list shows the relationships of Use Cases to solution-level requirements.
Thirteen Business Process Categories were initially identified and used as the basis for the Use Cases and Requirements. 
1. User Account Maintenance
2. Filer Registration
3. Filer Disclosure
4. Filer Compliance
5. Financial Transactions
6. Correspondence
7. User Notifications
8. System Administration/Support
9. System Security
10. User Support
11. System Reports
12. Filer Data Retrieval/Display
13. Global/Other (renamed to “Miscellaneous”)

Two Business Process Categories (Filer Compliance and System Security) were later deprecated from the list as it became apparent that the functionality represented by these two categories was sufficiently addressed within other Business Process Categories, or requirements developed by other teams. The Global Business Process Category was re-named Miscellaneous to accommodate a specific category of “Global” requirements. 
Twenty-eight (28) system performance requirements were identified. They are defined and described in the Use Cases document; however, no Use Cases were created for them as per PRD’s instructions. 

[bookmark: _Toc484094627][bookmark: _Toc487008478][bookmark: _Toc488432483][bookmark: _Toc492028300]Assumptions, Dependencies and Constraints
The CARS Use Cases were developed observing the following assumptions, dependencies and constraints: 
· PRD Subject Matter Experts (SMEs) and Management were made available on an as-needed basis to collaborate in the accuracy of process diagrams and supporting contextual information. 
· Additional stakeholders, including staff representing SOS/ITD (Information Technology Division), SOS/MSD (Management Services Division) and FPPC (Fair Political Practices Commission), were made available on an as-needed basis to collaborate in the accuracy of process diagrams and supporting contextual information, as it related to the stakeholders’ interests.
· Other resource and reference material provided by PRD for analysis and use as a reference to complete this deliverable included: 
· Business processes, including description, diagrammed workflows, step-action narratives and specifications for task load level and frequency, issues, workarounds, and exceptions. 
· This documentation detailed process flows for major PRD activities such as registration, activity disclosure, compliance, correspondence, reporting and financial processes. 
· Comprehensive detailed functional requirements used to develop mid-level solution requirements. 
· Training and Reference Guides representing As-Is activities and functions, which included identification of FPPC-mandated forms; fine, fee and penalty assessment structures; data entry and review processes and workflow routing activities. 
· Two (2) prior Feasibility Study Reports (FSR – Gartner 2008 Cal-ACCESS FSR and CARS FSR Final Draft version 1.41 dated June 2014). Despite lack of formal deliverable acceptance, these documents provided information on the current business environment, business problems and opportunities. 
· Transcripts and recordings of public hearings held to solicit questions, concerns and other comments from stakeholders, current and anticipated system users and other interested entities.  
 
[bookmark: _Toc488432484][bookmark: _Toc492028301]Acronyms List 
	[bookmark: RANGE!A2]ACRONYM
	DEFINITION

	BAT
	Business Analyst Team

	CARS
	CAL-ACCESS Replacement System

	CalPERS
	California Public Employees Retirement System

	CalSTRS
	California State Teachers Retirement System

	FPPC
	Fair Political Practices Commission

	FTB
	Franchise Tax Board

	FWCRT
	The SOS Fines, Waivers, Collections Review Team reviews waivers submitted by filing entities and renders an approval, partial approval or denial decision.

	ITD
	(SOS)Information Technology Division

	MSD
	(SOS) Management Services Division

	PDATA
	The Political Disclosure, Accountability, Transparency, and Access Fund was established to manage the collection and appropriations of collected fees revenue.

	PII
	Personally Identifiable Information

	PRD
	Political Reform Division

	SOS
	Secretary of State (California)

	SME
	Subject Matter Expert

	TMS
	Technology Management Services, Inc. 

	UCBoR
	University of California Board of Regents
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	[bookmark: Sheet1!A1:B68][bookmark: _Toc488432486]TERM
	DEFINITION

	“Accepted” Status
	An Accepted status means that the entered data (registration or activity report) is available for website publication, search and reporting functionality. This status is an Active state.

	Account Statement
	Information presented online representing financial transactions for a filing entity. It includes invoices (open and closed), payments, refunds and adjustments. When viewed online, the User can “drill-down” from the account statement summary to view details of financial transactions. The account statement may also be printed and sent to a filing entity via the filer’s choice of communication method. 

	Active State
	Data (registration or activity report) in an Active state is published on the website and is available for search or reporting functionality.

	Activity Report
	Also known as a "Filing," this is political financial information provided by a campaign or lobbying entity to meet disclosure responsibilities set by FPPC.

	Ad Hoc (report)
	An ad hoc report can be dynamically created by a CARS user using a predetermined set of data elements.  Saving an ad hoc report is only available to a Registered User.

	Ad Hoc (search)
	An ad hoc search can be dynamically created in real-time by a CARS user.  A ‘Registered User’ can save an ad hoc search to their user profile.

	Administrative Termination
	Termination of a filing entity by direction of the FPPC. 

	Amendment
	Filers are required to maintain current and accurate account and activity report information.  Data updates (adding, changing or removing) are done within the amendment process. 

	Anonymous User
	Any visitor to the website who can search for and view publicly available information. The Anonymous User can search, view, print and download website data. However, a User account must be created in order to save a search query for future use.

	Authorized <type> User
	This term designates a user whose profile includes permissions to perform the stated action. For example, "The authorized PRD Staff…" would indicate that specific user permissions are required to perform the stated action.  

	“Cancelled” Status
	Data (registration or activity report) that has been entered, but cancelled before it was submitted.  This status is an Inactive state.

	“Closed” Status
	If a filing entity registration is submitted and remains in Pending status without providing the response requested to resolve the Pending status, then PRD may "Close" the registration. Considered an Inactive state. 

	Configure
	Unless otherwise specified, this term means that a PRD Admin user may define, configure and implement data values for the stated requirement. This is done in accordance with statutory and FPPC regulations and requirements.

	Confirmation Number
	The system assigns a unique number associated with the confirmation that a transaction has been successfully submitted. 

	Contributor
	An individual or business entity who contributes $100 or more to a single committee.

	Correspondence
	Correspondence is a stored record of “Official” information communicated to a Registered User via the User’s selected preference (e.g. email, snail mail, etc.).  This information typically informs the User of a system action that has occurred, a change of filer registration or disclosure status, or an action the User needs to take.  Examples include Lobbying Registration Renewal letter, Ethics Certification Warning, Fine Letter, Refund Letter, Penalty Letter, request for information, etc.). Prior correspondence may be viewed and/or reproduced as it was originally generated and sent.

	Correspondence Template and Components
	The Correspondence template is the framework used to create or assemble system correspondence.  While some elements of the template may be static (e.g. header, footer, etc.) most of the content is dynamic – or - based on selection of different components (e.g. addressee data, verbiage snippets providing or requesting information, etc.). The same template is used to create the letter, regardless of the method of delivery (e.g. snail mail, email, etc.).  Correspondence may be automatically generated based on a system action, or PRD staff may manually generate the correspondence.

	Data Record
	This term is used in the context of searching and reporting system data. A record represents a grouping of data in a meaningful manner. 
Example 1: When searching for a specific Registered User, one or more "record(s)" may be displayed in a list that shows data such as the Registered User's name, address, linked entities, etc., which will enable the User to select a desired Registered User. 

Example 2: When creating a report of all Lobbyists who have not complied with Ethics Training requirements, the report will include "records" that may include the Lobbyist's name, address, phone number, date of pending registration revocation, etc. 

	Date of Qualification
	This date is provided by the filing entity when the qualification financial threshold level has been met. For campaign committees, entry of this date triggers the assessment of the original Annual Fee. 

	Deactivate
	Authorized PRD Staff may "deactivate" data, which remains in the database and may be: 1) included in search results, 2) presented for viewing, 3) included in historical representations that may otherwise include the data. 

	Delete
	In very rare instances, data may be fully removed from the database. This would likely be done only by a User with System Administrative privileges.  

	Detail-level Data Display
	A level of displayed record detail that reflects all associated record information. Note: what record information a user can view is dependent on the user’s security role.

	Disposition
	The final settlement of a matter, such as the determination that a filing entity registration meets all criteria and is deemed "Active."  this term may also indicate a ruling by a court or government agency, such as the Franchise Tax Board.

	Document ID Number
	The system-number assigned to an uploaded item (e.g. photo, document or other image) associated with a Registered User or Filing Entity Account transaction/correspondence.

	Ethics Certification Status
	This status indicates whether the Lobbyist’s registration has been revoked due to noncompliance with Ethics Certification; or has been reinstated when the Lobbyist has complied. This status is used in addition to the Registration Status. 

	Fee 
	An active campaign committee is assessed an Annual Fee each year; a lobbying entity is assessed a Registration Fee with each registration that occurs for a Legislative Session. 

	Filer
	A user who submits registration information or reports disclosure activity. The filer may be a candidate/officeholder or representative of a campaign or lobbying entity. 

	Filing Entity
	The entity, or the representative of the entity designated to perform actions such as completing the penalty of perjury attestation. 

	Filing Entity or Filer ID Number
	The account number system-assigned when a Filing Entity is registered.

	Fine
	An assessment levied against a filing entity when a required activity report is submitted after its deadline. 

	Government Agency User
	A category of User that refers to representatives of agencies such as CalSTRS, CalPERS, UC Board of Regents, etc.

	Hold for PRD Review Status
	Data (registration or activity report) that has been submitted, but has been triggered for review by PRD staff before it can be considered Accepted. An example is if a Campaign Committee enters a filer-defined committee name, which must be manually reviewed for compliance with FPPC committee naming requirements. This status is an Inactive state.

	“In Progress” Status
	Data (registration or activity report) that has been entered and saved, but not submitted. This status is an Inactive state. 

	Inactive State
	Inactive data is not available for website publication, search or reporting functionality. Includes data that has been saved, but not submitted, as well as data that has been submitted but is still in a Pending status. 

	Invoice
	A transaction representing a charge for an assessed fine, fee or penalty. An invoice may have only one assessed charge.

	ITD System Administrator
	A representative from ITD who has System Administrative privileges.

	Lobbying Renewal Status
	The Lobbying Renewal status is used for active Lobbying Entities during the Lobbying Renewal period, which begins approximately two (2) months prior to the beginning of a new Legislative Session. The Lobbying Renewal status is used in addition to the Registration status.  

A Lobbying Filing Entity that is active when the registration renewal period begins is assigned a Lobbying Renewal Status of “Renewal Due.”  Additional Lobbying Renewal Status indicators may include “Renewal in Progress”, “Renewal Completed,” etc. 

	Non-Filer
	A Filer who has not filed a Form when required to do so.

	Non-standard addresses
	Addresses for countries outside of the United States, including a country code.

	Online Notification
	An online notification is information communicated to a User during an active website session. Most notifications are presented to logged in. Online notifications may be presented at the time they are created, such as when an invoice is created during registration, or when a late activity report incurs a fine.  Other notifications may be presented at the time the User logs in, and provide follow-up or reminder information based on previously-sent correspondence (e.g. lobbying registration renewal is due, unpaid invoices, Ethics Certification compliance due, etc.).  Notifications are not stored, nor are they otherwise available for historical viewing.

	Partner Agency Administrator
	A registered user who is granted unrestricted data views and is responsible for managing user accounts for their own government agency staff.

	Partner Agency Staff
	Staff associated with agencies external to SOS, such as the FPPC and FTB. Partner Agency staff are authorized to view unrestricted information, and perform limited data entry.

	Payment
	Funds presented to PRD to offset an invoice charge. A payment for an assessed fine, fee or penalty is associated with one or more open invoices. A payment may also be received for a PRD-provided service, such as preparation of a data CD, which is not associated with an invoice.

	Penalty
	A qualified campaign entity who has not paid their Annual Fees are assessed financial penalties. If Annual Fees and penalties remain unpaid, the entity is subsequently referred to the FPPC. 

	Pending Correspondence
	This includes system-generated correspondence that has been held for PRD staff review and manually generated correspondence notices.

	“Pending” Status
	Data that has been submitted, but additional information is needed before it can be considered Accepted. Considered to be in an Inactive state. 

	Postal Mail
	Based on a Registered User’s preference, correspondence may be sent by postal mail (e.g. USPS, Fed Ex or other alternative “snail” mail carrier). 

	PRD Manager
	An Executive level role for PRD Managers and PRD Division Chief.

	PRD Staff
	PRD staff provides support to all users, particularly registered users who submit registration and activity report information. PRD staff may enter the same information that a filer can enter, and can also perform overrides (based on user permissions) and other system actions related to correspondence, notifications, financial transactions, reports, etc. PRD staff may view public and non-public filer data.

	PRD System Administrator
	A PRD staff member who has been assigned a user profile at a system administration level. This user is responsible for management of most system configuration activities and other functions not available to PRD staff.

	Pre-defined, Saved Search
	A pre-defined, saved search has been wholly created by a Secretary of State (SOS) Political Reform Division (PRD) administrator and made available to other CARS users. 

These searches come in two forms: (1) a search that requires no user interaction to run, and (2) a search where a user can enter non-context related parameters; e.g., date range, election, reporting period, etc.

	Pre-defined, Saved Report
	A pre-defined, saved report has been wholly created by a Secretary of State (SOS) Political Reform Division (PRD) administrator and made available to other CARS users. 

These reports come in two forms: (1) a report that requires no user interaction to run, and (2) a report where a user can enter non-context related parameters; e.g., date range, election, reporting period, etc.

	Primary Filer
	A registered user who is authorized to create a filing entity account is designated as the Primary Filer. This is typically the de facto “Entity Account Owner,” who may add/link Secondary Filers to the entity account and assign certain privileges and activities that the Secondary Filer(s) may perform, and identify which filers associated with the entity shall receive correspondence/notifications.

	Record
	See Data Record.

	“Referred to FPPC” Status
	This status refers to a filing entity that has been referred to FPPC. This status is neither Active nor Inactive, as it is used in conjunction with the Active status unless/until the FPPC directs that the filing entity must be administratively terminated. 

	Registered User
	A user who has created a system account with valid login credentials. The Registered User can see publicly available information, and create and save queries/reports for future use.

	Registration Status
	The Registration status represents an Active or Inactive state; e.g. Accepted (Active), Pending (Inactive), Terminated (Inactive), etc., of a Filing Entity’s Registration.

	“Reinstated” Ethics Status
	This status refers to a Lobbyist who has met ethics certification requirements and their Revoked Registration has been reinstated.  

	Report
	A system-generated (automated or ad hoc queried) presentation of information organized in a narrative, graphic, or tabular form (also referred to as "records"), prepared on ad hoc, periodic, recurring, regular, or as required basis.

	“Revoked” Ethics Status
	This status refers to a Lobbyist whose registration has been revoked due to non-compliance with ethics certification requirements. 

	Secondary Filer
	A Primary User may grant certain entity-level privileges to a Secondary User who may perform certain actions on behalf of the Primary User.

	Senior PRD Staff
	Help Desk-level staff who may create and manage user accounts for PRD, SOS Non-PRD and other government agencies; reset passwords; and perform other higher-level tasks.

	Soft-Delete
	A Registered User may "soft-delete" data, which remains in the database but is not: 1) included in search results, 2) presented for viewing, or 3) included in historical representations that may otherwise include the data. 

	SOS Staff (non-PRD)
	Non-PRD SOS staff user accounts are created and managed by PRD Senior Staff. These users may view the same information as PRD staff; however, they have no data entry capability.

	Summary-level Data Display
	A level of displayed record detail that is not the full breadth of record information.

	Terminate
	This status refers to a filing entity that wishes to stop all activity and has requested termination.  The entity must attest that they meet all requirements before the termination can become effective. The system may also enforce requirements such as submission of certain activity reports based which reports are due while the filing entity is still in an Active status. This status is an Inactive state. 

	Transaction Status
	Similar to the Registration status, the Transaction status applies to an Activity report indicating such statuses as “Accepted,” “In Progress,” “Hold for PRD Review,” “Rejected,” etc. 

	Treasurer
	A Filer who may view and submit information (registration, activity report submission, make payments, etc.) based on the permissions granted. A Treasurer may be an entity officer or a professional Treasurer (individual or corporation) hired by the entity to perform these activities on their behalf.  A Treasurer may be either a Primary or Secondary Filer.

	User
	General term that encompasses anyone who accesses the system, whether Anonymous or Registered. 

	User Account Identification 
Number
	Unique identifier for each Registered User. 

	Vendor/Service Provider
	A category of User that refers to an individual or company that is certified to generate and/or submit activity reports on behalf of campaign/lobbying entities.

	Waiver
	A Filing Entity that has been assessed a fine or penalty may submit a request to have these assessments waived. 

PRD has the authority to waive penalties and/or fees if:
· they are due to a clerical error, or
· the committee terminates prior to the effective date of the fee/penalty (voluntarily or via administrative termination), or
· a payment to SOS-PRD is erroneously presented to the Franchise Tax Board (FTB) who will cash the check, but the payer PRD record is not updated  

FPPC may, at their discretion, waive penalties in other situations. 

	Withdrawn Status
	This status refers to a Lobbyist who has not filed any activity reports who has withdrawn their registration. Once withdrawn, the lobbyist must cease any lobbying activities. This status is an Inactive state. 


[bookmark: _Toc489357802] Table 2: Glossary of Terms and Definitions

[bookmark: _Toc492028303]Actor Model Diagram
The Use Cases describe the interaction between “Actors” and the system. The following diagram illustrates the various Actors represented in the Use Case documents. Several actor roles can be further expanded to additional User types, which are not specifically designated in the Use Cases. 




Figure 1: Actor Roles as presented in the Use Cases


The diagram below represents the Actor Roles expanded down to detailed User types. Within the Use Case, if a specific Role is used, then it also includes the User types as shown below. 

For example, when the “User” Actor Role is specified, then the term “User” represents both Anonymous and Registered Users. Likewise, if a the “PRD Staff” Actor Role is specified, then the term “PRD Staff” represents the PRD User, Senior PRD Staff and PRD Manager User types. Please refer to the Glossary of Terms for definition of Actor Roles and User types. 





Figure 2: Actor Roles as presented in the Use Cases
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