Using the Quick Start Toolkit (QST)
at the Census Bureau
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Topics

* Business Process Management and Modeling
 Quick Start Toolkit (QST)

* Business Process Efforts at the Census Bureau
 Using the QST to Document Survey Processes

* Demonstrate the QST — specifically the Model
Readiness Check
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Model That Process!

What's your process for
washing the dishes?

* Need 2 volunteers to provide additional content

e Draw the Wash the Dishes Process

United States®
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What Just Happened?

* Developed a process

* Came to agreement about a
process

* Learned about the process for
washing the dishes

Thank you to the
audience members
who participated in
United States® creating this!!

Census




What is

Business

Process
Management ?
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Business Process Management (BPM)

- a systematic approach to making an organization's
4. workflows more effective, efficient and capable of
~. == adapting to an ever-changing environment

BPM is of significant value to organizations like the U.S. Census Bureau
as it is particularly useful in the following kinds of activities:

= Developing requirements = Training newcomers

= Sharing knowledge = Retaining agency knowledge
= Keeping everyone on the same page " Improving processes

= Linking processes to IT infrastructure

United States®
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Process Models

At the heart of Business Process Management is a business

process MODEL that provides an easy-to-read graphical
representation of the flow of work.

. \Performance
Evaluation
Reviewers
issuesto . Are all Phases
60.05.02.01 60.05.0202 resolve? 60.05.02.03 " 60.05.02.04 Complete?
Complete phase exit Review i Complete phase Assess technical and PM/ g
checklist and submit » checklist and e ekt 5. \ovesiment parformince > L =® G
: : : recommendation against gate review
: artifacts and checklist artifacts foim S M

Start Sub quirements
Process [ - ~ ~

a
\. J
No
Corrective]
Yes Continue Project

A simple, standard

modeling notation makes
ISR it ideal for sharing
Census| BRI LE

60.05.02.08
Hold Project Activities

Collect Lessons
Learned

Coll
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Business Process Management Staff Goal

“Enable the agency to uniformly implement business process
management focused on using models to communicate census
program methodology to relevant stakeholders and to promote

process improvement.”
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Communication Focus

The focus on communication promotes:
J Innovation
 Collaboration

Jd Agility
1 Efficiency
Census
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Quick @
Start

Toolkit

What is the Quick Start
Toolkit (QST)?
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Quick Start Toolkit — Definition

The Quick Start Toolkit (QST) is an effective usage of MS
Visio and MS Excel to deliver economical process modeling
and analysis.

Quick
Start
Toolkit

Two major steps of modeling and analysis with the QST

1 — CREATE PROCESS FLOWS 2 - GENERATE DETAILED . P
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Quick Start Toolkit — Background

Business ;

@ Process z
Modeling &

© Analysis Toolkit

g
.
- Tuy

Current Process State: Future Process State:

* Very few documented processes * Documented processes across the
across the agency agency

* No standard way to document * Standard notation for documenting
processes processes

* No way to see what other * Directory or repository of documented
organizations have for process from across the agency.
documented processes.

Process Oriented

cUnited States® Culture Change

ensus
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Quick Start Toolkit — Background

Quick;

Business .
@ Process I3

Modeling &

Analysis Toolkit usiness
!y ~GRarg o
2011 2012 2013 2014
BPM Staff QST vl QST v2
created Released Released

* Analyzed COTS
e Studied BPMN 2.0
* Tried Notation
* Developed:
o Census BPMN
o QST
o Training

eassssssssms Bureau

Training

Evolved Hands-On

Trained more than 1000

2015

Students (Ha

2016

Q LDeveIoped Processes for Organizations Throughout the Agency
GlioUu

2017
Started QST
3.0

nds-On Training)

2018

2019 2020

2021
Released

QST 3.0

Developed Video Training

14



Quick Start Toolkit — Development/Support ‘i‘s%

The Quick Start Toolkit is developed and maintained by the
Business Process Management Staff.

- oo

Quick

Start . Microsoft Visio Microsoft Excel Census Bureau Developed
Toolkit To develop process To generate process Visual Basic Macros
models using model reports to aid in To facilitate an easy-to-use
standard notation process management interface and enable
and analysis communication between

MS Visio and MS Excel

United States®
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QST 3.0 Features
by Role

Quick
Start
Toolkit

United States®

Census
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e “Health check” of tab or entire model
* Creation of hyperlinked Sub Process tabs

« Automated table of contents (TOC) ....

e Custom “Shape Key”
* Hyperlinked TOC

* Model Facts on Cover

Process

* E-ZReports

=

| IS
A

—
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Quick Start Toolkit — Process Model Types
e

The Activity Model is a
basic flow.

This model, sometimes called a
flat model shows the flow of the

process from beginning to end
without any indicated hierarchy. It
indicates responsibility through
the use of Actors attached to each
Activity.

" “This process includes development of a blog by BPM Staff and Guest Bloggers. | United States
O n ex O e Context Model: Publish BPM Blog Context It also includes creating a blog for a CPD Featured Process. The scope includes Census
creation, review and publishing of BPM blogs. —_—

Actors %mmm BABY] 5109 Approver & Publsher (4 Garrer) [ S109 Eator ¢ I o | W 50 e povvsno v aocon IR Festurea Process Ouner
The Context Model serves e
as a table of contents.

This model allows for a
higher-level view of the

entire activity model in a

hierarchical format,

frequently on one page. It
CUnited States® indicates responsibility

ensus through the use of Actors

easssss—— Bureau attached to each Sub Process.




Modeling Best Practices

For this exercise, we will focus on identifying modeling
best practices and correcting Business Process Models

using those practices.

* Structured to teach, then practice on a process
* Need 4 volunteers to play

United States®

Census
e— Bureau 18



Modeling Best Practices

Walk the Dog Process

Does the dog
need to be walked?

Yes
Start
No

cUni’ted States®

ensus

eassssssssms Bureau

| and sunny &

Weather
information

=

10

Put on flip flops
& sunglasses
when warm

sneakers and a

jacket when the

weather is
cooler

R —

20

Get dog leash

Map of
neighborhood

[

30
Plan walking route
making sure to avoid the
mailman on his delivery
route and the house
with that dog my dog

does not like

30

Clip dog leash
to dog

DOG

40

Walk along
planned route

Original
Model

DOG
Has the dog done =0
his “business™? Home
Yes
Walk along
another route
DOG

End

Canine
Homo Sapien
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Modeling Best Practices - Text

Does the dog
need to be walked

es
Start
No

©

+

Weather
information

o

.
10

Put on flip flops
& sunglasses
when warm
and sunny &
sneakers and a
jacket when the
weather is
cooler

e Label all events

20

Get dog leash

Map of
neighborhood

]

30

n walking route
making id the
mailman on his delivery

route and the house
with that dog my dog
does not like

\

* Regarding activity descriptions:
* Keep them concise
* Use annotations when appropriate

e i lad Ul ol
Bureau

\/‘

ptile DOG
DOG
30 a0 Has the dog done
Clipd ash Walk along his "business”?
0 dog planned route Yes

Walk along
another route

* Uniquely identify Activities
* Alphabetize Actors
* ALWAYS start with present tense verbs

20



Modeling Best Practices - Shapes

Weather M ;
information ap o

neighborhood
] ]

i 2 - DOG PERSON |

Does the dog
need to be walked Put on flip flops Get dog leash _ 30 40 Has the dog done 50
& sunglasses Plan walking route Clip dog leash Walk al his “business”? i
making sure to avoid the alk along ome :
o5 when warm i his deli to dog planned route Yes
»| and sunny & mailman on his delivery
Start sneakers and a r::_)uie and the house
No iacket when the with that dog my dog DOG Lo

weather is L does not like )
cooler
-—
Walk along
another route

* If necessary, resize Activities « Attach at least one Actor to every
horizontally o
Activity

* Have only one Start and End
Event

Bureau 21




Modeling Best Practices - Connections

Weather
information

Map of
neighborhood

i

Jil PERSON il PERSON I} ﬂ | PERSON | DOG
Does the dog 10 20 20 DOG | PERSON |
need to be walked?  |Put on flip flops Get dog leash _ 30 (a2 | Hasthedogdone 50
Plan walking route - his “busi "0
O %.itnng!ﬁgfis j making sure to avoid the|—» C"pldog leash — Walk along i Home
Yes,! andsunny& — ) *mailman on his delivery | o planned route Yoo ’( ,
Start sneakers and a route and the house End
No jacket when the with that dog my dog [ DOG .
weather is L does not like )
cooler
-
Walk along
another route
N————
* Connect all objects to the process * Ensure Sequence Flows create
* Do not leave dead ends straight lines

United States®

Census

s Bureau
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Modeling Best Practices

Corrfected

Model
Walk the Dog Process =
GO Map of
i Weatht_a\ neighborhood
information I:',}
= :
Concise Straightened the Present
des¢ription Sequence Flows tense verb
i 111 gy, ASSi ned
Does the d RSO m PERSON PERSON g the dog done
need to be walke 10 ﬂ “ unique “business™?
(:&n_m Put on Use of > Plamwetfing > Clip Yeerttash identifiers .
] appropriate 3 route o dog
NI \_ \_ J .‘
o ;
Consistent ........... A d ............... PERSON
Nvola:
dimensions :\izitl‘;nan on delivery AttaChed an g
. Wirtkeatdng
[ouse i doa Actor another route ne Ene
ven
L )
Connected
cUnited States® ey
DOG Canine
Lensus ST Homo Sapien
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Game — Improve that Process!

Identify opportunities to improve
Sub Process 40 — “Prepare Survey Collection Instruments”

The model contains 10 issues that violate the best practices we have reviewed.

1. Your host will read the sub process model

2. Participants, when called upon, will have 15 seconds to share ONE (and only
one) issue with the model

To make things interesting . . .
o Participants have been randomly assigned to teams: B E
o Five points will be awarded for each issue identified 9
o Five points will be deducted for issues identified out of turn e

Thank you to the audience
United States® members who participated

Census in this game!!

s Bureau




Prepare Survey Collection Instruments — Before Review

Not Does not start
I No ID l Web specs alphabetlzed with present Instruments
AN H tense verb [y D
N .
y DEMO 7] . | Actor missin | | Crooked lines J
s can : "aoso I ADSD_
Write web I DEMO v cATl | CATI P
specifications 4 \ } m Are there errors? DEMO ¥ DEMO -
40.03 40.03 40.08 40.07
Upldate WEBQHH CDP&ICI internal o Integration TESﬁﬂg Finalize
CATI instrumeh(s teating of Web and instruments
Start Sub DEMO N £ATI instruments .
_ B il Duplicate ID CATI Unlabeled
Resized ¥ |interviewing (CATI) CATI Specs 20.05 End Event
. specifications
vertical Iy L R Correct errors in
Tl ; Web and CATI
I‘ 2 O bJ e Ct n Ot ,/, instruments
« . >
Long Activity connected
et back to model

m Application Development & Services Division
cUﬂltEd States® CATI  CATI Programmers

ensus DEMO Demographic Division
== 0000000000 :



Prepare Survey Collection Instruments — After Review

Activity begins

Alphabetized : with present Instruments
Web specs s Straightened tense verb -
Added ID _PEM© Added Actors
40.01 R > . ADSD | Sequence =3 "ADSD |
Write web N ADSD CATI Flows CATI CATI
specifications .. CAT DEMO DEMO DEMO
= Are there errors?
40.03 40.04 40.06 40.07
Update Web and Conduct internal MO Conduct integration Finalize
CATI instruments testing of Web and testing instruments
CATI instruments
Start Sub DEMO End Sub
Process Process
40.02 Added m‘(es
Write CATI .
specifications g unique IDs CATI Labeled End
_ CATI Specs 20.05 Connected
Correct errors in Activi Event
CATI = Computer ! comect emo ! ctivity to
Assisted Telephone = instruments mOdEI

Interviewing ..
: Moved Activity text
to a Public Note
and resized shape
m Application Development & Services Division
United States® CATI  CATI Programmers
Census DEMO Demographic Division
26
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Why Follow Best Practices?

Models will improve when you follow best practices,
making them easier to use as a communication tool.

United States®

Census
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Census Bureau Programs
Benefitting from BPM

United States®

Census
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Where we are — Display of 100+ Process Modeling

D) hi E i D ial
Efforts at Census conomic. |UBEGR

IRl s A Enterprise Investment Management Disaster Recovery Property Plant and Equipment PAVAN:GC IOV VZRL 1ol M0 o5s o T=k1a (ol B\ 4o
2020 Decennial Service Center EGHEELLRLIENSE FR Recruiting and Hiring External Administrative Records Projects Freedom of Information Act
Negotiating Collaborative Arrangements 2020 Update Leave BINQ7 S AbETE NG oIatiy-Wq= ol 1iTe WS qolel=Rrshatogr: T\ | 5 G 61e3 5150 ) WAV (o B 1T o o) s BB ETE W (67:9248D))
Geospatial Metadata Creation and Posting NPC Kits Receivable Inventory Control EE{ejiaTZiT=R 8T SR i) N [6W:VJLEN] Business Continuity Planning
Facilitating New Employee Orientation 2020 Nonresponse Followup 2012 Construction Sampling & Mailout
NPC Workflow Image Processing Setup 2020 Non-ID Processing Reimbursable Work Authorization Internal Budget = :i{5elo)qduEe)e s eiales iRkl
yOPHIREVTOETCINS YL End of Year Processing Enterprise Risk Management National Partnership Program SIPP ID and Update Pre-Processing
1205 oT0) g SBR[V VB 211 o 1T 'l Foreign National Visitors 2012 Manufacturing & Mining Mailout IOE Data Call Idea Evaluation 2020 Response Processing
SCS Hiring Rasjiinlen:iiiilcReliidl 2020 Local Update of Census Addresses Paperwork Reduction Act OMB Clearance F@ay=ietdio)olbiEREo) bt/
NPC Intelligent Postal Tracking WBT Course Development Request | 2020 Redistricting Data Program JUUSIERVIGECEIRIEAGIA  Reimbursable Tab
Report E-300 Annual Development NHIS Redesign First Stage = E-Correspondence RPAQPA o) NN R EH Y EVITb TRNER i o b T gl KoL TTR B T /ul [
Event Management @Ol ANSIIANe: I iEIIVLl) @ Implementing Content Changes [SEHNTTRELIEHENLFN IOz NPC Process for ACS
2020 Logistics Management RlquEIWNJIJLEMbeTd -8 NPC Kits Expendable Inventory Coeach Incident Response
Census of Governments 2020 Count Review HoJil:iEifeiiil-8 Receiving and Closing Out Customer Requests Geographic Update Partnership Software
IDEVER b oo N @0) | T iTo) s B (o) s R 5y s N (D)@ N 2020 Federally Affiliated Count Overseas NPC Fulfillment
NPC Data Capture and Tracking P\ERIZINEETeet6) ieted L LBV AT I BVl ER Bl s (S Kb @3 o) ga oo Business Process Mapping Request 2020 Archiving
VU ETRE) IO ICEY 1418l Census Hiring and Employment Check | 2012 Service Sectors Sampling & Mailout G JOyBYNNEN 1LEIGRDGIES 0]
Zip Code County Universe Update FTI Blue Bin Replacement = NPC Kits Shipping R EHER SIS FoI s RN E TN 6] el iTe)sB8o (o B {o ol LI TN (@210 (61N D)
HQ Building Evacuation | Internal Administrative Records Projects J\IzIBRIGERTailldo) LIS 210 2020 Integrated Partnership and Communications

Schedule Management Initial Housing Unit Followup (&St BSEGEIER(O0EIN 2012 Front End Edits [6fele)eolS &1V (=TT s VIR 1 o S 20 b a1 a7y
Content Change Coordination E\IsIBRCENNAEJILM EHS Hiring NPC Automated Tracking and Control 2020 Census Questionnaire Assistance




Internal Administrative Records Projects at the
Federal Statistical Research Data Centers

Economic Reimbursable

Surveys Division

Sept 2018

CUnited States]

ensus

s

Context Model for Internal Administrative Records Projects Process

10
Prepare proposal and conduct
appropriate approvad and data
acquisition processes

Are there external
researchers that RESRCH
need 557

20
Process Special
Swom Status

Phases approval is
determined on an ad hoc

basis

(S88)
application

Are data being
acquired?

and approve new

data

No further review
Review type Prepare for and
IRS data perform IRS
¢ review review
Could be:
No review,
DSA review,
IRS review or Data swr?e
A combination. Reencyreview >

5
Prepare for and
perform data source

agency review

United States”
Census
Bureau
CED
' coos
Is project on IRE DVS RESRCH RESRCH

or research1? 60

Prepare project for project
group to gain access to IRE

80

Prepare for and

begin research
project

End

researchl

70
Prepare forms for project
group to gain access to
research1

Application Development and Services Division

m

Center for Enterprise Dissemination

CES Management System

Center for Optimization and Data Science
Data Management System

Disclosure Review Board

Data Source Agency

Economic Reimbursable Surveys Division
Information Owners

10SA Interagency and Other Special Agreements

Internal Revenue Agency

-

=N =8 |© ol K&
Il

Project Contact/Division

8

Policy Coordination Office

Project Review Coordinator (ADRM)

Researcher (if external)

eassssssssms Bureau

4 months
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2 2020 Decennial Business Architecture

2020 Census
Detailed
Operational Plan

‘ eration NRY“‘
p Oper

cUnited States

ensus

eassssssssms Bureau

Organization

Decennial Information Technology

Division

Begin Date

June /2014

Over several years
prior to 2020

Context Model

2020 Census 18. Nonresponse Followup Operation (NRFU)

Purpose: To determine housing unit status for nonresponding addresses and to enumerate housing units for which a 2020 Census

response was not received.

NRFU Planning 151 |
and Preparation !

i
I
i
i
Business Rules | |
and Contact | |
Strategies I 1
Develop 10| - | {
NRFU AdRec |~ | |
Processing | |
~——» Requiements, —— 1 |
Contact 1

Strategies, and |10 1 | ) '.
Business Rules Early | |
———————  NRFU ]
Areas | |
| 1

EEE——
12 | |
b I |
Identify Areas for i |'
Earty NRFU 1 I
18-1.2 i . !

S
Develop 4 I neru |
Requirements for | Begins |
and Approve | !
Systems 1 |
Supporiing Ry |18-1.3 | ,‘

S—
| 1
16 ]
Determine Staff I {
Needs and | |
Performance | |
Metri ]
Enes 18-1.4 | I
D ] I
18 i I
Prepare for and i |'
Deliver NRFU- ]
Specific Training I !
8-1.5 | I

R
! !
I
i

. 18 2 NRFU Operatlonal Workload |2, _ 30 Dcxm
| Management ﬁmognd e {e-2 Rework
: » Resolve lssues Lesel]
| O 182.1
! /18-2.2 Receive and Process '\
| I NRFU Universe and Updates .
NRFU - o
Receive 3° fobCreate Work 43|
I U"Wﬂ RFU Universe ignmems {incl. I
' updm_.; and Updates from Grouped Multiunit
- d RPO Visit Cases) |
L[ 2 2 ;
\ | B A T — -— "
_____________________ —
[ 18-3 NRFU Data Collection '

: Perform NRFU
| Data Collection

s
O

Submit Time and
Expense Data

18-3.1 Receive Work Assignment
| 18-3.2 Perform Field Verification Data Collection

g 18-3.3 Perform NRFU Multiunit Manager Visit I
| 18-3.4 Perform NRFU Case Enumeration

5 18-3.5 Perform NRFU Reinterview Data Collection l
N 18~3 GCIoseout Conhict Attempt _/‘
_ QC Computer Rl Dedsion
RREM?W_E 55| Match Anomaly? _= Outcome to
sinterview - -
Automated Adjudicate RPO

Renterview

Comparison

18-4 NRFU Quality

Control Adjudication

Closeout

Criteria Met?|

Mo
(Repeat Dail

2020 Census 18. Nonresponse Followup Operation (NRFU).vsd

I
|
I
I
|
vy
I
I
I
|
I
I
I
I
|
I
I
I
I
|
'}

Includes:
Early NRFU

NRFU Production
Field Verification
NRFU Reinterview
NRFU Rework

NRFU

United States™

Census

185
Operation Closeout

End

Page 3 of 10
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Effort Focus Organization Begin Date

3 Human Resources Hiring Process Human Resources Division January 2015 2 months

This process assumes hiring is from the EHS open and continuous announcement United States
EHS |-||r|ng Process Context Model used for mission critical occupations (i.e., 1530, 1529, 2210, grades 5-12) cen
Applicants are evaluated by Office of Personnel Management — B“"“"

Admin
Manager
i e Admi i
Ci':g;'“c:; _\ initiates  approves _'""- Selection Clears CHEC st Sel
30 Investigation o
Dioes manager Request Process
want tofill Execute Send pemo|r1(:1el action
pasition Yes Issue certificate offer and natification for and perform
competitively? onboarding reporting and
orientation closeout End
—+
Yes 63
) - - - Aligns with step
Does manager Aligns with step Mg:;;;tg;'rep 11 of 80 Day
want to fill No, 6 of 80 Day F2F Mode! E2E Mode!
No position E2E Model
competitively? Terminate
Process
Mol
20
Determine if "
position can be &
filled v
noncompetitively
Can position
be filled
noncompetitively?
-Census Hiring Manager Admin  Administrative Office
-SROB HR Specialist Sel  selectee
United Stg | Wseos assistant I cssification Team

32

ce n s H Context EHS Activity Model v2.vsd Page 4 of 13




| Effort Focus Begin Date | _ Duration _

4 Research Data Center Access Center for Economic Studies July 2018 5 months

CUnited States®

ensus

eassssssssms Bureau




4 Effort Focus . Organization | BeginDate | Duration |
June 2014 10 months

Office of Program, Performance and Stakeholder
Integration

. . United States”
Context Model for Census Enterprise Investment Review Process census
— Buréau
CIPR
S
BUD CEO ISSRO
R ISSRO ITPRE Performance
CON IT PRB Evaluation
ue . oo =
ESA [
Conduct L |
Environmental Scan m [
October Py
Does the R [,
— -, Prog Area Mgr pondiioh SDLC CoE i
\ SM support a new SWG - :' |
Investment 40 capability? ﬁsu,‘/’ : ",I
Review " |
_ - Propose New Evaluate New Request & Adjust Create New Corrective
®_.<I ?;::::I: I Investments Investments Receive Budget Investments Capahility ) Y Action Report
sar Performance! :
Annually - 7 — — A No Evaluation |
Mid Jan. ! PO Y ! > Report |
{currently) :' ! :;,. ' Y !
j - ‘.II ‘k‘l @ E
! Y 3 Congressional K i
! Invesmment Enterprise or Baseline  Appropriations . {
WCE RM : .Revit_au_v Directorate BPDs ,'/' H
. I.' dispaosition UFR list — Y H
i document . H
Formulate Working ' Investment Enterprise or e
Capital Fund Baseline ——' ; RevieW  pirecrorate - - ..
Req ents H disposition  JFR ist Monitor & Control
5 + h document
s ! + End
D@ A
. -»
Budget planning Final WCF
documents for budget
Current Year (CY InTTia budget allocations and
=BY-1) eg., allocations by owerhead rates
FY16 BPD for directorate for
FY17 budget irec o
CUn1ted States rearerse (ee. P17
e n s u S Enterprise Port Mgmt Process EIM Governance v3.04.vsdm Page6 of 29
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Effort Focus

Information Technology Investment
Management Processes

CUnited State

ensu

eassssssssms Burea

Organization

Begin Date

Information Technology Service

Management Office September 2013

. ;J._E‘&_. ACtiVitv Model for Deliverable #8: Deliver EVMS Variance and Operational Analysis for Exhibit 300s to Commerce ‘ cUnited States™
s Annual Operational Analysis Process

ensus

T~
-

-
‘“‘%E\:M is part of the [TOAD

OME and/or
DOC updates

.‘n 1 =
Y - 10
GEq}e\mfop IT

Last years Update info
template from E300s in
Operational IT Operational
Analysis Analysis
Template Document

(ITOAD)

EVM

Know they are final
via EVM sheets
September

30

ITIM Senior Analyst

ITIM Analyst
POC Program Area Point of Contact

Information Systems Support and Review Office

Annual Operational Analysis Process

[5 FTEs [1 FTE
I

This should be a
federal employee in :
ITIM doing this activity. |
[ TR = I
Ssues? =y
50 - 50
Eie\n’ew for E?ﬂ V

completeness, )
accuracy and Review ITOAD

consistency

Yes

im 10
Update their

portion of
ITOAD

SR
Send Updated

No Send individual
ITOAD to POCs

ITOADs to DOC
in one ZIP file

Yes

Filename: Census-Investment
MName-Op Analysis-Date (Date of
/ final is September 30)

//.{1 FTE

5@ -
Save individual
ITOADs to M:
drive

Email copy of
ITOAD to POCs

As |s_ITIM Control Phase - Annual Operational Analysis Process Model_v1.0_09_20_13.vsd Page 4 of 4

3 weeks
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| fort Fous segin Date | Duration _

National Survey of College

Graduates

Associate Director for Demographic Programs —
Survey Operations 2018

February 4 months

Cen

|2

Interagency
Scope of Work Agreement

Sample Design

DsD

Send mmpq
Draw sample cases for

7 address
siandardization

Mail and
assembly specs Chedk-in and

ATAC System Batching Specs
" |j

Data Entry and
Output Spec
.’ ,—' __.-—"
N

Write inifial Mail

FD

i coo0r

» Design |dters

specs

L —

o B

Wite inifial Web k-
specs

| S

oo B

Write inifal

CATI specs

oo B

Write inifal
TOAEQA

specs

—
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Kl seginDate | Duration

8 Consumer Expenditures Diary (CED)

National Processing Center

Context Model for Consumer Expenditures - Diaries Process

ITSB

10

Receive

Electronic Survey

Materials

SSB Rec
20

Receive Paper
Survey Materials

aC

Review Materials

Check-in and

Batching 3 4
Process CZ \
begins Y

RO

SSB Rec

30

Open and

ITSB

RO

Check-in and

Batch CE Diaries

Keyer

Perform Paper
Data Capture

HQ-ADDP

HQ - FLD
ITSB

RO
sseTans
@

Prepare for

Image Capture

ITSB

e
Transmit Paper

DCB - CSU
Feith Auditors
ITSB

United States”

Census

— Bureau

Data Capture
Reportsto HQ

ITSB

DCB - CI&B

DCB - CSU

&
(8]

Scan CE Diaries

for Image

R vaI

90

Transmit
Electronic Image

File ta HQ
™

® -

Store Paper
Materials

CUnited States®

ensus

eassssssssms Bureau

March 2018 4 months
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... and many more.

Because of the decentralized approach to process modeling at
the Census Bureau, process model benefits are being realized by
areas working independently of the BPM Staff.

At no point is the BPM Staff aware
of all BPM development work at
the Census Bureau.

United States®

Census
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Toolkit

Using the QST to Document
Survey Processes

United States®

Census
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Documenting a Survey
What is your reason for modeling?

* Communication * Process Improvement

* Train New Staff * Basis for Software Development

When a modeler uses the QST to document their survey process,
they need several things including...

Modeler

 Knowledge of the Notation

e How to use the QST

United States®

Census
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Tell Us Click fo provide
feedback on one of
@ What You

the videos below.

S e |-:_ Pa Ce d O n | i n e ) Self-Paced Online Training (SPOT)
Training (SPOT |

Training on this site will not provide official training credit.

L = Transcripts

About QST 3.0 Modeling Notation Basics

v' Each Piece of Notation

An Introduction to Quick Start Toolkit 3.0 14:51 Activity and Actor Shapes 16:35 L
/ H OW to u S e t h e QST Download & Open QST 3.0 613 L Data Object and Data Store Shapes 837

Control Menu 524 L Event Shapes 11:42 L

START HERE File Overview 13:22 Exclusive Gateway Shape 11:30

IModel Readiness Check (MRC) Kiosk (provides —— - Notes and Group Shapes 822 L

basic MRC information)

@ ooel Readiness Check Practice 28138 = Parallel Galeway Shape 5:00 L=

Drawing a Business Process Model in the Quick 2415 Census Business Process Modeling Notation 10:26

Start Toolkit 3.0

Reference Files

« Invalid Characters - List of characters that cannot be used in
Activity, Sub Process or tab names.

Context and Sl.lb PI'OCESS Mode"ng « Census Business Process Modeling Motation (BPMN) Quick

Card - Two-page list of all shapes and their definitions.

New to Context and Sub Process Modeling? We

5 recommend that you view the following videos in order: Model Readi ness Check MRC Artifacts
cUmted States® ( )

e ns u S Sub Process Shape 7:29 - Practice Files

eassssssssms Bureau o S S e e



Quick Start Toolkit 3.0 Demo e ——

or any of the text in the

© s ample - Develop and Conduct Survey - Context.vsdm - Visio Professiona i CEMSUS/PPSI &= - Q 2
The QST 30 Cover d © Example - Develop and Conduct Survey - Context.vsdm - Visio Prof I Marisa Pedro (CENSUS/PPS| FED) @ container on the rlght-
. i Home Insert Draw Design Data Process Review View Developer Help CROSS-FUNCTIONAL FLOWCHART Q Tell me what you want to do r!:-' Shar . .
page contains a lot of i hand side will open the
a -13 -1z -10 -9 -8 -7 -6 -5 -4 -3 -2 -1 0 .
information to help > Model Information
»
re a d e rS u n d e rSta n d Fllename: Exampie - Develop and Conuct SUrvey - Comiext vsom Tab: Cover version & 1.0 Revision Date: 11/572021 Save Date: 41142022 Page: 10f 11] FO rm W h e re t h e
E United States”
the process model, m Develop and Conduct Survey Process Model CEI‘IS!,IS modeler can add or
2 g start — Bureau . .
including: D make edits to provided
1 . Th e titl e Of th e B E @ EnaFE)IF?nig&fﬁu(e:tcn.vriguepgte)s 'II?P‘LIJ;:EU?;?;& of the model is to show the process of conducting a survey via online methods with a paper I nfo r m at I O n .
process model, ] res Tox wonce
. :l 5 1- C""'E.r ] Any one who conducts a survey.
2. Informational text 2 emenmma ey scope ) _ _
3 Example Context to Activity Madel The scope is from the writing of the OMB package to receive approval for collecting data to the final
R 4 Cantext Model processing of data. -
th at eXp I a I n S th e - 5 10 - Design survey and send to OMB CONTENT AUTHORS: Model Information Form X
? - 6- 20 - Draw sample and locate addresses as necessary .
Ctrl + Enter to create a new line
mOdel S pu rpose) ) 7 30 - Prepare mailing related materials INITIAL FACILITATED SESSIO Essential loptional ] rl + Enter reate a new lin Help S
d ] 40 - Prepare survey collection instruments 100082021 .
on a field, this el
sco pel au d Ien Cel j E 60 - Load neceszary files MODEL PREPARATION: r’;ces‘s Na";ec o nn?n:nrmatiunl ﬁ:ﬁlaﬂ
= 10-  80-Collectdata BPM Staff evelop and Conduct Survey
etC *) a n d a 11-  90- Process and send data FACILITATION AND ANALYSIS Version # Revision Date (MM/DD/YYYY)
BPM Staff ’10— 11/5/2021 Process Name
3. Table of Contents | : e e o T of Sl phrase.
ac rem in e la eo The purpose of the model is to show the process of conducting a survey via online Data, Perform
. . methods with a paper mailout. Review
Contents is hyperlinked .
2 to its respective tab. Audience
- Any one who conducts a survey.
@ Scope
A The scope is from the writing of the OMB package to receive approval for
..... collecting data to the final processing of data.
. [
United States® - - |
c Cover Version History and Key Example Context to Activit... Context Model 10 - Design survey and sen... 20
e n S u S Page 1 of 11 English [United States) °|_-|

. ]
Bureau



Quick Start Toolkit 3.0 DemoO | tmemen

HS-0

File Home

Example - Develop and Conduct Survey - Context.vsdm - Visio Professional

The Version History is an
embedded Excel file that
can be opened by
double-clicking anywhere
inside the table.

Version History
Major Revision Change History

eassssssssms Bureau

@ DO kI

cUnited States® ‘

ensus Page 2 of 11

commonly used shapes
and triggers with a brief
explanation.

Help CROSS-FUMNCTIONAL FLOW

7 5 5 7 o "
F;ge::.".‘/ “ h
— Show Document
General Shape Key Pl ”
Hions Giart Brare Tirar Start Bvent Signal Start Event Message Start Event Shapes Only bUtton
Procas bacl mer Evemt Process beging when Process beging when &
bagins wih no Procass bagine ¥t specilc sometting cocurs thal is message (email, phone H H
specific event time nat a message or time call, elc.) is received VU I“ VU hlttle down the
None Activity = Usar Activity =) Service Activity = k I
) e Send Activity y y
ney | Atomic tevel of task to ey | PO Automated; no bu i
be p;gm\re i imnd m'::\'l‘h:ﬂg : e imera:ion S | Message s sent e to O n t O Se
_ ey npoors s vy shapes used in the
= Receive Activity D Manual Activity An activity that uses a An activity thal uses a
A Message is received S| g computer involved M| gavernment off the " | commercial off the
St asaten ) et sppicaten ocument.
= Sub Process using GOTS & Sub Process using COTS
oo | SubProcess - Indicates at least one renme | INdiCatES 3t loast one
Legieal greuping of activilies activity in the sub activity in the sub
e o2 GOTS sopaion gt sy Show Document
- ;m'or crgarizaion Exclusive Gty {E::."”;'::hf:"m" Parwant Gatmeny s h a pes on Iy
invelved in the setivity | —0n Process continues on e G
of sub process one pad one path paths
None Intermediate Event = \'}::;nr o iata Bt Simnst Ao
@ il © passorasy Key of Shapes in this Document e
None Start Event
Link Intermediate Event O ey v
@ Maove to a dfferent place
= in the process
None Activity
Asomic level of task to
None End Event Terminate £ be performed
O Process ends with no @ Process cea
spacific rigger completion
Sub Process

Logical grouping of activities

Data lnput Data Out

Data is needed to Data is pr]

complete an activity result of o ;2"“ crgarizstion Exclusive Gateway <|'> Paraliel Gateway
ACT £ >

invalved in the sctivity Process continses on Process continues on all

Version History and Key Example Context to Activit...

English [United States)

Associa o Wil procees one path paths
d iy Shows d
——+ Directs the flowefthe > JE Timar Intermadiate Event Signal Intarmediate
process model f@] Vit fof & lime period 1o Evint
0r Sub P 1502 pasa or a specific ime to Wail for something that is
seeur ot a times o message
None End Event
o Process ends with no.
specific ngger
Data Normal
- Data Output Data is produced as &
10 - Design survey and sen... 20 - Dra Data |8 produced 5 & ressult of an acivity and
result of an activity it neaded 1o campiate 8
different activity
Sequence Flow .lnocl::;ﬂ Arrow
b Directs the fow ol the v "
pracass mocal ecanections 1o Activities

or Sub Processes
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Quick Start Toolkit 3.0 Demo

The Example Context to Activity Model

wememe tab shows a portion of a Context model

Developer  Help  CROSS-FUNCTIONAL FLOWCHART ~ Q Tell1 with brief explanations of how the
S = ., 12 | shapesare used.

Example - Develop and Conduct Survey - Context.vsdm - Visio Professional

Home Insert Draw Design Data

E»

Process Review View

f Reading and Understanding the Model — Context to Activity Model ensus

Census
— ooy
Q Adlors Informaticn Technology NPC | Nationsl Processing Center PM  Project Mansger EEC suviect Matter Expent Subject Matter - IT Mathematical Statistician
= :::nmd.;y SR goig dals ma"::«"ﬁﬁﬂ‘; g.pmun; the point: 2‘- ‘ &mm Hepratnt e w;.mn that
e (eg. fles. dats. etc.) from one the specified timeframe 1o occur multiple paths of the process can work in the can happen concurrently, Al
activity and in-coming dats to before procesding to the next begin concurrently rather than - [mmwmmnmmm -
ancther activity or sub process. | 3tep in the process sequentially, ‘m”"‘“d" | triggering the outgoing flow. Sub Process — Represents
s W;&n & Business Register Maikout Fie Mailo\} Specs i / ) S process Sppasron
o coming data (e.g. Mes. | \
¢m‘m)b;:mmy 3 = - e "
o sub process. \\ 7 = \ .‘
&L '\ X \ End Event - Dapicts whan
—_— 4 ) * Y o 1 the process is complete.
. . . 7 y Collact Dat Can inchude a trigger that
Clicking the links takes the e |, i i s
Can include a trigger — egmmmlmesupe
specifying a time, message. Start I @ « signal. or prematurely
user to the Census | v ot =
. \ *4mndinn,
Process Directory where
. Tab: | Maidout File
they can view models e \ 2 ——
1 _ Gateway - Exglusive - Merge -
h h .l { — @ PM iriaida B SoH waling
others have built and el | [ ] I e
e e e e LT @ »o = ol S
shared as well as other e R Pemmpeint
process. i
______ S {
| Stertsub
d Click the link below to go to the g Poem
example mo els' Gensus Pracess Ditectory (RO} i Gateway - Exclusive - Split - Il Sub process 20 Prepare for
search for additional examples. Represents that the process | Mailout decomposed workflow
https://uscensus.sharepoint.com/ rplobeabalalnto U Prepars poar
) teams/aden/apps/CPD/SitePages/ I et Context model numbering used in
= Landing.aspx sub process numbering: activities
4 - s inside sub process 20 are numbered
A On. e GED welshe, chchFatog T 20.01,20.02, 20.03.
son I the sea,:: ZZZM FEssnh \_ 20 - Prepare for Mailout J

cUnited States® =

»
e n S u S Cover Version History and Key Example Context to Acti... Context Model 10 - Design survey and sen... 20 - Draw sample and loca...

30 - Prepare mailing relate..  Alla (P
Page3of 11 English (United States) &5

eassssssssms Bureau

gz - '] + 79% B B
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uick Start Toolkit 3.0 Demo

H ©- Example - Develop and Conduct Survey - Context.vsdm - Visio Professional

Marisa Pedro (CENSUS/PPS| FED) @ Eal

The Navigation shape on each Sub
Process Model tab is hyperlinked to the

File Home Insert Draw Design Data Process Review View Developer Help CROSS-FUNCTIONAL FLOWCHART Q Tell me what you want to do CO ntext M Od el ta b tO a id i n n aVigati ng
4 -13 12 -11 -10 -8 -8 -7 -6 -5 -4 -3 -2 -1 0 h d | d Q d' d .
> the moael during reading and review.
(=5
FDename E B 500 Tab: Context Mode! Save Date: £71/2022 Page: 4af 11
= United States"
Context Model: Develop and Conduct Survey The process shows the steps to prepare to conduct a survey. Census
—
O Actors application Development and Services Division CATI | CATI Programmers m Contact Canters DEMO  Demographic Division m Demagraphic Surveys Division
= DSMD Demographic Statistics & Methodology Division m Farms Design LCC  Logistics Command Center WPC  National Processing Center Staff
—_— NPC - 8C  Mational Processing Center — Survey Coordination Pnnler H ©~ Example - Develop and Conduct Survey - Contex
EI Home Insert Draw Design Data Process Review View ‘ :.0 n text
) -7 -26 -25 24 -23 -22 M d I
(] ’ ode
| cc | B - o e
ser DEMO F som T e 3
K Sub Process Model 10 - Design survey and send to United States
J 0 OMB The sub process shows the documents needed for the OMB package. Census
o Dirasw sample and
<> DEMO "’;‘; : ey O - [EELZ] #sebcation Development and Services Division AT caTl Frogrammers S corvect Coners |G emosraphic Dwision. [ EEJR Demosraphic surveys Dnisian
DEMO = DSMD  Demograghic Statistics & Methodology Division N Fors Desian LCC  Logistics Command Center NPC  Mational Frocessing Center Staff
© nEen — MPC-SC  Nstional Frocessing Center — Survey Coordination Frinter SPON  Survey Sponsor
2 an
Design survey and Prepare maiing
D = send to OMB + —— i related materials II'
© Cantext
ADSD m Model
=] m <:A11 o | _ B Seope ek
120 DSMD
= = DEMO DEMO Lcc <> w SPON OB Package
—_—— 2
50 0 :
Pmunve survey Craate training Lead necessary Condust CATI
callestion fikes trainiineg
|n=|ru|n=m.
OME ¥
appaa 0O =
N
—
Sub Processes are
> ™ Process Process
. . 00
hyperlinked to their ) :
y p tesign ‘Sample design »
respective tab : ‘
P c
G
4
A
fens
Example Context to Activit... Context Model 10 - Design survey and sen... 20 - Draw sample and loca... 30 - Prepa
. =
Page4 of 11 English [United States) ] 5 ;
D Bureau Example Context to Activit... Context Model 10 - Design survey and se... 20 - Draw sample and loca... 30 - Prepare mailing relate... 40 - Prepare survey collecti... 60 Alla
FageSof 11 English (United States) &1 g - 1 + 7% H B




Quick Start Toolkit 3.0 Demo s o |

Summary Text Shapes Connections

Count of Issues for 40 - Prepare survey collection instruments:

H ©- = Example - Develop and Conduct Survey - Context.vsdm - Visio Professional Marisa )
Click on the tabs above to read

EziERn T s detailed information regarding

t Draw Design Data Process Review View Developer Help CROSS-FUNCTIONAL FLOWCHART .
Text 5 the issues found and how to

Shapes correct them.

From the QST Control Menu

(accessed by holding Ctrl+Q on Connections 1 -Disabled

the keyboa rd), cIicking Check Tab | anduct Survey - Contest vsom Tab: &0 - Prepare sunvey cofe et Total Readness Check
. . Sub Process Model: 40 - Prepare survey collection rocess shows the steps for pre

will run the Model Readiness '

Appl'l:ationnevelopmemandsewi:esDivisi:un CATI | CATI Programmers mCDn‘.acICenlers DEMO  Demographic Division

instruments Although it is highly suggested maodelers correct the issues, it is not mandatory. There may be instances
C h ec ks O n th e C u rre ntly a Ctlve ta b DSMD  Demographic Statistics & Methodology Division N oo oesion LCC  Logistics Command Center WPC  National Procsssing Center

where the results point out issues that should remain for business reasons. Use the "Customize
— 1 NPC - 5C  Mational Processing Centar — Sursey Coordination m Priniter
also Shown In blue teXt on the Re-Check Tab Check File Readi Customize Readiness
QST Control Menu e I co

ments

v

Readiness Checks" button to enable or disable any readiness check(s).

QST Control Menu - Visic Component \ = X LECD .D\ The MOde' Readiness ChECk Tab
v~ can (4050
. ] Heb || e oo oum s Results appear after the QST has
Business Process Modeling and _ e luded i heck f h
Analysis Toolkit using Microsoft Visio S| e e SCINELLEE! IS GIREL T s
‘—.. _ — T ; CATIinstruments . active tab

Telephane

Interviewing [CATI) CATI Specs [+
Draw Model Auxiliary QST Menu " ,::ﬁ—,:f,,.,n, e 4005
- S Comect erors in
Closes this window to begin drawing. Access to Sub Process Hyperlinking and - Ty Wk and CATI
the QST Shape Details Window. nstuments

Check Tab

Runs the Model Readiness Check on
40 - Prepare survey collection instruments.

Check File
Runs the Model Readiness Check on the
whole file.
-
4
Reminder: Press <Ctr+Q from the Toolkit to access this Quick Start Toolkit Control Menu
CXETTTPTE COTITEX T [0 ATV T orext Model 10 - Design survey and sen... 20 - Draw sample and loca... 30 - Prepare mailing relate... 40 - Prepare survey colle... 60  Alla @

m Page8of 11  English (United States) 23] = - 1 + 799 H B

eassssssssms Bureau
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Quick Start Toolkit 3.0 Demo

Tabs where you can find either
summary issue information or detailed
information by category of issue.

Name of tab on which
the check was run.

Model Readiness Check Tab Results - 40 - Prepare survey collection instruments

Summary Text
Information for the

selected Tab Check
tab. This screen shows Category

the Summary tab. Text
Shapes
Connections
Other

Total

Shapes

Count of Issues for 40 - Prepare survey collection instruments:

# of Issues

5

1
1
0
7

Connections

Click on the tabs above to read
detailed information regarding
the issues found and how to

correct them.

1 -Disabled
Readiness Check

Although it is highly suggested modelers correct the issues, it is not mandatory. There may be instances
where the results point out issues that should remain for business reasons. Use the "Customize

Readiness Checks" button to enable or disable any readiness check(s).

Re-Check Tab
Readiness

/

Re-runs the readiness checks
cUnited States® on the tab. No need to return

ensus to the QST Control Menu.

Check File Readiness

\

Customize Readiness

Checks

Closes the
Model Readiness
Check Results
window and
returns to the
Visio file.

eassssssssms Bureau

Runs the
readiness checks

on the whole file.

Reveals the list of
readiness checks that the
modeler can turn on/off.
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Quick Start Toolkit 3.0 Demo

ID Column —
Displays the
information
provided in the ID
field of the shape
(accessed through
the QST Shape
Details Window).

# Column —
Displays
sequential issue
number within
this issue
category.

cUni’ted States®

ensus

eassssssssms Bureau

Shape Text Column — Displays the
name/label that appears on the
shape. This text is truncated if it is
too long for this column.

Issue Summary
Column — Displays
a short description
of the issue.

Issue Summary is a short
description of the issue.

/

Model Readiness Check Tab Results - 10 - Prepare survey collection instruments

Shapes Connections
Shape Text

Write web specifications

Other
lssue Summary

Activity missing 1D

Write Computer Assisted Teleph... Activity text exceeds 52 characters
Update Web and CATI instrument.. Duplicate ID

40.03 Conduct internal testing of We...  Duplicate ID
End Event not correctly labeled

Re—Che_c:I-c Tab Check File Readiness Customize Read
Readiness Chece

|zsue Details /
End Event not correctly labeled
Issue Detail:

The End Event is either not labeled or labeled incorrectly. All Event
shapes should include appropriate text to help with understanding.

Resolution:

Add a label to the End Event. {The labg| must have at least two non-
space characters. )

Visio Internal End Event. 1906 . Closge

Close

More Button — Displays a pop-up that
provides additional information for the
selected issue — “Issue Details”.

Resolution provides a . .
P Issue Detail provides

description of how to .
. a full description of
modify the model to )
the issue.

correct the issue.
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Quick Start Toolkit 3.0 Demo

Name of file on which

Checkbox to toggle on
the check was run.

to show the Cover tab

Ii“ &l Readinem - Example - Develop and Conduct Survey - Context.wsdm ‘ d nd a“ mOdeIIng ta bs

or off to show only the
tabs with issues.

Main portion of the

Count of issues for:  Example - Develop and Conduct Survey - Context vsdm
[~ Show Cover and all modeling tabs

screen that lists the . S i | W ne ) N {2
i Cover 0 0 0 1
Cover tab and all the Context Niodei 0
q q 20 - Draw sample and locate addresses as necessary 1
mOdellng ta bS In the 40 - Prepare survey collection instruments 1
80 - Collect data 2

file with a count of
the number of issues

per type of issue and

Double-click on the tab name to run the readiness checks and view the resulting issues for that tab.

per tab. Closes the Model
Although it is highly suggested modelers correct the issues, it is not mandatory. There may be : .
instances where the results point out issues that should remain for business reasons. Use the Re;dhgsia&e:i:k ReadlneSS ChGCk ReSU ItS
"Customize Readiness Checks" button to enable or disable any readiness check(s). A
_ window and returns to
the Visio file.
Re-check File Check Readiness of Customize Readiness
Re-runs the readlness_ Runs the readiness fevele the e o readiiess & hedks
checks on the whole file. checks on the that the modeler can turn on/off.
No need to return to the current tab.

United States® QST Control Menu.
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Questions

Brenda Damario & Marisa Pedro
US Census Bureau

Office of Program, Performance and
Stakeholder Integration (PPSI)

Business Process Management (BPM) Staff

PPSI.BPM.Staff@census.gov

United States®
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easssssss—— Bureau 50


mailto:PPSI.BPM.Staff@census.gov

Hope you enjoyed the journey!

Quick Start “\ A
Toolkit (QST) (@ "~

S Business

Process

Management
and Modeling

:’:u‘
!  Using the QST to
Document Survey
Processes
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