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Brief Description

The purpose of the Add/Edit Background Information Use Case is to document the process for an Actor to Add Background Information for a job applicant through the process.  The Actor must have the Role of Background Investigator or Role of Background Reviewer to initiate this use case. 
This Use case allows an Actor to perform a variety of duties including:

1. Add an Applicant to the system.

2. Add Previous Employers, References, and Neighborhood Parties to the Applicant.

3. Save Answers to the Employment Verification Questionnaire, Reference Questionnaire, and Neighborhood Interview Questionnaire.

1. Pre-Conditions
1.1 The Actor has Internet connectivity and has logged in to the ICAMS system.

1.2 The Actor must have the Role of Background Investigator or Role of Background Reviewer or Role of View Closed Background.

2. Post-Conditions

2.1 None 

3. Flow of Events

3.1 Basic Flow

3.1.1 The use case begins when the Actor clicks on the Background option from the Main Menu. 

3.1.2 The system displays the Background Search Screen.  

3.1.3 The system displays Search By Option1: Applicant First Name, Last Name as text fields; Option2: Investigator First Name and Last Name as text fields, Status as a drop down list, From Date and To Date as date fields;

3.1.4  The Investigator First Name and Last Name are pre-filled for a particular investigator. For Other roles, the fields are not pre-filled. The Status drop down list is always pre-filled with value ‘Saved’.

3.1.5 The Actor enters data and clicks on the Search button.

	
	Data Element
	Business/Validation Rules

	
	Option1, Option2
	One of the two options is Required.

	
	Applicant First Name, Last Name
	Only one of the fields is Required if Option 1 is selected. Maximum of 30 characters.

	
	Investigator First Name, Last Name
	Not Required.

	
	Status
	Not Required.

	
	From Date, To Date
	Not Required. Must be valid dates. From Date must be before To Date. 


3.1.6 The system displays all the Background Cases previously started in the order of descending added date in an existing values table. If there are no background cases already added, the System displays a blank table.  For each existing case, the following data is displayed:

	
	Field Name
	Action

	
	Applicant Name
	Hyperlink (available only for Backgrounds that are not closed.)

	
	Position Applied
	Display Only

	
	Assigned To
	Display Only

	
	Status
	Display Only

	
	Status Date
	Display Only

	
	Report
	Hyperlink (available for Closed Background for roles with Special Permissions as listed below)


3.1.7 If the Actor clicks on the Applicant Name hyperlink, the flow continues with the Edit Background Information Alternative flow. 

Business Rules: 

If a Background is closed, the Background Information cannot be opened. Only Actors with View Closed Background Role can view the Background Report.

3.1.8 The Actor clicks on the Start New Background button.

3.1.9  The system displays the Background Main Screen to the Actor.

3.1.10 The system displays Applicant Last Name, Middle Name, and First Name as text fields.

3.1.11 The system also displays SSN as a text field and Date of Birth as a date field. 

3.1.12 The system displays Position Title, Position Number as text fields. 

3.1.13 The system displays Investigator Assigned as all the Human Resources with Background Investigator Role in a drop down list and defaults to ‘—Choose One—‘. 

3.1.14 The system displays Start Background button and Cancel button. If the Actor clicks on the Cancel button, the flow continues with step 4.1.2 of the Basic Flow. 

3.1.15 The Actor clicks on the Start Background button. 

3.1.16 The system validates the data entered using the rules defined in the table below and the flow will continue with the next step of this flow.  If a data validation error is encountered, the flow will continue with the Validation Errors alternate flow.

	
	Data Element
	Business/Validation Rules

	
	Applicant First Name, Last Name
	Required. Maximum of 30 characters.

	
	Applicant Middle Name
	Not Required.

	
	Position Title
	Required. Maximum of 50 characters.

	
	Position Number
	Required.  Maximum of 25 characters.

	
	Investigator Assigned
	Required. Must select other than ‘—Choose One—’

	
	SSN
	Required. Maximum of 20 characters.

	
	Date of Birth
	Required. Must be valid Date.


3.1.17 The system saves the data and refreshes the screen with Background Information sidebar and Background Main Screen. 

3.1.18 The system displays Update button and hides the Start Background button. The system displays Approve and Close as two buttons. The system displays ‘Main’, ‘Parties’ as menu items in the Background Information sidebar.

Business Rule(s):  The Approve button will be displayed only for the Actor with Background Reviewer role. The Close button will be displayed only after the Background Reviewer approves the Background Investigation.

3.1.19 If the Actor clicks on Approve or Close button, the flow will continue with the Approve/Close Background Alternative flow.

3.1.20  If the Actor clicks on Main on the sidebar, the flow continues from the above step.

3.1.21 If the Actor clicks on the ‘Parties’ link, the system refreshes the screen and displays Background Parties Screen to the Actor.

3.1.22 The system displays all the Parties added to the Background Investigation in the order of descending added date in an existing values table. If there are no parties already added, the System displays a blank table.  For each existing party, the following data is displayed:

	
	Field Name
	Action

	
	Background Party Name
	Hyperlink

	
	Background Party Type
	Display Only

	
	Relationship to Applicant
	Display Only

	
	Deactivate/Activate
	Deactivate hyperlink appears if the party is active, Activate hyperlink appears if the party is deactivated.


3.1.23 The system also displays ‘Add New Background Party’ as a button on the top of the list of existing values table.  If the Actor clicks on the Background Party Name hyperlink, the flow continues with Edit Background Party alternative flow.

3.1.24 If the Actor clicks on ‘Add New Background Party’, the system opens Search Parties Screen in a new window and the flow continues with the Party Search Use Case. From the search results, the Actor selects a Party and the system closes the window and displays the Background Main Screen with the selected Party Name and Address below the existing list of values and an Edit link next to the Party Name and Address. 
3.1.25 The system displays Background Party Type as a drop down list with ‘Employer Reference’, ‘Neighborhood’, and ‘Other Reference’.

3.1.26  If the Actor selects ‘Employer Reference’, the system displays Employer Name as a non-editable text field with Add/Edit Employer button next to the text field. If the Actor clicks on the button, the system opens Search Parties Screen in a new window and the flow continues with the Party Search Use Case. From the search results, the Actor selects a Party and the system closes the window and displays the Background Main Screen with the selected Party Name as the Employer Name in the non-editable text field. 
3.1.27 If the Actor selects ‘Neighborhood’ or ‘Other Reference’, the system displays Occupation, as a text field.

3.1.28 The system displays Relationship to the Applicant as a drop down list and defaults to ‘—Choose One—‘.

3.1.29 The system displays Comments as a text area. The system displays the Save and Cancel buttons.

3.1.30 The system validates the data entered using the rules defined in the table below and the flow will continue with the next step of this flow.  If a data validation error is encountered, the flow will continue with the Validation Errors alternate flow.

	
	Data Element
	Business/Validation Rules

	
	Background Party
	Required.

	
	Background Party Type
	Required.

	
	Employer
	Required if Party Type is Employer Reference

	
	Occupation
	Not Required.

	
	Relationship to Applicant
	Required.


3.1.31 The system saves the information and displays the Background Party in the list of existing values table. 

3.1.32 The use case ends.

3.2 Alternate Workflows

3.2.1 Validation Errors 
This is the alternate flow to cover resolving validation errors that were found while the Actor was intake data.

3.2.1.1 The system displays guidance text associated with each field in error.

3.2.1.2 The Actor will enter the appropriate values to correct the validation error.

3.2.1.3 The flow continues in the basic flow at the next step after the calling point.

3.2.2  Edit Background Party

This is the flow that allows an Actor to edit Background party. 

3.2.2.1 The system displays the Background Party Screen with the fields mentioned above and also pre-fills the data fields.

3.2.2.2 The system displays Update button and hides the Save button. 

3.2.2.3 The system also displays Questionnaire as a button if the Background Party is an Individual and if the Actor clicks on this button, the flow continues with the Answer Questionnaire Alternative flow.

3.2.2.4  The Actor clicks on the Update button and the flow will continue with step 4.1.28 of the Basic Flow.

3.2.3 Add/Edit Answer Questionnaire

3.2.3.1 The system displays the Questionnaire Answer Screen with the fields mentioned above and also pre-fills if any answers already exist.

3.2.3.2  Based on the Background Party Type, the system displays the questions in the questionnaire. 
3.2.3.3 If the question is a Yes/No type, the system displays a drop down list with Yes and No values and No as the default. 
3.2.3.4 If the question is a Pick One type, the system displays the choices for the question as Radio button group. 
3.2.3.5 If the question is a Pick Many type, the system displays the choices for the question as Checkboxes. 
3.2.3.6 If the question is Numeric or Short Answer Type, the system displays a text field. 
3.2.3.7 If the question is Essay Type, the system displays a text area. 
3.2.3.8 The system displays a Save button and a Cancel button. 
3.2.3.9 If the Actor clicks on the Cancel button, the flow continues with the Cancel Data Entry alternative flow.

3.2.3.10 If the Actor clicks on the Save button, the system validates the data entered using the rules defined in the table below and the flow will continue with the next step of this flow.  If a data validation error is encountered, the flow will continue with the Validation Errors alternate flow.

	Business/Validation Rules

	All Answers to Numeric Question(s) must be a whole number.

	All Short Answers must be less than or equal to 50 characters.

	All Essay Questions must be less than or equal to 1000 characters.


3.2.3.11 The system saves the questions and displays the Questionnaire Answer Screen to the Actor. 

3.2.4 Approve/Close Background

3.2.4.1 If the Actor clicks on the Approve button, the system modifies the Background Status from Saved to Approved. 

3.2.4.2 If the Actor clicks on the Close button, the system modifies the Background Status to Closed and displays the Background Search Screen to the Actor. 

3.2.4.3 The use case ends.

3.2.5 Cancel Data Entry 

This alternative data flow is when the Actor chooses to cancel a data entry action from any screen within Incident Parties.  

3.2.5.1  The system closes the current screen.

3.2.5.2 The flow continues from the point of origin.

3.2.5.3 The use case ends.
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