
As-Is Map - Business Licensing & Short-Term Rental Permits (ID: 2617314bdda) https://us006.blueworkslive.com/scr/processes/2617314bdda
Treasurer's Office space, Last modified on Mar 27, 2025 12:45 PM
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As-Is Map - Revenue Collection & Cash Receipts (ID: 20573145299) https://us006.blueworkslive.com/scr/processes/20573145299
Treasurer's Office space, Last modified on Mar 26, 2025 3:33 PM

Manual Task System Interaction

Revenue Collection Receive Payments to Department Accounts Process Transmittal Forms Reconcile Deposits
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As-Is Map - Accounts Payable Process (ID: 22f7310d179) https://us006.blueworkslive.com/scr/processes/22f7310d179
Finance space, Last modified on Jun 2, 2025 3:11 PM
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As-Is Map - Accounts Receivable Process (ID: 208732bf45e) https://us006.blueworkslive.com/scr/processes/208732bf45e
Finance space, Last modified on May 6, 2025 4:09 PM

Manual Task System Interaction Point System Automation
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As-Is Map - Budget Tracking (ID: 21e73126d3d) https://us006.blueworkslive.com/scr/processes/21e73126d3d
Finance space, Last modified on Apr 24, 2025 4:37 PM

Manual Task System Interaction
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As-Is Map - Employee Time Tracking & Payroll Integration (ID: 275730e5c62) https://us006.blueworkslive.com/scr/processes/275730e5c62
Finance space, Last modified on Apr 15, 2025 10:25 AM

Manual Task System Interaction
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As-Is Map - Financial Statement Reporting (ACFR) (ID: 2797328e78d) https://us006.blueworkslive.com/scr/processes/2797328e78d
Finance space, Last modified on Jun 5, 2025 1:15 PM

Manual Task System Interaction Point
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As-Is Map - Fixed Asset (ID: 247732ff25a) https://us006.blueworkslive.com/scr/processes/247732ff25a
Finance space, Last modified on May 19, 2025 11:49 AM

Manual Task System Interaction Point
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As-Is Map - General Ledger Journal Entry (ID: 24f730e52d2) https://us006.blueworkslive.com/scr/processes/24f730e52d2
Finance space, Last modified on Apr 14, 2025 3:24 PM
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As-Is Map - Grants Management + BAR (ID: 22f732b1332) https://us006.blueworkslive.com/scr/processes/22f732b1332
Finance space, Last modified on May 19, 2025 11:48 AM

Manual Task System Interaction Point
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As-Is Map - Month End Close (ID: 26a7312429a) https://us006.blueworkslive.com/scr/processes/26a7312429a
Finance space, Last modified on Jun 5, 2025 1:17 PM

Manual Task System Interaction Point
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As-Is Map - Payroll Processing (ID: 24f730e15d9) https://us006.blueworkslive.com/scr/processes/24f730e15d9
Finance space, Last modified on Jun 5, 2025 1:17 PM

Manual Task System Interaction Point
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As-Is Map - Payroll Reconciliation Process and Payroll Check Run (ID: 231731014ea) https://us006.blueworkslive.com/scr/processes/231731014ea
Finance space, Last modified on Jun 5, 2025 1:18 PM

Manual Task System Interaction Point
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As-Is Map - Compensation, Position, and Job Class Maintenance (ID: 205731479d4) https://us006.blueworkslive.com/scr/processes/205731479d4
Human Resources space, Last modified on Jun 5, 2025 1:21 PM
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As-Is Map - Employee Offboarding (ID: 24e7312a59c) https://us006.blueworkslive.com/scr/processes/24e7312a59c
Human Resources space, Last modified on Mar 26, 2025 3:43 PM

Manual Task System Interaction
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As-Is Map - HR Recruitment & New or Vacant Job Posting and Onboarding (NeoGov) (ID: 24f730e49df) https://us006.blueworkslive.com/scr/processes/24f730e49df
Human Resources space, Last modified on Mar 31, 2025 3:47 PM

Manual Task System Interaction

Identify Hiring Needs Recruiting Screen Applications Conduct Interviews & Check References Extend Job Offers Complete Hiring Paperwork Onboard New Employees

Bo
ar

d 
of

 S
up

er
vi

so
rs

Di
re

ct
or

 o
f F

in
an

ce
Hu

m
an

 R
es

ou
rc

es
Hi

rin
g 

De
pa

rt
m

en
t A

dm
in

ist
ra

to
r

Ca
nd

id
at

e

Yes

No Yes Yes

Yes

Pass

Fail

No

No

No

Start

Approve Budget for
New Positions

Create a
Spreadsheet for
New Positions

Email

Send Copy of
Approved

Resolutions

Determine Staffing Requirements and Open Positions

Start

Create Position
Number in Central

Square

Update TOOL
(Table of

Organizational

Generate Listing in
Report Center on

SharePoint End

Advertise Job Vacancies Through NeoGov

Start

Submit a Job
Requisition in

NeoGov

Review and
Approve

Posting the Position
on NeoGov

End

Submit Online
Application

Screen Application

Is the job opening in
RECC/Fire and

Rescue?

Take a Test for
Relevant Job Skills

Do candidates meet
the requirements?

Send Qualified List
Set Salary Based on

Experience and
Education

Choose the Most
Suitable Candidates

for Interview

Schedule and
Conduct Interviews

with Candidates

Identify Top
Candidate

Check the Top
Candidate's
References

Submit Offer in
NeoGov

Submit EPA on
SharePoint

All Supporting
Documents uploaded

to NeoGov?

Extend a Verbal
Offer to the
Candidate

Draft the Offer
Letter

Email

Notify the Applicant
of Job Offer

Accept offer?

Sign Offer Letter
Sign Authorization
for Preemployment

Screening

Take Alcohol, Drug
Screening and
Physical Test

Pass or Fail

Setup New Hire
Paperwork in

NeoGov

Complete Online or
In Person with HR

Enter Employee
Data from Forms
into HRIS System

Report New Hire
into NM New Hire

Directory

Accept New Hire in
Navalign

Close Job Posting
on NeoGov

Scan and Upload
PERA Forms to PERA

Portal

Start Work with the
Department

End

Rescind Offer Letter

End

End

Send Out Email
Notice

End

1

1.1

1.2 1.3

1.3.1

1.4
1.4.1 1.4.2 1.4.3

2

2.1

2.1.1

2.1.2 2.1.3

3

3.1

3.2
3.3

3.4

3.5
3.6 3.7

3.8

4

4.1 4.2 4.3 4.4 4.5 4.6

4.7

5

5.1 5.2

5.3

5.3.1

5.4
5.5 5.6 5.7

5.8

5.9

6

6.1

6.2

6.3 6.4 6.5 6.6 6.7

7

7.1



As-Is Map - Leave & Benefits Administration (ID: 24e7312bbc3) https://us006.blueworkslive.com/scr/processes/24e7312bbc3
Human Resources space, Last modified on Mar 31, 2025 2:45 PM
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As-Is Map - Ambulance Billing Process (ID: 2587312d139) https://us006.blueworkslive.com/scr/processes/2587312d139
Public Safety space, Last modified on Mar 27, 2025 1:06 PM
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As-Is Map - Employee Time Tracking & Payroll Integration (Fire Department) (ID: 22c731202af) https://us006.blueworkslive.com/scr/processes/22c731202af
Public Safety space, Last modified on Apr 9, 2025 3:38 PM
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As-Is Map - Contract Management (ID: 22073288e69) https://us006.blueworkslive.com/scr/processes/22073288e69
Finance space, Last modified on Jun 5, 2025 10:24 AM

Manual Task System Interaction Point
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As-Is Map - Purchase Order (ID: 261731486a9) https://us006.blueworkslive.com/scr/processes/261731486a9
Finance space, Last modified on Jun 5, 2025 1:18 PM

Manual Task System Interaction Point
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3.1.6

3.2

3.2.1
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As-Is Map - Purchasing Process Request Form, Purchasing Methods & Requisition Approval (ID: 2417310e307) https://us006.blueworkslive.com/scr/processes/2417310e307
Finance space, Last modified on Jun 5, 2025 1:18 PM

Manual Task System Interaction Point

Department Submittal Purchasing Intake

Re
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es
tin

g 
De

pa
rt

m
en

ts
Q

A 
Sp

ec
ia

lis
t

Pr
oc

ur
em

en
t M

an
ag

er
Ev

al
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tio
n 

Co
m

m
itt

ee
Pu

rc
ha

sin
g 

Bu
ye

r

Yes

Request for
Proposals

Goods

No

No

Yes

No

Yes

Start

Collect Information
and Create Purchase

Request Form

Email

Send Email to
Purchasing Division

Receive Intake
Form via Email

Enter Necessary Information into Systems

Start

Enter into
Purchasing

Contracts Data Base

Enter into P Drive
(Secure File
Repository) End Complete Packet?

Email

Email for
assignment

Conduct QA Review

Email

Assign to a Buyer

Update the DB

Review and Accept
the Packet

Communicate with
Requestor Update DB

Type of procurement
method

Complete RFP Process

Start

Verify that Packet
Material is Available Draft RFP Review and Finalize

RFP

Advertise RFP on
Newspapers and
Post on Website

Post Addendum if
Required

Collect RFP
Responses

Provide Evaluation
Committee with

Copies of Proposals

Review Proposals Score Proposals
Make a

Recommended
Selection

Notify all Offers to
the RFP of County's

Selection

Enter into
Negotiations with

Selected Offer

Obtain Legal
Attorney Approval

Does Contract exceed
$250,000?

Obtain County
Manager Approval

Execute the
Contract

Issue Purchase
Order

Post Notice of
Award to Website

Turn Over to Requestor
or Requesting
Department

End

Obtain Board of
County Commissioners

(BCC) Approval

End

Complete Invitation for Bid Process

Start

Ensure Relevant
Information is

Available

Draft Invitation for
Bid (IFB) Document

Advertise IFB and
Post to Website

Make a Determination
on Lowest and Most

Responsive Bid
Draft the Contract

Does contract exceed
$250,000?

Obtain County
Manager Approval Award the Contract Post Notice of

Award on Website

Provide Executed
Contract and Purchase
Order to Requesting

Department End

Obtain BCC
Approval

End

Methods include:
1. Invitation for Bid Process
2. RFP
3. Requests for Quotes
4. Statewide Price Agreements/Cooperative
Agreements
5. Sole Source
6. Design-Build Delivery Method
7. Declaration Emergency
8. Small Purchase Procurements
9. State Use Act

Request Additional
Information from

Requestor

1

1.1 1.2

1.2.1

2

2.1
2.2

2.2.1 2.2.2
2.3

2.4

2.4.1

2.5 2.6
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2.8 2.9 2.10
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2.12.1 2.12.2 2.12.3 2.12.4 2.12.5 2.12.6 2.12.7

2.12.8 2.12.9 2.12.10

2.12.11 2.12.12 2.12.13
2.12.14

2.12.15 2.12.16 2.12.17 2.12.18 2.12.19

2.12.20

2.13
2.13.1 2.13.2 2.13.3 2.13.4 2.13.5

2.13.6
2.13.7 2.13.8 2.13.9 2.13.10

2.13.11

2.14



As-Is Map: Public Works - Inventory/Asset Management (ID: 2ee73335a4a) https://us006.blueworkslive.com/scr/processes/2ee73335a4a
Public Works space, Last modified on May 28, 2025 12:23 PM

Manual Task System Interaction Point

Work Order Creation Execute Work Order Complete Work Order

Re
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t I
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W
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 S
ys

te
m

Start

Identify Need for
Maintenance or
Asset Repair /

Submit Work Order
Request via Portal /

CMMS

Review and
Approve Work
Order Request

Assign Work Order
to Technician

Schedule Work
Order and Notify

Technician

Travel to Site and
Execute Work

Trigger Automatic
Response When
Work Order is

Close Work Order

Send Notification
that the Request is

Completed End
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1.3 1.4 1.5
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2.1

2.2

3
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As-Is Map - Incident Reporting and Compliance (ID: 20f7314ffbc) https://us006.blueworkslive.com/scr/processes/20f7314ffbc
Human Resources space, Last modified on Apr 4, 2025 1:00 PM

Incident Reporting
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Fi
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ep
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tm
en

t/
Sh

er
iff

's 
O

ffi
ce

Damage to
Constituent

Property

Single County
Vehicle Incident Yes

No

Injury on the
Job

Yes

No

Car has been
totaled

No

Yes

Yes - with work
restrictions

Start Types of Incident

Cause Damage to
Property Generate Report Fill Out Multi-Line

Claim
Send Form to Risk

Management

Send Out Tort Claim
of Notice

Fill Out Notice and
File it with Clerk's

Office

File Notice Send Notice to
Legal Team

Complete Legal
Process

Send to Risk
Management

File Insurance
Claim

End

Get into Accident Notify Supervisor Call Risk
Management

Call Local
Authorities

Send Vehicle to
Fleet

Vehicle Repair Process

Start Can vehicle be
repaired internally?

Repair Vehicle if
Possible

End

Send Vehicle to
Another Vendor for

Repair

File Insurance
Claim

Is there any injury
sustained by
employee?

Seek Medical
Attention if Needed

Fill Out Work
Compensation

Packet

Return to Risk
Management

Return to Work Process

Start Is Employee able to
return to work?

Provide FMLA
Packet

Release Employee
from Care After

They Recover

End

Return to Work

Fill Out Modified
Work Assignment

Form

Release Employee
from Care After

They Recover

Bring Employee for
Drug Testing Return to Work

End

Fill Out Required
Forms

Get Injured on the
Job
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1.1
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1.10 1.11
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1.13 1.14 1.15 1.16

1.17

1.18

1.18.1
1.18.2

1.18.3

1.18.4

1.19
1.20 1.21 1.22

1.23

1.23.1

1.23.2 1.23.3

1.23.4

1.23.5 1.23.6
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As-Is Map - Employee Timekeeping (ID: 27373140df8) https://us006.blueworkslive.com/scr/processes/27373140df8
Sheriff's Office space, Last modified on Apr 7, 2025 1:01 PM

Manual Task System Interaction

Time entry and time-off request Time Approval Review Kronos Data Data import for payroll
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n 
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ee

Ac
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g 
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 P
ay

ro
ll

No

Yes

No Approved

Yes
No

Rejected

Yes

Yes

No

Yes

No

Start

Schedule Shift
Assignments

Make Manual
Adjustments if

Necessary

Import Data into
Kronos

Is employee in an
Acting-in-Capacity

role?

Validate System-
Generated Total
Hours Worked

Review Employee
Hours and Time-Off

Requests if
Error notification

from Kronos?

Correct Errors

Review Time Card

Review OT and Holiday Adjustments

Start Check for Overtime?

Review Overtime
Adjustment Sheet

Holiday Adjustment?

Perform Holiday
Shift Adjustment

End

End

Approve or reject
timecard?

Upload Necessary
Information to

Payroll

Validate the Data
for Completeness

and Accuracy

Audit and Lock
Down

Import Data from
Kronos (Payroll

Process)
Are there integration

discrepancies?

Make Manual
Corrections

End

Follow Up with
Employee

Correct Time CardMake Weekly
Profile Edits

Update Information
on Kronos

Initially, new hire schedules are set to
8 hours. However, depending on the
role, the schedule may be adjusted to
10 hours, leading to manual time
corrections because the schedule is
not updated in Telestaff.
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