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As-Is Process T2 – Initiate Training Request
Thursday, March 26, 2009

California Department of Insurance Paperless Workflow Project

Employee

Triggers Systems OutputsInputs

Employee identifies need for training Access Training Database Training Expenditure Request HRM 093 
(TER)

Payee Data Record STD 204 

Bureau Chief

1. Complete TER

Supervisor

3. Review TER

2. Submit TER to 
Supervisor

7. Review TER

Step 
11

4. Is TER 
approved?

5. Notify employee 
that TER is not 

approved
No

Yes

6. Sign TER and 
submit to Bureau 

Chief

End of Process

8. Is TER 
approved?

9. Return TER to 
SupervisorNo

10. Sign TER and 
submit to Training 

Office

Yes

Registration form and/or 
prepayment information 
may be included
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California Department of Insurance Paperless Workflow Project

Training Office

Step 
10

Supervisor/Employee

11. Review TER
12. Is training 

included in 
Training Plan?

Yes No

17. Send email to 
Supervisor/
Employee to 

request information/
clarification

13. Is TER 
complete?

16. Send email to 
Training 

Coordinator to 
request information/

clarification

Yes

No

14. Assign TER #

15. Does 
Bureau have 

Training 
Coordinator?

No

Yes

19. Provide 
Training Office with 

information/
clarification

Step 
20

Training Coordinator

18. Provide 
Training Office with 

information/
clarification
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Training Office

Step 
14

20. Is 
employee 

registered?

21. Register 
employee

Registration may be done 
online, by phone, or email

No

Yes

22. Make two (2) 
copies of TER

23. Return original 
TER to employee

24. Enter TER in 
Access Training 

Database

25. Is vendor in 
CALSTARS 

system?

26. Request 
vendor to 

complete Payee 
Data Record form

27. Complete 
Payee Data 

Record form and 
submit to Training 

Office

28. Submit Payee 
Data Record form 

to Accounting

No

Yes

Vendor

Yellow – Accounting copy
Pink – Training copy

End of Process
29. Is 

prepayment 
required?

No 30. File TER 
documents

Pink copy of TER, copy of registration information, 
yellow copy of TER until invoice is received

T3 – Process TER 
Payment

Yes
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