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The Challenge 

Learning through example is easier than learning through 
a book, but sometimes it’s not possible. Our client needed 
to quickly and thoroughly document 12 different functions 
that consisted of both manual and systematic tasks. 
This documentation had to be both comprehensive and 
straightforward enough to be used for training.

LBi was the ideal choice because of our experience level. We had more than  

10 years of experience with the Human capital management (Hcm) and 

corporate systems currently in use. in addition, we had the functional business 

knowledge of the core processes. 

The Solution 

LBi’s approach was to create a “Procedures Guide” for each 
functional area requiring documentation. The process used 
to create each guide was to observe the users and create the 
document through an iterative feedback process:

First business analysts observed the day-to-day operations of each user. then 

they documented each minute detail of the activities that were performed, 

collecting any screenshots, reports and forms along the way. the LBi team then 

put together a first draft of a Procedures guide. this Procedures guide contained 

step-by-step processes with all the required reference material embedded within 

the document. 

second, this draft was presented back to the subject matter expert for review 

and approval. this was a crucial step, as many times the steps they’d done so 

automatically on a daily basis were often overlooked when explaining them to 

an “outsider.”  

third, LBi analysts, users and subject matter experts walked through the 

process using the Procedures guide. this step was repeated depending on the 

success level.

the final Procedures guides consisted of everything from system logon 

procedures to required levels of approval and email addresses, along with 

examples of every screen, form and document used. the Procedures guide was 

provided in a fully indexed PDF along with all source material so that the client 

could maintain the guide.

The Benefits

The client has received a Procedures Guide for each functional 
area that is used as a valuable training tool to facilitate 
employee turnover and a complete reference document for 
SOX compliance. They also now have the ability to maintain 
this Guide.
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About LBi Software

LBi software provides precisely engineered, customer-focused human resources technology solutions developed from more than 

30 years of experience in HR technology and HR processes. our flagship solution, LBi HR HelpDesk, is an innovative case manager 

and call-tracking workflow solution that creates a rich and powerful knowledge base on the fly. our organic belief in — and solid 

reputation for applying — a true client-vendor partnership on every project ensures a highly configurable solution designed to put 

the power in the hands of the employee. in addition, every LBi project is supported by our rich experience and expertise in mobile 

Development, Business intelligence, Data Warehousing, and Reporting and Analytics.

LBi Software is headquartered in Woodbury, N.Y., and is online at LBiSoftware.com.
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