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[bookmark: _Toc453919413]Summary
Actors play a major role in any solution.  Be it personnel filling a role who performs activities that make up a business process, a system providing functionality to support that personnel or an outside entity from whom we receive services or to whom we provide services.  Stakeholders are often also Actors and will therefore trace into such; however, not all actors are Stakeholders (for example – a system providing functional capability to the personnel actor). 
[bookmark: _Toc453919414]Assumptions, Dependencies & Constraints
[bookmark: _Toc453919415]Assumptions
User has security access to create Actors in the Global Data project record.
User has shared Actors from Global Data project into the solution’s project.
[bookmark: _Toc453919416]Dependencies
Project has been created and Actor record has been shared.
[bookmark: _Toc453919417]Constraints
None.
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[bookmark: _Adding_a_Stakeholder][bookmark: _Adding_an_Actor][bookmark: _Toc391473711][bookmark: _Toc453919419]Adding an Actor to a Project
[image: ]Ensuring the appropriate actors are associated with a project can assist in identifying repetitive tasks as well as assist in understanding of all solutions within which an Actor performs activities for a particular role in the company.  This can help ensure that a higher number of integration points are identified earlier in a solution effort.
1. Select the project. 

2. Choose “Reuse (Share) records from other Projects…

3. In the Record Sharing Wizard, on the first screen, select Next.

[image: ]
4.    Select the Source Project as “Global”.  Select Next.
[image: ]5.    Choose “Single Record Type”. Select Next. 

a. If you are wishing to share both Stakeholders and Actors, you may choose “Multiple Record Types” to manage the sharing of both record types at once. If you choose to do this, the system will provide you a list of available record types.  Choose Actor and Stakeholder.

4. 
[image: ]        6.     Select Record Type of “Actors”.  Select Next. 
a. If you chose to manage multiple record types, you will see a screen where you may select your record types via checkboxes

7.    Select the Source Project as “Global”.  Select Next.
On “Select Destination Project” choose the project representing the Desired State for which you are working on documentation.
b. The destination folder will automatically populate.  Leave the default selection.
c. [image: ]Select Next. 

8.       How do you want to Share the records.
d. [image: ]You will want to select to Share individual records as that will allow you control on which Actors are represented in your solution.  If you chose Share entire Record Type, the solution will likely have many more Actors represented than truly applies to that solution which can result in confusion for the Analyst performing documentation as well as incorrectly represent which entities are impacted by a solution.
e. Select Next.

9.      Select the Actors to be added to your project. Select Next. 
f. Additional Actors can be shared later via pulling into the project without full sharing or adding as shared records later.
g. If sharing multiple record types, the system will ask you to select records from both types to add to your project.



[image: ] 10. Select the updating process to                                                         be applied to the records you are adding. 
h. Actors are universal.  It is therefore recommended that Automatic Update be selected for the updating process.  This will result in a role in the company or a vendor that changes their name to accurately be reflected even in those solutions for which no changes are occurring.  An Actor change will occur agnostic to a solution which could result in an Actor not properly references in a solution’s documentation.
i. Select Next.

11.   Select Share.
         12.  When asked if you want to reconcile links for shared records, select Yes.
13.   The system will display a result of the records it found associated with the record to be shared.  Those associated records should already be selected.  Select Reconcile.
14.  Select Finish.  Click Refresh.


[bookmark: _Toc391473712][bookmark: _Toc453919420]Create a New Actor for Project
Should it be determined that the Actor needed does not already exist in the Global project, the Actor must be added to the project. 
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1. Select the Project and select the Actor record type.

2. If the new Actor is not related to an existing Stakeholder
a. Select New Actor.
b. Name the Actor.  This should not be an individual’s name; this should be the name of the function or role the Actor performs.  For example, instead of naming the Actor “John Doe”, name it “Accounting Clerk”
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From where do you want to share records?

Select Source Project

- Global-
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In this run of the wizard, how do you want to share records?
You can run tis wizard multple fimes.

(@ single Record Type
Checkthis option when you wantto share records for a single Record Type.

O Multiple Record Types.
Checkthis option when you wantto share records for multiple Record Types.
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Select the Record Type(s) that you want to share

Select Record Type
/Adtors (ACTR) -
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What is the destination Project for the shared records?
Select Destination Project

[Training Project -
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How do you want to Share the records?
® share individual records

When you share “Individual records”, only selected records are shared independently.
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What should happen when the shared records are updated in the source Project?

@ Automatic Update
Records in the destination Project will be automatically updated whenever their source
records are updated.

© Manual Update
Records in the estination Project will be flagged whenever their source records are updated.
However, destination records will be updated only when you choose to update them manually
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