University of Edinburgh

_______________________________________________________________________________________________________

Business Analysis: Business Requirements Document
[OLL]

[Version: 0.1]


_____________________________________________________________________________________________





[image: image1.emf]
Stage: Business Analysis

Business Requirements Document

[PROJECT NAME]

[PROGRAMME NAME]

[PROJECT CODE]

[ANNUAL PLAN NUMBER]
Document Version: [x.x]

Date: [dd/mm/yy]

Contents

31
Document Management


31.1
Contributors


31.2
Version Control


42
OVERVIEW


42.1
Project Description


42.2
Objectives


42.3
Business Dependencies and Constraints


42.4
Legislative Impact


53
CURRENT PROCESSES


53.1
Business Process Description


53.2
Business Process Maps


53.3
Targeted Business Processes


63.4
Current System Context Diagram


74
BUSINESS REQUIREMENTS


74.1
Functional Requirements


164.2
Non-Functional Requirements


205
PROPOSED PROCESSES


255.1
Business Process Description


255.2
Business Process Maps


255.3
Proposed System Context Diagram


266
DATA  REQUIREMENTS


277
USER ACCEPTANCE TESTING


277.1
Acceptance Test Strategy


277.2
Test Scenarios and Acceptance Criteria


288
TRAINING


289
Document Sign Off




1 Document Management

When completing this document, please mark any section that is not required as ‘N/A’.  A brief description of why the section is not required should also be included.

1.1 Contributors

Please provide details of all contributors to this document.

	Role
	Unit
	Name

	Business Analyst (Owner)
	
	

	Project Manager 
	
	

	Project Sponsor 
	 
	

	Business Area Manager 
	
	

	Systems Analyst Designer
	 
	

	Other document contributors
	
	


1.2 Version Control

Please document all changes made to this document since initial distribution.

	Date
	Version
	Author
	Section
	Amendment

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2 OVERVIEW

Please provide an overview of the project in the sections below

2.1 Project Description

Provide a summary of the project

2.2 Objectives

As identified at TOR stage

2.3 Business Dependencies and Constraints

Certain business dependencies exist that may affect the project team's ability to implement the project, e.g. concurrent projects, unknown technology.  These dependencies are listed below so that they can be communicated and addressed. 

·  MACROBUTTON NoMacro [Add a dependency here.]
Please ensure that any potential risks are identified in the project Risk Register.
2.4 Legislative Impact

Please highlight any legislative issues that could impact this project, including:

· Data Protection

· Freedom of Information

· Records Management

· SENDA Compliance

· Disability

Please ensure that any potential risks are identified in the project Risk Register.

3 CURRENT PROCESSES

This section provides details of the current processes – a process is defined as a serious of actions, operations, or functions that produces the required outputs. Current processes should be mapped, even where process is manual.

3.1 Business Process Description 

Please provide a description of the current business processes
3.2 Business Process Maps

Use Triaster, or an alternative business process mapping tool, to map the activities and identify inputs and deliverables for the current business process.  

The current business process flow diagram describes the current process accurately, including any flaws, or short comings that exist in today's process that will be targeted for repair or improvement by the future process  

Individual business processes should be mapped separately.  If required, provide an index of process maps.

Add in links to:

Html version of process maps – sample 
PDF printable version of process maps – sample
3.3 Targeted Business Processes

Annotate targeted areas (areas which require change) in the process maps, and document these in full below.

3.4 Current System Context Diagram

The information in the current business system flows from and to other systems.  The following diagrams represent the high level context for the information flow between the current system and external entities.

Sample diagram: http://hsc.csu.edu.au/ipt/project_work/3287/contextdiagram.gif 

4 BUSINESS REQUIREMENTS

4.1 Functional Requirements

Review the current process maps and targeted processes with the customer to identify the business requirements for the new development.

Specifying technical solutions should be avoided unless these are an agreed constraint on the solution. Technical specifications will be detailed during the Design Stage.  
Record the agreed business requirements below:

· Separate requirements into sections e.g. by functional area
· Uniquely identify each requirement  

· Describe each requirement in sufficient detail to enable verification by the business user, definition of acceptance criteria and cross-referencing during the Design stage.  

· Specify the category for each requirement, using the following abbreviations: 

 M = mandatory; HD = highly desirable; D = desirable

For example:

1 Business process requirements
	ID
	Requirement
	Category

	1.1
	The solution must satisfy the requirements of two business processes and maintain the key distinction between Continuing Education (CE) and Continuing Professional Development (CPD) courses, students/delegates, outward facing webpages and finance. 
	M2


	1.2
	The system must provide student registration and course management for OLL staff and current and prospective students enrolling online.
	M3



	1.3
	The system must be scalable to operate effectively in the University as previously described in the scope. That is, both in terms of performance, capacity and the user interface.
	M4


	1.4
	For Continuing Education (CE): the system must be able to produce up to 200 new courses and 1000+ course offers each year and handle 10,000 course enrolments, of which 7,000 are on-line enrolments.
	M5


	1.5
	For Continuing Professional Development (CPD), the system will host approx. 100 course/conference offerings per year with 2,000+ enrolments.  CPD is hosted throughout the year, with peak times varying from year to year.
	M5

	1.6
	The system must be able to handle up to 30 concurrent system Administrators within OLL (staff).
	M5

	1.7
	The system must be configurable to allow OLL to incorporate and display its preferred key terminology: specifically, CE must be able to refer to ‘students’; CPD must refer to ‘delegates’.  
	M6


	1.8
	The system should be able to provide a spellcheck function 
	HD

	1.9
	The system should be able to validate data on entry.
	HD

	1.10
	The system will allocate top level administrators and how these administrators will then allocate distinct read and write permissions to different operators responsible for different functions.
	HD

	1.11
	The system will allow the easy creation of course offers in a year.
	HD


2 Course Management
	ID
	Requirement
	Category

	2.1

	The system must allow Users and Administrators to distinguish between CE short courses and CPD courses and events.
	M7


	2.2
	The system must allow system administrators to create/edit/delete/archive course data at any time.
	M7


	2.3
	The system must apply generic information relevant to certain types of courses  
	M7


	2.4
	The system must allow courses to be identified as ‘credit bearing’
	M7

	2.5
	The system must assign a course to a subject area/code and have the facility to create unrestricted number of subject areas/codes. 
	M7


	2.6
	The system must allow administrators to search for created courses.
	M7

	2.7
	It must be possible to select a CE or CPD course and offer the course at any time and be able to provide multiple offers of the same course.
	M8


	2.8
	The system must permit the administrator to select a course from a repository of existing courses and offer the course within one or more of the 4 distinct teaching sessions within the academic year.
	M9


	2.9
	The system must permit the entry of several different fee types for each individual course offer.
	M10


	2.10
	The system will be able to:

· Record tutor names and contact details

· Assign tutors to course offers (see M9 above)
· Reporting on the current and historical course offers taught by a tutor
	M11


	2.12
	All the course information/description and all the course offer data within the system will be available to populate web pages and form part of an online enrolment & payment system
	M12


	2.13
	The course offers must be searchable on-line by prospective students.
	M12

	2.14
	The system must store a list of fee types, which can be added to by administrators and can be assigned to course offers.  The system must allow an administrator to add an unlimited number of fee types to each individual course offer.
	HD

	2.15
	Courses tend to be of a limited number of types, each type with a core set of data needing to be captured. Administrators would find it easiest if a course could be set up as of a certain type with most of the data already set up as fields on the screen that the Administrator and the User will see.
	HD

	2.16
	The system should store marketing information in relation to individual courses (separate from course summary) 
	HD

	2.17
	The system should allow addition of new attributes to courses (in the event a new requirement appears or a new course type need to be created). 
	HD

	2.18
	The system should allow a field for 'course organiser' to be added [CPD only] for internal reference purposes.
	HD

	2.19
	In course offer creation, the system should allow an admin to list the start date, class times & total number of classes.
	HD

	2.20
	The system should store information on venues (including address, location and capacity) which can be assigned to a course offer and displayed online as well as for internal referencing.
	HD

	2.21
	An administrator should be able to state the maximum number of places available on a course offer.
	HD

	2.22
	The system should be able to display the number of places remaining as enrolments progress.  This should be displayed online as default, but there should also be an option to hide from online.  
	HD

	2.23
	Allocation of fees for all CE course offers include full fee; concessionary fee.  
	HD

	2.24
	Include any other information on additional dates and times.  
	HD

	2.25
	Course offers can be created but kept offline, to be manually bookable only.
	HD

	2.26
	Course offers can be displayed online (information only) but not bookable online.
	HD

	2.27
	Allocation of tutor to offer should be searchable by name.  
	HD

	2.28
	Identify a particular course offer by subject area and the session the course is offered within the year.  
	HD

	2.29
	Viewing historical course offers by year and session.  
	HD

	2.30
	Select course offers can have a time-limited discount fee ("early booking promotion").  
	HD

	2.31
	The system must display a default set of terms and conditions for every course enrolment (one for CE and another for CPD).  CPD courses will also have a list of alternative terms and conditions which an administrator can choose from when setting up a course.  
	HD

	2.32
	The system should allow an Administrator to preview a course offer from the store perspective, before going live. 
	HD

	2.33
	The system should allow a course offer to be withdrawn after going live.  
	HD

	2.34
	The system should have no restrictions on the number of subject areas.  
	HD


3 Enrolment
	ID
	Requirement
	Category

	3.1
	The system must include a full purchasing facility so that new and existing students can enrol and pay the course fee as part of the on-line or off-line enrolment process.
	M13

	3.2
	The system must clearly show if a course offer remains open for enrolment or is no longer available for enrolment.
	M13

	3.3
	The system must allow a student to pay by invoice on selected courses (CPD only)
	M14

	3.4
	If invoice is the selected method, the student must have the option of having their own details listed on the invoice (as default) or be able to change the name and address to another.
	M14

	3.5
	The system must support multiple students on one booking (CPD only)
	M15

	3.6
	The system must be capable of automatically applying discounts to users meeting qualifying criteria, based on their role within the university. Qualifying being students who are full-time students on a degree programme or staff at the University of Edinburgh.
	M16

	3.7
	The outward facing webpages and online enrolment processes must distinguish between CE and CPD course offers.
	M17

	3.8
	An enrolment form must be customised for CE and CPD at the University
	M17

	3.9
	The system must display the key course information for each offer and the offer details to students
	M17

	3.10
	The course offers must be searchable.
	HD

	3.11
	The system will recognise students who are full-time students or staff at the University of Edinburgh and apply a concessionary fee or discount.


	HD

	3.12
	All the course information/description and all the course offer data within the system will be available to populate web pages and form part of an online enrolment & payment system.  
	HD??????? Should this not be a must?

	3.13
	The system will display the course information for each offer and the offer details.


	HD

	3.14
	An administrator can customised the online enrolment form
	HD

	3.15
	The system will issue receipts for payments.
	HD

	3.16
	Administrators can manually enrol students who wish to pay in person, post or over the telephone.
	HD

	3.17
	Admins can add new concessionary fee types based on the User's status e.g. student, benefits claimant, pensioner.
	HD

	3.18
	While enrolling, a student can opt out to being added to a marketing mailing list.  The student can also amend this option later when logging into their account.  
	HD

	3.19
	The system can apply the status of ‘pending enrolments’ (pending confirmation of funding).     
	HD

	3.20
	If a course offer is cancelled, all enrolled students will be contacted and offered either a refund or to transfer to another course.  The system could identify this status and allow an administrator to send a bulk email to the applicable students.
	HD

	3.21
	The system could support a 'voucher' field during online registration.  Admins to manually create a voucher code and send to select students.  If the code is successfully entered, the fee rate will be updated prior to making payment.   
	HD

	3.22
	The system could allow students to add one or more course offers to a single booking before making payment.
	HD

	3.23
	Students could be able to view their account details online (i.e. personal/contact details, booking history, payment history) and update contact details. 
	HD


4 Student Records
	ID
	Requirement
	Category

	4.1
	The system must allow a student record to be maintained by an administrator.
	M18


	4.2
	The system must distinguish between students who take CE courses from delegates who attend CPD courses/events.
	M18

	4.3
	The system must record the following student/delegate details:

Surname, first name, title, address, phone numbers, email address; marketing opt-out/in.
	M18

	4.4
	For CE enrolments, the system must also record gender and date of birth as standard.
	M18

	4.5
	The system should record different categories to students [credit; credit for entry; Certificate of Higher Education]. (CE only)
	HD

	4.6
	The system should produce a student credit transcript. (CE only)
	HD

	4.7
	The system should allow an admin to transfer a booking from one student to another, while retailing any payment on that booking.  This will be needed when a CPD delegate (having already paid) cannot attend, but a colleague can come in their place.  Both delegate records should be kept rather than any overwrites. (CPD only)
	HD

	4.8
	The system should record when an assessment is submitted or re-submitted by a student. (CE only)
	HD

	4.9
	The system should record when an assessment is sent to the tutor for marking. (CE only)
	HD

	4.10
	The system should record final mark and grade against a student. (CE only)
	HD

	4.11
	The system should include an enquiry field that an administrator can use to log notes against a student record.  Entering in this field should also log the time and date.
	HD

	4.12
	The system should allow admins to edit the field indicating whether a student opts in or opts out of future mailings.
	HD

	4.13
	The system should avoid having duplicate student records.
	HD

	4.14
	The system should be able to merge any duplicate records which do exist.
	HD

	4.15
	The system should enable an administrator to import marks for multiple student records from a spreadsheet.
	HD

	4.16
	The system should include a meeting notes field against a student record, logging information such as the staff member who conducted meeting and date of meeting.
	HD

	4.17
	The system should archive and retrieve student records.
	HD

	4.18
	The system should automatically create notification/flag when a student record has been inactive for 5 years.
	HD


5 Finance 

	ID
	Requirement
	Category

	5.1
	The system must be able to record income (automated from online payments and manually entered) and expenditure (manually entered only), as well as calculate balances for financial reporting.
	M19



	5.2
	Each transaction must have a unique reference number created in the system; as well as log the transaction time/date, method of payment, amount paid.
	M19

	5.3
	An administrator must be able to create a supplier in the system.  
	M19

	5.4
	All transactions will either relate to a student or a supplier.  
	M19

	5.5
	All transactions will be linked to a course offer.
	M19

	5.6
	The system must record the different types of concessionary fees and sources of funding where the student does not pay the fee directly. 
	M19

	5.7
	Each Financial transaction must reference three separate budgetary codes (of up to 8 digits each) to match University financial coding system for department/subunit/income or expenditure type.
	M19

	5.8
	The system must allow administrators to manage the process chain of payment by invoice: i.e. issuing invoices, reconciling payments, chasing up unpaid invoices, and issuing credit notes.
	M20

	5.9
	The system must allow more than one different type of concessionary entitlements for a student.
	M21



	5.10
	The system must allow more than one different type of concessionary entitlements for a course.
	M21



	5.11
	The system must interface with WPM (http://www.wpmsoftware.com), our chosen gateway for handling interactions with Worldpay
	M22

	5.12
	The system will be able to produce invoices either singularly or in a batch which must be stored on system and which cannot be edited after they have been finalised. 
	HD

	5.13
	The system must be able to generate credit notes which are stored on the system and cannot be edited after they are finalised.
	HD

	5.14
	The system could allow students to download a proforma invoice upon successfully completed booking.  This must be done as a PDF attachment and not in the body of an email.  In this event, the proforma will be stored in the system, but the booking must stay editable and changeable fields will draw information from the registration form.
	HD

	5.15
	The system should show a separate money transaction for the refund of a cancelled booking.
	HD

	5.16
	The system should allow administrators to conduct the following reporting for Finance:

• Standard reports already available in the system

• Reports created and saved for future use by Administrators

• Ad-hoc Report

• If the data needed can be exported to a common file format such as csv or xls for subsequent import to other tools 

• If bespoke work will be needed via Consultancy to provide these reports

Financial reporting: Extract data and run standard reports on

Fee income for individual course offers and subject areas
	HD

	5.17
	The system should distinguish between student and invoicee, in cases when they are not the same person.  An invoicee may be a responsible for organising enrolment and payment, but not be enrolled on the course themselves. (CPD only)
	HD

	5.18
	Payment fields must not be updatable after confirmation (must be reversed by cancelling part or whole booking / refunding part or whole amount).
	HD

	5.19
	For manual payments and refunds, the system must record the date, method and the administrator who recorded the transaction.
	HD

	5.20
	The system should allow an administrator to add teaching costs to a course offer and show balance against income.
	HD

	5.21
	The system should store a list of pre-defined transaction types (4 digit reference).  Administrators can apply this transaction type when logging an income or expenditure.
	HD

	5.22
	The system could allow Administrators to split the value of manually entered income or expenditure between two or more course offers.  
	HD


6 Reporting

	ID
	Requirement
	Category

	6.1
	The system should allow a configuration for the running of regular standard reports and include the capacity for administrators to determine and create their own ad-hoc reports.


	M23



	6.2
	The system must allow reports to be created for individual course offers, 
and multiple course offers and determined by an administrator.
	M23



	6.3
	Report creation should be intuitive.
	HD

	6.4
	It should be possible to create and save user defined reports, with configurable scope visibility (ie. global, specific user groups, individual users). 
· Creator Ownership should apply, with ability to pass ownership. 
· System Admin should have access/edit rights to all reports.
	HD

	6.5
	The system should provide the ability to report on projects under various status levels/workflows, i.e. 
· finalised/published applications and awards;

· currently pending apps and awards (so that applicants can track progress); 
· draft costings; and 
· outline projects (to help determine user workloads)
	HD

	6.6
	OLL want the export of selected information (course title; course summary; code; fees; dates and other relevant information) for hard copy brochure production & individual course offers. 
· Exporting to formats as required by the printers.
	HD

	6.7
	Generate class (i.e. course offer) registration lists for printing.  The system could have a default template and secondary templates available.
	HD

	6.8
	The system should have the ability to allow user defined data hierarchies to be developed and maintained based on various parameters including, but not exclusively, cost centre, account code, college, school.
	HD

	6.9
	Standard reports:  Enrolments by subject and by course; course offer enrolment student contact details.
	HD

	6.10
	Run report of booking values (commitments), by course, by subject area, by grouped subject areas, CE and CPD business area, final total.
	HD

	6.11
	Run report of booking values (commitments), by course, by subject area, by grouped subject areas, CE and CPD business area  that shows actual payments.
	HD

	6.12
	Run  report of booking values (commitments), by course, by subject area, by grouped subject areas, CE and CPD business area, that shows concessions (different concessionary types) and discounts (staff/early bird)
	HD

	6.13
	Standard report to show course offers grouped by day and by time.
	HD

	6.14
	The system could restrict access to certain reports by user.
	HD

	6.15
	The system could import external datasets into the reporting tool environment, allowing linkage to other DB tables.
	HD

	6.16
	Reports should run in background without significantly affecting speed of system
	HD


7 Usability

	ID
	Requirement
	Category

	7.1
	The system should be customisable – allowing the user to change menu layouts/content, page size/layouts, font, font size/colour and background colours. All users should have a configurable dashboard/home page whereby they can personalise to automatically show their most used menus, reports, searches etc.
	HD

	7.2
	All system data/fields should be fully searchable, with the ability to save common/complex searches globally or as an individual. User should be able to define what parts of the system to be included in search, allowing the use of logical operators and/or wildcards
	HD

	7.3
	The system should provide the ability to validate data on entry, definable by the System Admin. Controlled data entry (ie. drop-downs, pre-configured text options etc.) should be used where possible.
	HD

	7.4
	Error messages should be expressed in plain language (no codes), precisely indicate the problem, and constructively suggest a solution. There should also be the functionality to view detailed technical error codes/messages to facilitate support call logging, where desired.
	HD

	7.5
	The system should consistently use terminology (words, phrases and concepts) that the user is familiar with, and any icons and shortcuts should be recognisable.
	HD

	7.6
	The interface should be suitable for novices as well as experienced users and should avoid unnecessary steps toward a user goal, making the process as simple and logical as possible.
	HD

	7.7
	Multiple users should be able collaborate on a proposal or other record.  Users who leave a session running should not lock out other users from editing the proposals they were working on
	HD

	7.8
	While preferable that the system can be used without documentation, it may be necessary. Help should be easy to search, focused on the user’s task, list concrete steps to be carried out, and be written concisely.
	HD

	7.9
	System will allow keyword functionality - free entry and linking to thesaurus
	HD


8 Communications
	ID
	Requirement
	Category

	8.1
	The system must have the facility to send automated emails, such as account setup confirmation, booking confirmation, etc.
	M24

	8.2
	All communications that are sent from the service will have the show that they originated from the University of Edinburgh.
	HD

	8.3
	Contact email lists can either be attributed to students enrolled on an individual course, enrolled within a category or course subject area, selected by session or day.
	HD

	8.4
	Bulk email templates (body) can be written or copied and pasted, and saved within the system.
	HD

	8.5
	The system can import a mailing list: Prosective students who have not previously booked, but who the system can bulk email for course promotion.
	HD

	8.6
	The system can facilitate sending of text message to students on particular courses or courses running on particular days
	HD

	8.7
	Course evaluation surveys: the capability of sending standard or course-specific surveys to students after completion of course.
	HD

	8.8
	Course evaluation surveys: aggregation of results and some statistical analysis of course evaluation results.
	HD

	8.9
	The system can email students who have consented to receiving marketing information.
	HD


9 Implementation & Training
	ID
	Requirement
	Category

	9.1
	A clear implementation plan is required which should include:
· design and development stages for any/all integration components

· communications plan to support the implementation across the University engaging with the technical, business and cultural elements of the change 

· options for phased implementation (the University is exploring options for rolling out the solution between November 2014 and November 2015)
	HD

	9.2
	A clear training plan is required to ensure that appropriate training is provided to all user groups.
	HD


10 Support 
	ID
	Requirement
	Category

	10.1
	Help and User documentation and training should be available specifically for support users.
	

	10.2
	The University expects a support model to be in place consisting of the business lead from OLL, and the technical lead from Information Services.
	


Non-Functional Requirements

Identify and record requirements for aspects of the solution other than those explicitly concerning its functionality. For IT applications examples of non functional requirements may include those relating to security, scalability, performance, backup and recovery, extensibility, portability etc. 
Record the agreed non-functional requirements below:

· Separate requirements into sections

· Uniquely identify each requirement  

· Describe each requirement in sufficient detail to enable verification by the business user, definition of acceptance criteria and cross-referencing during the Design stage.  

· Specify the category for each requirement, using the following abbreviations: 

 M = mandatory; HD = highly desirable; D = desirable

For example:

Security

	Ref
	Security
	Requirement
	Category

D/HD/M

	1.1
	Authentication
	The preferred authentication method for Users is to integrate with EASE.  
(In our existing environment, University of Edinburgh Staff, OLL Matriculated Students and Matriculated Students on a degree programme, existing OLL students (not matriculated), members of the professional community/prospective students  are allocated an EASE account).

	M26

	1.2
	Authentication
	Users must authenticate themselves with a username and password or other token as required to use the system.
	M26

	1.3
	Authentication
	Any stored passwords should be suitably encrypted
	M26

	1.4
	Authentication
	EASE Friend should be an institutional option available for authenticating users who are not members of the University.

	M27


Data Security and Archiving
	Ref
	Security
	Requirement
	Category

D/HD/M

	2.1
	Data Protection
	All personal data processed or controlled by OLL as part of the proposed solution, will be processed and/or controlled in accordance with the UK Data Protection Act 1998.
	M28

	2.2
	Data Protection
	The university requires that any personal information stored by the system should be secure.
	HD

	2.3
	Data Protection
	All technical, physical and organisational measures (including all policies, procedures and processes) that are in place to safeguard data (including personal data) and keep it confidential should be specified.


	M28

	2.4
	Transfers of personal data from countries within the European Economic Area
	There should be arrangements in place to ensure compliant transfers of personal data from countries within the European Economic Area to countries outside it (including, but not limited to a set of binding corporate rules or executed European Commission-approved model contracts, in each case approved by a relevant national data protection authority, if applicable).
	M28


Scalability and Performance 
	Ref
	Scalability 
	Requirement
	Category

D/HD/M

	3.1
	Typical and Maximum number of concurrent users
	The proposed solution will be able to handle 200 concurrent users with satisfactory performance, and 30 concurrent Administrators.
	M30

	3.2
	Performance required of key functions under load  
	The university expects web applications to normally achieve the following levels of performance:

• < 10 seconds to log in

• During Data entry no apparent typing delay

• < 2 seconds to switch fields

• < 5 seconds to switch tabs

• < 5 seconds to save details

• < 5 seconds to recover details from query

• Document and Data upload not less than 50KB per second.
	HD


Availability/Business Continuity 
	Ref
	Availability/Business Continuity 
	Requirement
	Category

D/HD/M

	4.1
	Availability 
	System should provide a 99.9% level of availability, with measures in place to continue service provision if a failure occurs on a single component or site.  
	HD

	4.2
	Business Continuity
	Must be able to recover from a disaster in less than one day, preferably in less than half a day. 
	HD


Support & Maintenance
	Ref
	Support & Maintenance

 
	Requirement
	Category

D/HD/M

	5.1
	Support 
	Clear service level arrangements should be in place with reference to: 

· Standard support service availability (minimum required support hours 09:00 -17:00 GMT, Mon to Fri)

· Service level targets

· Escalation procedures

· Patching and upgrade processes

Account management and service reviews
	HD

	5.2
	Support & Maintenance
	On-going support for the current system and any updates should be provided in such a way that does not severely impact the use of the system.
	HD


Back Up/Archive
Please highlight any archive and back up requirements. For example:
	Ref
	Backup/Archive
	Requirement
	Category

D/HD/M

	6.1
	Backup
	The system must maintain audit logs
	HD

	6.2
	Archiving
	The University requires to be able to retrieve information pertaining to all current and past course and student information over several years. This will lead to data growth in the solution over time, which must not affect the performance of the system.
	HD


Data Interfacing and Migration

Please provide details of data interfacing and migration requirements including timescales. Be sure to specify any conditions applying to data to be interfaced or migrated and the extent to which data quality checking and/or data clean up actions are required. For example:
	Ref
	Data Migration 
	Requirement
	Category

	7.1
	Integration with other systems
	The proposed solution must integrate with the University's other relevant IT systems. 

	M31

	7.2
	Integration with other systems
	The proposed solution must integrate with Estates & Building application.  

	HD

	7.3
	Identifying which users qualify for discounts
	University staff and students who meet certain criteria should be able to identify themselves as such in order to receive discounts. Confirm that the proposed solution will be able to access data from the University's identity management and student record systems in order to identify which users qualify for discounts.
	M31

	7.4
	Data transfer
	Communication of data across networks to be carried out securely.
	HD

	7.5
	Migration
	Must be able to migrate key existing data from current databases to those of the new system.
	M33

	7.6
	Migration
	An achievable implementation schedule including data migration should be provided.
	M34


Accessibility

	Ref
	Data Migration 
	Requirement
	Category

	8.1
	Accessibility
	The system should be fully accessible to both internal and external users.  
Where this is not the case, please provide details.
	M32

	8.2
	Accessibility
	The system should be customisable – allowing the user to change font size, font and background colours.
	HD

	8.3
	Accessibility
	It should be possible to navigate the system via keyboard only, without the need for a mouse.
	HD

	8.4
	Accessibility
	Information should not be conveyed by colour or sound only (e.g. ‘please select the red box to proceed’).
	HD

	8.5
	Accessibility
	The system should not have rapid flashing or scrolling text.
	HD

	8.6
	Accessibility
	The system should work if JavaScript is turned off in the browser and the system should be compatible with the main types of assistive technology such as JAWS, Zoomtext and TextHelp.
	HD

	8.7
	Accessibility
	The system should ensure that all non-text content is accessible
	HD

	8.8
	Accessibility
	The system should be easy to use by disabled users
	HD

	8.9
	Accessibility
	The system should be aiming to improve accessibility with each development.
	HD


Conformance with Browsers, Operating Systems and Mobile Devices
Please provide details of the environment(s) in which the system is required to operate. For UoE systems only Windows, Apple Mac and Linux operating systems are supported. The current list of supported web browsers is published at:  

http://www.ed.ac.uk/schools-departments/information-services/services/computing/application-development/application-support/supported-web-browsers/browser-application 
	Ref
	
	Category

	9.1
	The system must be compatible with at least one of the standard UoE browsers on a range of desktop Operating Systems (including associated plug-ins or required applications for back-end users):

Supported web browsers for 2013-2014

Platform
Browser(s)
Windows 7
Firefox 17, Internet Explorer 10
Mac OS X
Firefox 17
Linux (Scientific Linux v6)
Firefox 17

	M32b

	9.2
	Most Users will access the system via a standards-compliant web browser.  Therefore the principal mechanism for delivering the user interface is via a standards-compliant web interface and it will not require components specific to a particular operating system, and will not require plug-ins, extensions, java run-time or any other components necessitating installation by the end-user. 
Exceptions may be considered for back-office Administrators.
	M25a

	9.3
	The system should support mobile devices such as smart phones and hand-held tablets.
	HD


4.2 Appendix F – Glossary of OLL business terminology

	Academic year
	The academic year begins in mid to late September and finishes in August of the following year.

	Administrators
	Throughout the documents, ‘Users’ will denote users (staff, public) who are applying or enrolling on a course, or have been enrolled on a course, or have been in the past. These will be ‘front-end’ users of the system.
 
Administrators of the system are the ‘back-end’ users, the OLL staff, and will normally be indicated as such in the requirements and Tender.



	Assessment
	Assessments that must be completed and passed by students on a credit course who wish to study for the credit points. 

	Certificate of Higher Education
	Certificate awarded after a student has studied credit courses and successfully gained 120 credit points within 5 years of the start of study. Students must register for this separately through EUCLID but since all students and courses are administered through the OLL system, the OLL system also records the start date on the programme and payment of the registration fee. The programme is unstructured – students select courses from whatever range of credit courses are available within a given academic year.

	CHSS
	College of Humanities and Social Science. OLL is situated within CHSS although it offers courses that are related to the disciplines covered by other colleges which comprise UoE; e.g. science courses.

	Continuing Education(CE)
	Short courses for the wider public who wish to study for interest and/or specific study goals, such as a Certificate of Higher Education. These courses cover a very large curriculum and are currently branded/marketed under ‘Art & Design Studies’, ‘Languages for All’ and ‘Open Studies’.  These courses originate within OLL although they are approved by other bodies within the University. The term ‘continuing education’ is only used internally by OLL; it is not a term used to publically designate short courses and is not used for branding/marketing.

	Continuing Professional Development (CPD)
	OLL provides CPD support for courses and events organised by Schools within the three colleges which comprise the University of Edinburgh: CHSS, CSE and CMVM. OLL provides marketing advice, specific CPD course/event webpages, recruitment and registration of delegates and various administrative services.

	Course
	A course consists of an integral and defined area of study with a title, course summary, intended learning outcomes, contents, bibliography (readings and web sources), transferrable skills and other associated materials (e.g. hand-outs). The course information captures all aspects of a course. A course consists of a defined period of contact hours and self-directed study hours. A course is either non-credit or bears credit points at (normally) SCQF level 7. Courses are categorised by subject area. All courses must undergo an approval process extraneous to OLL before the course is created in the database. Credit courses are approved by the relevant Schools’ Board of Study (with expertise in the subject areas) within CHSS or another college of the University. Non-credit courses are approved by the CHSS validation board for continuing and professional studies. A course may be presented in different format if this has been approved; e.g. a course with 20 contact hours might be presented over 10 weeks with one class a week or as an intensive 3 day course. Credit courses have assessments attached to them. Currently, most OLL courses are non-credit.


	Course information
	The course descriptors and other information about a course: title; course summary; learning outcomes; contents (either summarising the content of each class or a statement of themes/topics/activities that will be covered during the course) bibliography/references/web sources. In addition, many courses can be grouped by type (a different designation from subject area). These courses will have generic information relevant to all individual instances of the course type; e.g. credit courses may have the same general assessment strategy; the same text needs to be applied to all courses of this type. OLL currently uses different course templates for this purpose.

	Course offer
	A course is selected from the database and offered to the public for enrolment. A course is not live until it is offered in the public arena and available for enrolment. The course offer is constituted by the course information and various details attached to a particular offer. Offer details include: the full fee; concessionary fee; location (building and room); session (1-4), start date; day of the week when the classes run; the total number of classes; the course length (hours or days or weeks); the maximum number of places available for enrolment; any relevant other dates and other times apart from the standard pattern (e.g. if there are two classes per week instead of the standard one). A course offer has a status: draft (not yet live); offered (published/live and available for enrolment); cancelled (cancelled near the start of session normally due to enrolments not meeting the minimum required); withdrawn (withdrawn well before the start date for some reason, e.g. tutor no longer available). The current OLL system generates an ‘offer code’ for each course offer denoting the subject area and the session in which the course is offered. A course may be offered multiple times during a session and year.

	Course organiser
	OLL course organiser refers to the staff member responsible for particular subject areas and courses (offers) within these subject areas. Course organisers manage the process of course approval and or development; the tutors who teach the courses and the students who attend the courses. For a very small number of credit students, the course organiser is a ‘director of studies’ responsible for academic and pastoral support. Course organisers do not directly create or manage courses within the system.

	Credit for entry
	This refers to a scheme whereby students can study credit courses and use the credit to enter a degree programme at UoE or another university. It is a small scale operation but OLL refers to OLL students on the scheme as ‘credit for entry’ students. These students are allocated a director of studies. Identifying these students is important even though the number of these students is small.

	Credit level
	The credit level refers to the appropriate level of the Scottish Credit and Qualifications Framework (SCQF). OLL short courses are level 7.


	Delegate
	Members of the public/professionals who enrol in CPD courses and conferences are referred to as delegates.

	Enrolment
	When a person has completed the enrolment process (online or offline form, and indicates acceptance of terms and conditions etc.) and paid the full or concessionary fee or met the conditions required by a particular funding source an enrolment has occurred in a particular course offer. Enrolments on an offer  continue until all the places are taken.

	Fees
	For Continuing Education courses, a course always carries a course fee and normally a concessionary fee (not always). In addition, UoE staff are entitled to a 10% discount of the full fee. There are also concessionary fee types – ILA 200 (individual learning account); PTFG (part-time fee grant); benefit recipient; matriculated students; Martha Hamilton grant (internal OLL funding source); university staff (for the 10% discount); privileged (no fee). CPD has different arrangements.

	Financial year
	The University’s financial year runs from 1st August to 31st July.

	HESA
	Higher Education Statistics Agency. The University is legally required to comply with HESA data collection procedures and annually returns data on students. HESA only applies to credit students and courses. OLL is currently included in the HESA return via EUCLID.  HESA data is therefore not stored in the local OLL database.

	Matriculation
	The process of becoming a full member of the University student community with all the associated entitlements. OLL students who intend to take credit on credit courses must matriculate. This happens via EUCLID (SITS). OLL systems are not part of the matriculation process although authentication issues will arise for online enrolment and claiming the concessionary fee.

	Method of payment
	Recording how the payment was made: BACS; cash, cheque, debit card, credit card, ILA 200, epay; online payment (credit card/debit), part-time fee grant, privileged (i.e. free).

	Session
	For continuing education provision, the academic year starts in September and finishes in August. The year is divided into four sessions and courses are offered within academic sessions. Session 1 runs in September - December; session 2 January to March; session 3 April – June; session 4 July – August.

	Student
	For the continuing education provision, OLL refers to all persons enrolled on a course (offer) as a student. This includes students on credit courses and non-credit courses. In addition, students on credit courses who intend to take the assessments and study for the credit points become matriculated students of the University (via a separate system).  There is therefore a distinction between students who are matriculated and those who are not but OLL considers all individuals on all courses as students.

	Study requirements
	Students sometimes have study requirements, e.g. disability. OLL needs to identify students with study requirements.

	Subject area
	OLL allocates (continuing education) courses to a subject area and subject code. 

	Tutor
	The person teaching a course offer is the course tutor. For continuing education, OLL refers to teaching staff as tutors rather than lecturers.

	Users
	Throughout the documents, ‘Users’ will denote users (staff, students, members of the public) who are applying or enrolling on a course, or have been enrolled on a course, or have been in the past. These will be ‘front-end’ users of the system.
 
Administrators of the system are the ‘back-end’  users, the OLL staff, and will normally be indicated as such in the requirements and Tender


5 PROPOSED PROCESSES

This section provides details of the future processes – a process is defined as a series of actions, operations, or functions that produces the required outputs.

5.1 Business Process Description 

Please provide a description of the proposed business processes 

5.2 Business Process Maps

Taking into account the business requirements defined above, use Triaster, or an alternative business process mapping tool, to map activities and identify inputs and deliverables for the future business process.  

Individual business processes should be mapped separately.  If required, provide an index of process maps.

Add in links to:

Html version of process maps

PDF printable version of process maps

5.3 Proposed System Context Diagram 

The information in the current business system will flow from and to other systems.  The following diagrams represent the high level context for the information flow between the proposed system and external entities.

Sample diagram: http://hsc.csu.edu.au/ipt/project_work/3287/contextdiagram.gif 

6 DATA  REQUIREMENTS

Please include details of the data to be captured by the new software.  This should be listed in the table below.   If this is a substantial amount of information, please provide a high level summary in this section, and attach the details as an appendix.

For example:

	Data Group
	Data required
	Source
	Quality Checking or Processing Required Prior to Integration 

	Customer
	Name

Date of birth

Gender

Nationality
	Application form
	

	Contract of Employment
	Staff No
Contract Reference
Terms of employment
	HR system


	

	
	
	
	


7 USER ACCEPTANCE TESTING

Please highlight the UAT strategy identified for this project

7.1 Acceptance Test Strategy

Provide an overview of the acceptance test strategy. Please ensure the following are included in your considerations:
· Scheduling and duration
· Test setup requirements (e.g. test environment, co-dependencies, business cycles)  

· Sources of test data
· Test scripts
· Required test participants and any training requirements

· Technical and business support required during testing

· Communication requirements
Link to updated User Acceptance Test Plan 
7.2 Test Scenarios and Acceptance Criteria

Referring back to section 4, identify test scenarios and acceptance criteria for each functional and non functional requirement.  Please note that this section will be used as sign off criteria for the User Acceptance Test Plan.
Examples:

1 Capture HR data for current HESA return

	Ref
	Requirement
	Test Scenario  and Acceptance Criteria

	1.1
	Facility to capture current version of Finance’s hierarchy
	Check current finance hierarchy appears in Core HR system

	1.2
	Automatic facility to load finance hierarchy into HR core system
	Current finance hierarchy appears without manual intervention in Core HR system

	1.3
	Ability to validate HESA specific data in Core HR system
	Run validation report 

	1.4
	Ability to report against extract tables
	Generate report from tables


2 Archive data from final HR HESA submission

	Ref
	Requirement
	Test Scenario and Acceptance Criteria

	2.1
	Archive of each years submission must be captured and stored
	Evidence, e.g. demonstration, that required data is correctly archived

	2.2
	Ability to report against archived data
	Generate report from archive


8 TRAINING

Please provide details on training requirements, including…

· Which groups will require training

· Who will provide training

· Required Format of training materials 
9 Document Sign Off

Please add other sign off roles where required:

	Project Manager
	Name

	Project Sponsor 
	Name

	Business Analyst 
	Name

	Systems Analyst Designer 
	Name
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