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	Requirement Category
	Requirement Description
	Rank
	Priority
	Comments

	
	System must be “User Friendly”
	
	
	

	
	WEB based electronic approval for timesheets(Different levels of Supervision)
	
	
	

	
	Each employee is assigned a default task
	
	
	

	
	% Time entry for all emps; % for Staff/Hours for Weekly-Hourly
	
	
	

	
	Must run on Windows (All versions*?), Macs, Unix, and any other that I’m not aware of.

(* i.e. I believe the Tablet PC’s run a slightly different version of Windows?)


	
	
	

	
	Accessible via Internet Explorer and Netscape Navigator
	
	
	

	
	Access must be quick!
	
	
	

	
	Data must be entered on a weekly basis (what about corrections for prior weeks?)
	
	
	

	
	Data/Reports- Hrs/%/dollars available through On-Line Reports, Discoverer, Cobra,(anyone else?)
	
	
	

	
	Data/Reports- By Project, Department Name, Group, Task (includes roll ups at different levels). EMPLID, Job Title (HR Title)
	
	
	

	
	Historical data kept for 3-7 years On-Line?
	
	
	

	
	The System must be adaptable to the users needs. i.e. if we are not developing in-house then vendor must be willing to make changes to their software to accommodate our needs.
	
	
	

	
	
	
	
	


Requirement Category

Business Rules

Usability

Input

Desktop

Software

Hardware

Performance

Backup and Recovery

Support Considerations

Security

Interface Out

Reporting – Paper

Reporting - Discoverer

History

Sample Requirements:

	Functional Requirements
	

	· Business Rules
	Timesheets must be approved by supervisors and the group managers

	· Usability Requirements
	Need ability to set up default project/tasks by group

	· Input Requirements
	Do not allow entry of more than 24 hours in a single day

	Technical Requirements
	

	· Desktop Requirements
	Must run on Windows, Unix, and Mac desktops

	· Software Requirements
	Must run on version 9.9 of Internet Explorer

	· Hardware Requirements
	Minimum processor/memory configuration

	· Performance Requirements
	Log on takes between 9 and 9 seconds

	· Backup and Recovery Requirements
	Data must be backed up daily

	· Support Considerations
	Help desk support must be available from 7:00 to 4:00 Monday to Friday

	Security Requirements
	Each user must have a validated account and password

	Data Requirements
	

	· Interface Requirements
	Hours and cost data must be provided to Cobra at a person/project/task level

	· Reporting Requirement
	Summary hours by project task within each group

	· History Requirements
	Full history must be kept for all active projects.


Rank

· The requirement will receive a mandatory ranking if it satisfies one of the following criteria:

· Required by DOE or other outside agency, 

· The information is necessary to the safe operation of the LAB

· The information is required for financial control or to prevent loss of property 

· The information is vital to the work of a Fermilab organization.

· The information is required for the maintenance of the health and welfare of lab employees or others.

· An existing system or interface needs to be changed as a result of the migration to an Employee Time and Labor system.

· If the above are not true, then the requirement falls into the highly desirable or desirable rankings.  The determination if a gap is highly desirable versus desirable is somewhat subjective.  Please consider the following objective questions to help distinguish the two rankings.

· How many different groups/people does this requirement affect?  (if a large number then consider for highly desirable)

· Is there a quantifiable savings in effort/time resulting from this requirement? (if significant savings then consider for highly desirable)

Priority

Numeric prioritization (1-100) within each rank.

Comments

Additional information about the requirement that supports the ranking and priority.
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