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	Requirement Category
	Requirement Description
	Rank
	Priority
	Comments

	Business Rule/Input
	 One important requirement is that monthly people have a time sheet that they can fill out accurately.  As you know, many physicists and other staff employees are expected to work nights, weekends, 12-16 hr days and they sometimes do this for days or weeks in a row. This work pattern is crucial during shutdowns or critical repairs to the accelerator or detectors. Later people may take a few days off in the middle of the week.  It is often unreasonable for them to be asked to write these days down as vacation. Our present time sheets do not allow them to correctly indicate what they did.  However, we are quick to remind them that their time sheet is a "legal document" and we ask them to sign it.  I note that the lab has recently fired hourly people for not correctly filling out their time sheet. Sooner or later the lab is going to get into legal trouble with a staff person as a result of this situation. The new system provides an opportunity to address this problem.   My suggestion is simple.  We should require staff people to indicate at least 22 (or whatever the number is for that particular month) full days of work (or equivalent) per month on their time sheet or take corresponding vacation.


	Highly desirable
	1


	This requirement is from Bob Kephart.

	Business Rules
	Must be able to effort and chargeback report from the same department.


	Highly desirable
	1


	The Machine Shop submits both a chargeback and an effort report each month.

	Reporting  - Paper/Discoverer
	Must be able to use project codes (like job numbers) and be able to attach one project code to multiple project/task numbers.  Need to have definitions in the system for project codes.


	Highly desirable
	1


	

	Reporting  - Paper/Discoverer
	We need to be able to enter data for both regular and contract employees, and be able to generate reports either keeping these employee types separate or adding them together.


	Highly desirable
	1


	To track labor requirements for magnets we must include all labor.

	Reporting  - Paper/Discoverer
	Managers must be able to generate reports of data sorted in a number of ways – time period, org, project/task number, “project code,” etc.


	Highly desirable
	2


	

	Reporting  - Paper/Discoverer
	Reports must be easily converted to excel.
	Highly desirable
	1
	

	Reporting  - Paper/Discoverer
	Each person should be categorized (scientist, drafter, etc.) and we should be able to sort by these categories.


	Highly desirable
	2


	

	Reporting  - Paper/Discoverer
	Budget officer needs to see data on all charges – by that I mean charges that my Division makes to other Divisions as well as my own Division.


	Desirable
	2


	

	Input 
	Do not allow entry of obvious errors (closed project/task numbers, too many or too few hours, wrong payroll number, etc.).  


	Highly desirable
	1


	

	Usability
	Budget Officer needs to be able to check that all employees have made entries.


	Highly desirable
	1
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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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