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Section 1: Management Summary

Team Unicorn has prepared an inclusive Systems Requirement document for
you to review. It explains each step taken during the System Analysis phase of the
System development life cycle. The project came to be as a request from management
for an automated system for Contractual Payments.

Our investigation started by examining and analyzing the current system being
used.. This included interviews with project managers and other team members. By
holding the interviews we were able to identify those that are involved in the current
system and will be involved in the new system. After looking closely at the current
procedures we have determined that the current system takes an excessive amount of
time to process contracts and invoices. ltis in efficient and costs Bank of Xanadu a lot
of time and money.

After analyzing current software and hardware at the sites we have come to the
conclusion it will be capable of supporting a new automatic system. Through the use of
Data Flow Diagrams we were able to perform a data model assisting us in determining
the various system processes and see how information flows through the current
system. Team Unicorn then looked at the strengths and weaknesses of the current
system and current problems. We have determined time used to complete current
processes has become a nuisance on current team members and vendors. We have
come to a conclusion that a new automated system would greatly improve how
Contractual Payments are handled and reduce the calls from vendors or late payments.

We then began looking into the requirements for a new system. First we
determined the project scope and decided it would contain information on Contracts,
Project time lines, Vendors, programmers, departments, hourly charges and complete
project funding. We have come to the conclusion the new system should be able to
automatically determine all contracts and invoices are correct, and to generate
exception memos automatically if there is an error on the contracts or invoices. By
creating a Use Case Diagram and a complete set of Use Case Scenarios we were able
to compare the new system with the current system to determine physical requirements
of the new system.

With an understanding of the new system we were able to research software
such as Contract Insight, Contract Eagle, Matrix software, Agiloft, and Outsourcing
Management Services, LLC. Due to the research into the various features and costs of
these options, we were able to come to the conclusion that it would be more cost
effective and efficient to build an in house system. We have determined that it will take
about 8 weeks for the designing, testing, and implementing of the new system. Allowing
the system to be complete and fully functioning by mid June.
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The outcome of all our research is included in the System Requirement
document following this summary. This entails all the important information in the
Appendix section. In conclusion we believe an automated system is crucial to the
success of Bank of Xanadu. In the current system important time is being wasted
during the input process. Which causes payments to be late and phone calls from
unhappy vendors. This causes even more time spent on phone calls, which could be
used towards other projects. Team Unicorn believes this project will benefit Bank of
Xanadu greatly and would like to request permission to proceed to the System Design
phase of the project.
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Section 2: As-Is Model - Current Situation
Analysis

Introduction

The purpose of this documentation is to describe the current processes and
problems with Xanadu Bank’s vendor payment processing system. Remedying these
problems with a more streamlined system will benefit workers and their schedules but
most importantly will save money as outlined in the Financial Feasibility Study (See
Appendix A) that Team Unicorn has compiled. The information outlined in this document
highlight some of the strengths and weaknesses in the current system and explains how
we intend to streamline it for cost savings and additional functionality.

Analysis Approach

The Functional Decomposition Diagram (See Appendix B) provided, documents
the current system processes. The FDD was used to analyze the current system
processes and made it very clear to our team that the steps to process contracts and
invoices from the Buyer all the way to the contract programmer or vendor was
unnecessarily difficult and time consuming. The automated system will not change the
processes themselves, but the automation will save time and money.

The FDD shows the current processes in a hierarchal structure much like the
directory structure in an operating system. The center of all the action is the Contractual
Payment System, which is currently an Excel Workbook. All the activities shown below
must currently be manually completed by updating the workbook. With all the steps
currently not automated, the work that must be done is very time consuming and prone
to error. The Invoice Exception process along with the Contract Exception processes
are both very lengthy and could contribute to errors and untimely resolutions.

The Data Flow Diagram (See Appendix C) utilized by Team Unicorn documents
Bank of Xanadu’s system requirements from a data prospective. The DFD gives a
graphical depiction of the data flow through the current Contractual Payment System
and the various inputs and outputs between external entities and the system itself.
Knowing where the data comes from and where it needs to go are in important part of
the development phase, and the Bank of Xanadu’s Payment System DFD showed us
several things.

The first and most obvious thing we saw was that the Accountants are most in
need of this automated system, as they are currently manually conducting many
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processes, such as receiving pending contracts, processing requests for reports,
creating invoice exceptions, and handling vendor inquiries just to mention a few.

Problem

The problem currently being experienced at Bank of Xanadu is not uncommon
for large companies, but must be addresses specifically to fit their needs. Simply put,
the current system takes too long to process invoices against contractual and time
limitations. The manual system is also prone to human error, which requires employees
to put in significant amounts of overtime. The lead accountant is spending too much
time manually updating the Excel Workbooks. Because the lead accountant is spending
a significant amount of time updating these workbooks, he regularly requires two to
three employees to help him at the end of the month, and this is unacceptable for an
employee of his status. The mistakes made through manual entry also affect the
vendors. When the vendors don’t receive timely payment, it is damaging to our business
relationships, and reflects poorly on the organization. An automated system must be
developed that will streamline and improve these labor-intensive processes.

People

Stakeholders

* Accountants — Accountants receive and process contracts and their related
services. The Accountants have the most riding on an automated system and it
will save them the most work and allow them to focus on other things, like day to
day accounting, rather than updating workbooks.

* Accounting Management — The automated system will satisfy the Accounting
Management'’s desire for up to date and easy to view real time reports.

* Vendors (Contract Programmers) — The Payment System is how these guys
get paid, and the more accurately and timely the payment is, the happy vendors
will be. An automated system will also ensure that their inquiries are responded
to quickly and accurately.

* Buyers — The Buyers need an automated way to input new contracts, revised
contracts, and revised invoices. This will save them a trip to accounting and the
accounting team will be able to automatically send invalid contracts and invoices
back for corrections.

* Accounts Payable — A/P will be able to directly input vendor numbers and
receive official requests to pay invoices directly from the new system.

* Bank Managers (Project Managers) — Reports, Reports, and Reports. The
Bank Managers biggest interest in the new system is the ease of acquiring and
the diversity of the reports available.

* Project Sponsor, Vice President of Accounting — This project is his idea, so
he is incredibly personally invested in the new system. The new system will free
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up time for his employees and solve headaches for the VP. He will be able to
better allocate the workload and perhaps even release some employees which
will save money.

Processes

The current processes at Bank of Xanadu for processing payments for vendors
are cumbersome and time consuming. See the outline below for a full step by step on
current procedure for generating a payment for a Vendor.

1.

9.

The buyer hand delivers the contract copy (See appendix H) to the
accountant. (He puts a piece of paper in the accountants inbox on his desk)

2. The accountant verifies that all info needed is there.
3.

If any info is missing from the contract, the contract is logged in and returned
to the buyer to fix.

The accountant enters all contract info into Excel and files the hardcopy for
future reference

The Vendor submits an invoice by mail to the accountant.

The accountant verifies that all info required is present.

Accounting verifies that the invoice can be paid according to the contractual
time & fee limitations.

If invoice is either missing info OR incorrect OR exceeds contractual limits, it
is returned to the buyer for resolution, with an exception memo.

When an invoice problem is resolved, the invoice is returned to the
accountant.

10.When the accountant has approved invoice payment, he/she creates a data

entry sheet and sends invoice to accounts payable to have them cut a check
and mail it to the vendor.

11.1f vendor payment is late or missing, they call the accountant for resolution.
12. Accountant must then research the reason for non-payment and respond to

the vendor.

13.If the invoice cannot be paid in the same period of the actual expense it has

to be accrued.

14. At Months end, the accountant runs 5 reports, audits them for accuracy, and

delivers two reports to accounting management, and 3 to bank
management. (These are Contractual payment system reports)
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Data & Information

Input Documents:.

Vendor Numbers — A/P Sends vendor numbers to accounting be used on data
entry sheet.

Contract — Created by Buyers for Vendors and contains the specific information
relating to contract programmer services.

Extension — Extended by Buyers for Vendors and used to amend some part of
the original contract.

Invoice — Turned in by Vendor to the system for payment

Time Sheet — Filled out by contract programmer to specify hours worked in a
particular time period

Output Documents:

Invoice Reports — The reports generated are used by the accountants to
balance that account at the end of each month.

Data Entry Sheet — Attached to invoices that are sent to the A/P Department for
payment.

Accrual Report — Shows invoices that have been accrued, so that accruals can
be processed and then reversed the following month.

Monthly Expense Recap — This report shows the contract programmers invoice
expenses paid each month. It is sent to each bank division and is then sorted by
charge unit.

Contract Programmer Report, Fee Maximum Vs. Actuals — This report shows
the contract fee maximum and the invoices that have been paid against each
contract with the remaining fee max available. It is sent to each division and then
sorted by charge unit.

Monthly Recap Report — This report shows contract and invoice information for
each Project Manager - it is used by them to keep track of the contract and
programmers working for them.

System Requirements Document 8



Technology

The computer hardware on site is a typical large business system with Windows
7 user stations, both thin and thick clients that are all centrally networked with a Cisco
Business Class network. Each computer in the office is a slim case style with a 19 inch
LCD monitor and at least an Intel Core |5 or higher processor. All the work stations in
the facility are equipped with email and Skype for inter-office communication. There is a
server room on site with enough servers to handle the current load and a new
Contractual Payment System.

The current software on site is a Windows OS with complete MS Office Suite,
including your typical office environment email system using Microsoft Outlook. IT
Administrators use Access and Sharepoint to bridge the gap between different
departmental data needs. Project managers and IT Admins have access to Visio,
Visual Studio and of course Sharepoint.

Strengths of current system

The strengths of the current system are its low-tech ease of use. It is more
difficult than an automated system as far as time spent working on it goes, but
maintaining an Excel Workbook is easy to do and the employees are all well versed in
Excel. The employees are also very familiar with the current procedures and are able to
use it well without much help from IT staff.

Weaknesses of current system

The current system also has some weaknesses. The biggest weakness being
that it is so time intensive and the figures are entered manually. It takes far too long and
far too many employees to keep the Excel Workbooks up to date. Since the information
is all entered manually it is prone to errors. When mistakes on invoices are made, it
causes the Vendors to call and complain and make inquiries. This uses valuable time
and manpower, and streamlining the process will save money.
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Section 3: To-Be Model - Overview of the
proposed system

Proposed solution

Overview
Team Unicorn suggests the creation of a completely automated system for the Bank of
Xanadu accounting department that will improve billing for programming
contractors. The system will keep track of Vendors, Project Managers, Exception
Memo’s, Invoices, Accruals, Contracts, and Bank Units. The system will perform the
following checks:
1. Verify that the work performed and billed on an invoice falls within the valid
contract date range.
2. Verify the hourly rate billed on the invoice matches the hourly rate stipulated on
the contract.
3. It must calculate whether there is enough funding left on the contract to pay the
invoice.
Exception Memos will be automatically generated if any of these qualifications are not
met.
The system will also generate reports for bank management and for accounting
management.
The system is intended specifically for the management of independent programming
contractors and the corresponding invoicing procedures mentioned above. Accounting
functions and departments not listed above are beyond the scope of this project.

Scope
The new system will include information identified during the analysis of the current AS-
IS system. During the analysis phase, we have identified support for the following
information as requirements for the TO-BE system:

* A/P Vendor numbers

* Vendor information

*  Programmer information

* Bank contact information for project managers

* Bank units and divisions

* Contracts for contract programmer services

* Invoices for contract programmer services

To implement the new system, we will approach the project in the following phases:
Design Phase:
During the design phase, we will design a blueprint for the system. The design
phase includes the following steps:
* Create the “System Design specifications”
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* Create normalized data model to BCNF standards
* Design internal and external controls

* Determine and document the system architecture
* Design the user interface.

* Design reporting document

Implementation Phase:
The Implementation Phase will deliver a completely functional system. The

implementation stage includes the following steps:

* Create the system database

* Install the system

* Test the system

* Create documentation

* Train the users

Out of Scope

Bank of Xanadu IT department will be responsible for all maintenance and
upkeep after the implementation phase has been completed. Any information or
processes not listed above may be considered out of scope.

Objectives & Benefits of the new system

The proposed system will provide benefits to Bank of Xanadu. By automating the
vendor invoice payment & verification process. The new system will free up many man-
hours currently dedicated to the legacy system, allowing those man-hours to be applied
more effectively. Some other benefits are listed below:

Tanglble benefits:

Increased productivity

* Increased billing accuracy

* Automated report generation decreases errors and increases efficiency

* Automated exception memo generation decreases errors and increases
efficiency

* Reduction in clerical errors through automation

* Vendors receive their payments faster.

* Vendor Inquires can be resolved faster

Intangible:
* Improved management decision-making, through more accurate information.
* Higher vendor satisfaction.
« Improved employee morale through a decrease in workload.
« Reduced employee turnover through improved morale.
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Section 4: Functional Requirements

Introduction

The functional requirement section will outline the new systems requirements for
required data, exceptions, the behavior of the system, the role of employees, and
ultimately what the system is “required to do”. The Use Case Scenarios and Data Flow
Diagrams outline the functional requirements in greater detail

Analysis & Approach

Use Case Diagram

Use case diagrams (Appendix E) provide a simplistic representation of the
external actors and their interaction with the processes within the system. This serves
as a foundation for detailed using the use case scenarios.

Use Case Scenarios

The use case scenarios (Appendix E) allow us to break down each process-of
the system into smaller steps, effectively capturing the functional requirements of the
system. We can easily view the required data, and how the user interacts with that data
to achieve the desired result. Later in the System Development Life Cycle, the
validation team can use the use case scenarios can be used to create testing scenarios,
and determine the system’s functional requirements.
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Requirements Catalog

The requirements catalog (Appendix F) is a detailed list of all the data and
processes that are necessary to support the functional requirements established by the
use case scenarios and use case diagrams. The requirements are structured in a series
of “must” statements that define what must be done with the specified data.

Functional Requirements
UCO001 Receive Contract
UCO002 Contract Exception
UCO003 Update Contract
UCO004 Receive Invoice
UCO005 Invoice Exception
UCO006 Update Invoice
UCO007 Pay Invoice
UCO008 Vendor Inquiry
UCO009 Invoice Accrual
UCO010 Process Reports

Data Requirements

Data requirements are the individual data elements that will be included in the
database structure. Detailed data requirements can be found in the Requirements
catalog, Appendix F.
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Section 5: Summary of Systems Analysis
Phase

After careful analysis of the Bank of Xanadu’s current contractual invoice
payment system, we at Team Unicorn have concluded that the Bank of Xanadu will
benefit greatly from the custom built system that we have proposed when compared to
the Excel workbook procedures that they currently use.

The current system of validating and manually entering all of the data into Excel
worksheets, while being easy, is very time consuming and is prone to human inputting
errors. The proposed new system would require minimal human inputting and would
automatically reference the contract that the invoice pertains to and ascertain whether
the invoice meets all of the contractual specifications of said contract. The proposed
system will generate all of the required management and accounting reports at the end
of each month.

If the new system is approved and installed, it will not require any updates to the
computer system that the Bank of Xanadu currently uses. The proposed system will use
Access and Excel when generating monthly reports. The Bank of Xanadu currently has
these software programs in use on their system.
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Section 6: Alternatives Analysis

Software alternatives

Software purchased

1. Contract Insight-Has three different versions: Express and Workgroups,
Enterprise, and Desktop edition. Only the enterprise has an option for
invoicing and desktop has very few features. Enterprise has the most
features default and man optional features, which will cost extra.

2. Contract Eagle-Sends alerts for contract renewal, organizes contracts so
they are easy to find. Ability to track all contractual activities.
Automatically sends courtesy emails to customers and suppliers. Very
affordable

3. Matrix Software-Standardize through a contract repository and legal
library. Automate key business rules and compliance. Set alerts, monitor
and track expirations. Improve efficiency and reduce cycle times. Mitigate
risks through control of contract language. Achieve faster contract
negotiations and approval. Manage multi-year obligations that influence
contract renewals. Uses Microsoft Sharepoint and Office

4. MS Access-A database program put out by Microsoft. Access comes with
most Microsoft Office Suites. Offers a variety of templates and the ability
to use VB coding for the application development. It is user friendly and
already installed on the network.

Customized software
1. Agiloft-Adaptive technology core allows them to be configured to exact
needs. Allows smooth transition that eliminates the need for ongoing
consulting costs. Hybrid Saas 3.0 solution enables movement from a
hosted solution on Agiloft's infrastructure to an in house solution.

In house software

This would require a program to be coded completely and making a system that
is completely proprietary. Training on the use of the new software. Ability to do a
network implementation. Testing of the new software to check for bugs. Contains
information from previous contracts and payments made to ensure accuracy in all
transactions. Making the system easy to use and more efficient. With easy to
understand controls on a GUI that is organized and easy to navigate.
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Outsourcing

Outsourcing Management Services, LLC.-Responsible for developing and
maintaining, outlining outsourcing contract deliverables and obligations by both the
supplier and buyer, includes status updates. Will develop, implement and manage a
contract change control process to track changes, new service requests, or document
contractual events in a manner that will allow efficient access by client personnel,
including auditors. Will ensure appropriate escalation processes are in place to notify
client of activities, decisions or events that may have contractual consequence. Will
also develop, or assist in developing all the appropriate contract management
documentation, including authorization processes for contract modifications and new
service requests, including assessment of any new fees.

Manual alternative

Current system is manual and very time consuming. Although some changes
could be made to improve the time frame of the current system. Such as implementing
the use of Templates that Excel offers. Training to use the more advanced features that
Excel has to offer.
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Section 7: Recommendations

Contract Insight

Pros

* Enterprise edition offers many options you can add reducing functions that are
not necessary

* Two options for rapid deployment. Saa$S or Client Deployment.

* Full contract lifecycle management.

* Unlimited task tracking and email alerts.

* Full Vendor/Customer management. Track contact data, rating/scoring,
compliance.

* Linking of related contracts and vendors.

» Offers free trial

* Good Customer service

* Accredited by BBB

Cons

« Security could be at risk, using the hosted feature could cause vulnerability with
security.

« If the program crashes or has an unexpected issue, would have to contact
company for technical support

+ Cost for Express is $800.00 a year Per user

+ Enterprise cost for 5 users on their server is between $7000.00 and $8000.00 a
year.

Contract Eagle

Pros
« Sends alert emails for contract renewal.
« Organizes contracts
« Tracks all contractual activities
« Offers free trial
- Affordable

Cons
« Initial start up of program can be confusing
« GUI appears cluttered to me
« Security risk allows for connecting to outside network which may leave program
vulnerable to hackers
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CLM Matrix Software

Pros
- Standardize through contract repository and legal library
« Automates key business rules and compliance
« Able to set alerts and track contract expirations
« Mitigates risks
+ Reduces Cycle times
« Uses Microsoft Sharepoint and Office making it easier to learn
« Offers free trial

Cons

« No reviews of product available which leads me to believe it is a newer company

« Uses Microsoft SharePoint server 2010, which could end up no longer being
used, which would entail an eventual upgrade.

« Technical support may take time if there is an issue with the software.

MS Access

Pros

* Already own this software

* User friendly

* Allows integration of different files from programs IE: excel, plain text, html, and
sql server

* Ability to set look up values to tie repeat invoices or contracts together

* Updated yearly and new features are implemented that may be useful to the
system.

Cons
* The software is updated yearly and old features could become obsolete
* In Access any mathematical data needed can only be don'’t in queries and ad hoc
* Requires more planning and set up time
* |s a database management system
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Agiloft
Pros
« Allows you to customize the program to fit needs

« Accredited with BBB

« Able to smoothly transition and deploy software when all configured which cuts
consultation costs.

« Can be changed to an In house system

Cons
- Limited customizations of charts and graphs
« QOut dated interface
« Lack of documentation. Lots of trial and errors or consultations
« Outside server causes security risks

In House Software

Pros
« Saves on cost in the long run
« Technical support will be faster
« Able to choose what all the system is able to do and what is generated and
automated cutting down on features that are not used
- Data already collected can be easily added to system and tracked
- Easier to use
« More secure
- Easier to update if needed

Cons
« Human error is still possible
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Outsourcing Management Services

Pros
« Less time consuming for accountant
« Develops and maintains deliverables
« Updates status
- Ensure appropriate escalation processes are in place to notify client of activities
and decisions that may have contractual consequences.

Cons
« Security is a higher risk if the company is hacked or goes out of business for
what ever reason could lose all data and information
« Errors made may not be caught in time and in turn could cost more money
» Costs for the services could increase over time
« Main concern is keeping their revenue high

Manual Alternatives

Pros
« Cheaper cost overall
« Less training in use
« Secure

Cons
« Labor intensive
« Potential for errors through manual data entry
« Difficult to scale
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Section 8: Time Estimates
Estimated Schedule

Team Unicorn Time Estimates

We feel confident that the new system can be completed and fully operational
within ten weeks from the start date of April 7, 2014. Week number one of our schedule
will include the completion of the system analysis phase and the start of the actual
system design phase of our project. The system design phase should be completed by
end of week number six. The system testing portion of the project is scheduled for week
numbers six and seven. The implementation of the new system will be started in week
number seven and be completed by the end of week number nine. Weeks nine and ten
are scheduled for the resolution of any support and security issues that may arise
during the implementation of the new system.
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Section 9: Conclusion:

We at Team Unicorn would like to conclude this report by thanking you for the
opportunity to analyze your needs. With our extensive research on your day to
processes we have discovered that you could benefit financially by automating a good
portion of your vendor payment processing. The current layout and architecture is
archaic, outdated, and far too labor intensive. Team Unicorn has researched and
developed an automated Contractual Payment System that could far better serve your
current and future needs as business expands.

The current configuration is working and has worked in the past, but we at Team
Unicorn are concerned that with the current business climate, you will not be able to
meet your customer and vendor’s needs while staying competitive. We worry that in the
case these issues are not addressed, Bank of Xanadu is poised to experience added
costs, the need of additional manpower, and the overall stress of the organization,
specifically the Accounting Management and the Accountants themselves. Team
Unicorn is prepared to install an automated Contractual Payment System to help
address the current problems of the manual Excel-based system in use at present. The
return on investment and the projected savings are so high that it is Team Unicorn’s
opinion that it would be a disservice to not begin implementing this system immediately.
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Appendix E: Use Case Scenarios

USE CASE NAME:

RECEIVE CONTRACT | ID: UCO001

Primary Actor:

Accountant

Brief Description:

This use case describes the steps for the receive contract use
case, from the time the buyer delivers the contract appendix A
until the contract has been entered into the system and the
original copy has been filed for reference.

Trigger:

A new contract appendix A has been delivered to the
accountant.

Related Use Cases:

Contract Exception (extends), Update Contract (uses)

Normal Flow of
Events:

This use case begins when the accountant receives a new
contract appendix A from the buyer:

1. The accountant reviews the contract for completeness &

accuracy.

2. The accountant logons onto the system and navigates to the
contract entry screen.

3. The accountant then selects the correct vendor, project
manager, and bank charge unit & division.

4. Next, the accountant enters all remaining contract information,
including the programmer name, project start & end dates,
hourly pay rate, fee maximum, and project description.

5. The accountant then saves the new contract record into the
system.

6. Finally, the accountant files the original hard-copy contract for
reference.

This use case ends when a new contract has successfully been
entered into the system.

Exceptions:

1. If any information is missing, the accountant flags the contract
appendix A for an exception.

3. If any of the required bank related information (vendor, PM,
unit, or division) does not exist in the system, the accountant
must create new record to represent the missing information.

6. If an exception has been determined, the contract is returned
to the buyer for correction.

Pre-condition(s):

A new contract appendix A has been created and is ready to be
processed by the accountant.

Post-condition(s):

A new contract appendix A record has been successfully created
and saved into the system, and is ready to have invoices
processed against it.

Information
Requirements:

Vendor name/number
Programmer name
Contract start date
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Contract end date

Charge unit

(Bank division — tied to charge unit)
Fee maximum

Hourly rate

Project manager (contact)

Project description

Contract number (alpha-numeric)

Assumptions:

That the buyer will deliver an accurate and complete contract
appendix A to the accounting department.

Business Rules:

* Each contract must be for only one programmer.

* Avalid contract must be created before the programmer
starts work.

* The contract number must be created by the accountant
based on the last 5 digits of the programmer name and the
end month/year of the contract.

* If any information required by the accounting department is
missing from the appendix A, the contract is logged by the
accounting department and returned to the buyer for
correction.

* Hard copies of the contract appendix A need to be filed with
the accounting department for future reference (auditing
requirement).

USE CASE NAME:

CONTRACT EXCEPTION | ID: UC002

Primary Actor:

Accountant

Brief Description:

This use case describes the steps for the contract exception use
case, from the time the account is aware of a contract appendix
A exception until the contract exception memo has been
generated into the contract has been forwarded to the buyer for
correction.

Trigger:

The accountant has become aware of an exception in the
contract appendix A.

Related Use Cases:

Receive Contract (uses), Update Contract (uses)

Normal Flow of
Events:

This use case begins when the accountant becomes aware of an
exception in the contract appendix A.

1. The accountant reviews the contract to determine the nature

of the exception.

2. The accountant logons onto the system and navigates to the
contract entry screen.

3. The accountant then enters the project number into the
system, and any information currently available, such as
selecting the correct vendor, project manager, and bank charge
unit & division.
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4. Next, the accountant navigates to the exception memo screen,
and enters the Vendor number, the reason the contract is
unable to be processed.

5. The accountant then saves the new contract record and
exception memo into the system.

6. Finally, the accountant forwards the original hard-copy
contract along with the exception memo to the buyer for
correction.

This use case ends when a new contract has partially been
entered into the system, and an exception memo has been
generated and forwarded to the buyer.

Exceptions:

1. If the project vendor is missing, the accountant must create a
vendor number, and note it in the exception memo.

Pre-condition(s):

A new contract appendix A has been received by the accountant,
and an exception has been determined.

Post-condition(s):

A new contract appendix A record has been created and an
exception memo has been generated and forwarded to the
buyer.

Information
Requirements:

Vendor name/number
The reason for the exception

Assumptions:

That the accountant will identify a contract missing vital
information, and will proceed to generate exception.

Business Rules:

* Each contract must be for only one programmer.

* Avalid contract must be created before the programmer
starts work.

* The contract number must be created by the accountant
based on the last 5 digits of the programmer name and the
end month/year of the contract.

USE CASE NAME:

UPDATE CONTRACT | ID: UCO003

Primary Actor:

Accountant

Brief Description:

This use case describes the steps for the update contract use
case, from the time the vendor delivers the updated contract
appendix A until the updated contract has been entered into the
system and the original copy has been filed for reference.

Trigger:

A new updated contract appendix A has been delivered to the
accountant.

Related Use Cases:

Contract Exception (extends), Update Contract (uses)

Normal Flow of
Events:

This use case begins when the accountant receives a new
updated contract Appendix A from the vendor:
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1. The accountant reviews the updated contract for

completeness & accuracy.

2. The accountant logons onto the system and navigates to the
contract update entry screen.

3. The accountant then selects the correct vendor.

4. Next, the accountant enters all the contract information to be
updated. The accountant then saves the new updated contract
record into the system.

6. Finally, the accountant files the original hard-copy updated
contract for reference.

This use case ends when a new updated contract has
successfully been entered into the system.

Exceptions:

1. If any information is missing, the accountant flags the updated
contract appendix A for an exception.

3. If any of the required bank related information (vendor, PM,
unit, or division) does not exist in the system, the accountant
must create new record to represent the missing information.

6. If an exception has been determined, the contract is returned
to the buyer for correction.

Pre-condition(s):

An updated contract appendix A has been created and is ready
to be processed by the accountant.

Post-condition(s):

A new contract appendix A record has been successfully created
and saved into the system, and is ready to have invoices
processed against it.

Information
Requirements:

Vendor name/number
Programmer name

Contract start date

Contract end date

Charge unit

(Bank division — tied to charge unit)
Fee maximum

Hourly rate

Project manager (contact)
Project description

Contract number (alpha-numeric)

Assumptions:

That the buyer will deliver an accurate and complete updated
contract appendix A to the accounting department.

Business Rules:

* Each contract must be for only one programmer.

* Avalid contract must be created before the programmer
starts work.

* The contract number must be created by the accountant
based on the last 5 digits of the programmer name and the
end month/year of the contract.

* If any information required by the accounting department is
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missing from the appendix A, the contract is logged by the
accounting department and returned to the buyer for
correction.

* Hard copies of the contract appendix A need to be filed with
the accounting department for future reference (auditing
requirement).

USE CASE NAME:

Receive Invoice | ID: UC004

Primary Actor:

Accountant

Brief Description:

This use case describes the steps for the receive invoice use
case, from the time the vendor delivers the invoice Appendix A
until the invoice has been entered into the system, the original
copy has been filed for reference, and the invoice sent to
accounts payable.

Trigger:

A new invoice Appendix A has been delivered to the accountant.

Related Use Cases:

Invoice Exception (extends), Update Invoice (uses), Pay Invoice
(uses), Vendor Inquiry (uses), Invoice Accrual (uses)

Normal Flow of
Events:

This use case begins when the accountant receives an invoice
Appendix A from the vendor:

1. The accountant reviews the invoice for completeness &

accuracy.

2. The accountant logons onto the system and navigates to the
invoice entry screen.

3. The accountant then selects the correct vendor from the
existing contracts.

4. Next, the accountant enters all remaining invoice information,
including the invoice number, the period that was billed, hourly
pay rate, total hours billed, and the name of the person who
received the invoice.

5. The accountant then saves the invoice record into the system.

6. The accountant files the original hard-copy invoice for
reference.

7. Finally, the accountant sends the approved invoice to the
Accounts Payable department.

This use case ends when an invoice has successfully been sent
to the accounts payable department.

Exceptions:

1. If any information is missing, the accountant flags the invoice
Appendix A for an exception.

3. If the vendor does not exist in the system, the accountant flags
the invoice Appendix A for an exception.

4. If the dates billed fall outside the acceptable start and end
range, are outside of the valid contract date range, or if there is
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not enough funding on the contract to pay the invoice, it is
flagged for an exception.
7. If an exception has been determined, the invoice is sent to the
buyer with an exception memo.

Pre-condition(s):

A new invoice Appendix A has been received and is ready to be
processed by the accountant.

Post-condition(s):

A new invoice Appendix A record has been successfully entered
and saved into the system, and is ready to be sent to accounts
payable.

Information
Requirements:

Vendor name/number

Programmer name

Billing period start date

Billing period end date

Hourly rate

Total Number of hours billed.

Invoice Number

Name of the person who received the invoice

Assumptions:

That the vendor will deliver an accurate and complete invoice
Appendix A to the accounting department.

The dates billed on the invoice fall within a valid contract date
range.

The hourly rate billed matches the hourly rate stipulated on the
contract.

There must be enough funding left on the contract to pay the
invoice.

Business Rules:

* Each Vendor has only 1 contract

* A valid contract must exist in the system before the
programmer starts work.

* Each contract must have a valid contract number.

* If any information required by the accounting department is
missing from the Appendix A, an exception memo is
generated by the accountant and sent to the buyer for
correction.

* Hard copies of the invoice Appendix A need to be filed with
the accounting department for future reference (auditing
requirement).

USE CASE NAME:

INVOICE EXCEPTION | ID: UC005

Primary Actor:

Accountant

Brief Description:

This use case describes the steps for the invoice exception use
case, from the time the account is aware of an invoice Appendix
A exception until the invoice exception memo has been
generated and the contract has been forwarded to the buyer for
correction.

Trigger:

The accountant has become aware of an exception in the invoice
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Appendix A.

Related Use Cases:

Invoice Exception (uses), Update Invoice (uses), Pay Invoice
(uses), Vendor Inquiry (uses), Invoice Accrual (uses)

Normal Flow of
Events:

This use case begins when the accountant becomes aware of an
exception in the invoice Appendix A.

1. The accountant reviews the invoice to determine the nature of

the exception.

2. The accountant logons onto the system and navigates to the
invoice entry screen.

3. The accountant then enters the invoice number into the
system.

4 Next, the accountant navigates to the exception memo screen,
and enters the Vendor number, the reason the invoice is
unable to be processed.

5. The accountant then saves the new invoice record and
exception memo into the system.

6. Finally, the accountant forwards the original hard-copy invoice
along with the exception memo to the buyer for correction.

This use case ends when a new invoice has partially been
entered into the system, and an exception memo has been
generated and forwarded to the buyer.

Exceptions:

1. If the vendor name is missing, the accountant must locate the
vendor name using the project number, and note it in the
exception memo.

Pre-condition(s):

A new invoice Appendix A has been received by the accountant,
and an exception has been determined.

Post-condition(s):

A new invoice Appendix A record has been created and an
exception memo has been generated and forwarded to the
buyer.

Information
Requirements:

Vendor name/number
Reason for invoice exception

Assumptions:

That the accountant will identify an invoice that is missing vital
information, and will proceed to generate exception.
The contract for the invoice already exists in the system.

Business Rules:

* Each invoice must be for only one programmer.
* Avalid contract must be created before the programmer
starts work.

USE CASE NAME:

UPDATE INVOICE | ID: UC006

Primary Actor:

Accountant
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Brief Description:

This use case describes the steps for the update invoice use
case, from the time the vendor delivers a revised invoice
Appendix A until the invoice has been updated in the system and
the updated invoice has been filed for reference.

Trigger:

An updated invoice Appendix A has been delivered to the
accountant.

Related Use Cases:

Invoice Exception (extends), Update Invoice (uses), Pay Invoice
(uses), Vendor Inquiry (uses), Invoice Accrual (uses)

Normal Flow of
Events:

This use case begins when the accountant receives an updated
invoice Appendix A from the vendor:

1. The accountant reviews the updated invoice for completeness

& accuracy.

2. The accountant logons onto the system and navigates to the
invoice update entry screen.

3. The accountant then selects the correct vendor from the
existing invoices.

4. Next, the accountant enters all the invoice information to be
updated. The accountant then saves the new updated invoice
record into the system.

6. The accountant files the original hard-copy updated invoice for
reference.

7. Finally, the accountant proceeds to the Receive Invoice use
case

This use case ends when an updated invoice has been entered
into the system, filed for future reference, and is ready to be
received.

Exceptions:

1. If any information is missing, the accountant flags the updated
invoice Appendix A for an exception..

6. If an exception has been determined, the invoice update is
returned to the buyer for correction.

Pre-condition(s):

An invoice Appendix A record has been successfully created and
saved into the system, and was sent to the buyer for revision.

Post-condition(s):

An updated contract Appendix A has been updated and is ready
to be processed by the accountant.

Information
Requirements:

Vendor name
Contract Number
Information to be revised

Assumptions:

That the vendor will deliver an accurate and complete revised
invoice Appendix A to the accounting department.

The dates billed on the invoice fall within a valid contract date
range.

The hourly rate billed matches the hourly rate stipulated on the
contract.
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There must be enough funding left on the contract to pay the
invoice.

Business Rules:

* Each Vendor has only 1 contract

* A valid contract must exist in the system before the
programmer starts work.

* Each contract must have a valid contract number.

* If any information required by the accounting department is
missing from the invoice Appendix A, an exception memo is
generated by the accountant and sent to the buyer for
correction.

* Hard copies of the revised invoice Appendix A need to be
filed with the accounting department for future reference
(auditing requirement).

USE CASE NAME:

PAY INVOICE | ID: UCO007

Primary Actor:

Accountant

Brief Description:

This use case describes the steps for pay invoice use case, from
the time the accountant approves the invoice and sends it to
accounts payable.

Trigger:

An invoice has been approved for payment by the accountant.

Related Use Cases:

Receive Invoice (uses) Update Invoice (uses), Vendor Inquiry
(uses), Invoice Accrual(uses),

Normal Flow of
Events:

This use case begins when the accountant approves an invoice
for payment.

1. The accountant logs onto the system and navigates to the
data entry sheet screen.

2. The accountant then creates a new data entry sheet, and
enters the Vendor Name, Vendor Number, Invoice Number,
Description, Invoice Date, Due Date, Invoice Total, G/L
Account, P.O. Number, Charge Unit, the Accountants name,
and the Date the data entry sheet was created.

3. The accountant then saves the new data entry sheet record
into the system.

6. Finally, the accountant sends the data entry sheet along with
the accompanying invoice to Accounts payable for payment.

This use case ends when a new data entry sheet has
successfully been entered into the system, and sent to A/P with
the accompanying invoice.

Exceptions:

Pre-condition(s):

A new invoice Appendix A has been created and has been
approved by the accountant.
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Post-condition(s):

A new data entry sheet has been successfully created and saved
into the system, and is ready to be sent to accounts payable
along with the invoice.

Information
Requirements:

Vendor Name
Vendor Number
Invoice Number
Description
Invoice Date
Due Date
Invoice Total
G/L Account
P.O. Number
Charge Unit

Assumptions:

The invoice that has been approved has all the required
information.

The dates billed on the invoice fall within a valid contract date
range.

The hourly rate billed matches the hourly rate stipulated on the
contract.

There must be enough funding left on the contract to pay the
invoice.

Business Rules:

* Each contract must be for only one programmer.

* Avalid contract must be created before the programmer
starts work.

* The contract number must be created by the accountant
based on the last 5 digits of the programmer name and the
end month/year of the contract.

* Hard copies of the data entry sheet need to be filed with the
accounting department for future reference (auditing
requirement).

USE CASE NAME:

VENDOR INQUIRY | ID: UC008

Primary Actor:

Accountant

Brief Description:

This use case describes the steps for the vendor inquiry use
case, from the time the vendor contacts the accountant with an
inquiry until the accountant responds to the vendor, and an
official record of the inquiry has been created.

Trigger:

A vendor contacts the accountant with an inquiry.

Related Use Cases:

Contract Exception (extends), Update Contract (uses)

Normal Flow of
Events:

This use case begins when the vendor with an inquiry has
contacted the accountant.

1. The accountant receives an inquiry from a vendor.
2. The accountant logons onto the system and navigates to the
vendor inquiry screen.

System Requirements Document 72




3. The accountant then selects the correct vendor,.

4. Next, the accountant creates a new vendor enquiry log, and
enters time and date of contact, and additional notes.

5. The accountant then saves the new vendor inquiry record into
the system.

6. The accountant researches the vendor inquiry until the
appropriate response to inquiry is found.

7. The accountant contacts the vendor with the appropriate
response, and records the response in the vendor enquiry log.

This use case ends when the accountant has responded to a
vendor inquiry, and recorded the response in the vendor inquiry
log.

Exceptions:

1. If an appropriate response to the inquiry cannot be found, the
accountant will contact the vendor and update them as
appropriate.

3. If any of the required bank related information (vendor, PM,
unit, or division) does not exist in the system, the accountant
must create new record to represent the missing information.

6. If an exception has been determined, the contract is returned
to the buyer for correction.

Pre-condition(s):

A vendor has contacted the accountant with an inquiry

Post-condition(s):

The accountant has responded to a vendor inquiry, and recorded
the response in the vendor inquiry log.

Information
Requirements:

Vendor name/number
Date of Inquiry

Time of Inquiry

Notes regarding the inquiry

Assumptions:

A vendor contract exists in the system.
The vendor inquiry is related to invoice payment.

Business Rules:

* Each contract must be for only one programmer.

* Avalid contract must be created before the programmer
starts work.

* All vendor inquiries must be recorded in the vendor inquiry
log.

USE CASE NAME:

INVOICE ACCRUAL | ID: UC009

Primary Actor:

Accountant

Brief Description:

This use case describes the steps for the invoice accrual use
case, from the time the accountant receives the invoice appendix
A until the accrual for that invoice has been reversed.

Trigger:

A new invoice appendix A has been approved for payment by
the accountant.

Related Use Cases:

Receive Invoice (uses), Update Invoice (uses), Vendor Inquiry
(uses)
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Normal Flow of
Events:

This use case begins when the accountant approves a new
invoice appendix for payment:

1. The accountant logons onto the system and navigates to the
invoice accrual screen.

2. The accountant then selects the correct invoice number.

3. The accountant then enters the amount to be accrued.

4. The accountant then saves the new accrual record into the
system.

This use case ends when a new invoice accrual has successfully
been entered into the system.

Exceptions:

Pre-condition(s):

A new invoice appendix A has been approved for payment and is
ready to be processed by the accountant.

Post-condition(s):

A new invoice accrual appendix A record has been successfully
created and saved into the system.

Information
Requirements:

Vendor name/number
Programmer name
Charge unit

Invoice Number
Invoice Total

Accrual Date

Assumptions:

That accountant will approve only accurate and complete
invoices for accrual.

Business Rules:

* Each contract must be for only one programmer.

* Avalid contract must be created before the programmer
starts work.

* The contract number must be created by the accountant
based on the last 5 digits of the programmer name and the
end month/year of the contract.

USE CASE NAME:

PROCESS REPORTS | ID: UC010

Primary Actor:

Accountant

Brief Description:

This use case describes the steps for the process reports use
case, from the time the accountant generates the reports until
the reports have been delivered.

Trigger:

System automatically generates reports at the months end.

Related Use Cases:

Contract Exception (extends), Update Contract (uses)

Normal Flow of
Events:

The use case begins on the end of the month, when the system
automatically generates the monthly reports.

1. The system notifies the accountant that the reports have been
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automatically generated.

2. The accountant verifies that the information contained within
the reports is accurate.

3. The accountant changes the report status to verified.

4. The accountant delivers two reports to accounting
management, and 3 reports to bank management.

This use case ends when the reports have been sent to
accounting management and bank management.

Exceptions:

The system is down due to power failure

Accountant is not able to verify report

The automatic report generation is not triggered properly
The accountant overlooks the report generation notification

Pre-condition(s):

All systems must preform correctly
All invoice and contract information has been entered into the
system

Post-condition(s):

The report status has been changed to verified
The bank management has received 3 reports
The accounting management has received 2 reports

Information
Requirements:

NOT SPECIFIED

Assumptions:

The system will perform as anticipated, and the accountant will
verify the reports as necessary.

Business Rules:

* The system will provide an overview of project status and
expenses.
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Appendix F: Requirements Catalog

Functional Requirements

UCO001 The system must allow the creation of new contracts
UCO001.1 The system must accept the input of the new contract information
UCO001.2 The system must provide a way to store contract information

UCO002 The system must generate contract exception memos
UCO002.1 The system must display existing contract information
UCO002.2 The system must accept the input of the new exception memo
UCO002.3 The system must be able to associate contracts with exception memos
UCO002.4 The system must provide a way to store exception memo information

UCO003 The system must allow contracts to be updated
UCO003.1 The system must display existing contract information
UCO003.2 The system must accept revised information for an existing contract
UCO003.3 The system must provide a way to store revised contract information

UCO004 The system must allow the input of invoices
UCO004.1 The system must accept the input of the new invoice information
UCO004.2 The system must be able to associate invoices with existing contracts
UCO004.3 The system must provide a way to store invoice information

UCO005 The system must generate invoice exception memos
UCO005.1 The system must display existing invoice information
UCO005.2 The system must accept the input of the new exception memo
UCO005.3 The system must be able to associate invoices with exception memos
UCO005.4 The system must provide a way to store exception memo information

UCO006 The system must allow invoices to be updated
UCO006.1 The system must display existing invoice information
UCO006.2 The system must accept revised information for an existing invoice
UCO006.3 The system must provide a way to store revised invoice information

UCO007 The system must allow invoices to be paid
UCO007.1 The system must accept the input of the new data entry sheet
information
UCO007.2 The system must be able to associate invoices with data entry sheets
UCO007.3 The system must provide a way to store data entry sheet information

UCO008 The system must allow vendor inquiries to be created
UCO008.1 The system must accept the input of the new vendor inquiry information
UCO008.2 The system must be able to associate invoices with vendor inquires
UCO008.3 The system must be able to retrieve vendor inquires
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UCO008.4 The system must be able to update vendor inquires
UCO008.5 The system must provide a way to store data entry sheet information

UCO009 The system must allow invoice accruals to be generated
UCO007.1 The system must accept the input of the new invoice accrual
UCO007.2 The system must be able to associate invoices with accruals
UCO007.3 The system must provide a way to store invoice accrual information

UCO010 The system must generate monthly reports

UCO010.1 The system must automatically generate Monthly Reports on the first of
the month

UCO010.2 The system must notify the accountant that a monthly report has been
generated

UCO010.3 The system must record when the monthly reports have been audited
by the accountant

UCO010.4 The system must be able to send a copy of the audited reports to
designated recipients

Data Requirements
Vendor

* Company Name

* Vendor Number

Project Manager Contact
* Project Manager Name
* Contact Unit

*  Phone Number

* Division Number

Charge Unit
* Charge Unit Number
* Division

Contractor/Programmer
* Vendor name

* Begin Date

* End Date

* Charge Unit Number
* Divison

* Hourly Rate

* Fee Maximum

* Contact Person Name
e Unit Number

* Phone Number
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* Project description

Exception Memos
* Memo Date

* |D Number

* Programmer

*  Company

» Start Date

* End Date

* |nvoice Number
* |nvoice Amount
* Reason for Exception
* Response Date
* Remarks

Invoice

* Vendor ID Number
*  Programmer Name
* Vendor Name

* Charge Unit Number
* Date Paid

* Date Work Began
* Date Work Ended
* Hourly Rate

* Total Hours

* Total Amount due
* Accrual Date

* Memo
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