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1 Introduction

The new Client Relationship Management (CRM) system will replace the existing Oracle application and add to the existing functionality, automating several manual processes.  The current application is over 16 years old and harkens back to a technical specification that precedes that of most modern systems (the architecture has its roots in the mini-computer days and was ported to the web with Oracle 9iAS).  The current legacy application also has had some security related issues, and should be retired in short order if the data is to continue to be used.  Exposure to the web has introduced a level of risk that an internal application would not have.  Even though data is processed through Network Alliance’s firewall and infrastructure, the data is nonetheless visible over the web and therefore is subject to compromise from the outside.  The legacy application clearly was never intended to be operated over the web and was ported simply by moving the application module to use Oracle’s Java interpretation of Oracle Forms (which is what the legacy CRM application started out life in).
This Requirements Specification (RS) is divided into the following sections:

· Section 1 – Introduction

Describes NACCAS CRM System, defines terms and acronyms that are part of the system.  

· Section 2 – General Description

Describes the system and reviews the system perspective, functions, user characteristics, constraints, and dependencies.  

· Section 3 – Specific Requirements

Defines the requirement categories, types, and priorities and lists the system requirements.

· Section 4 – Control Procedures/Change Management Process

Describes the control procedures/change management process for addressing upgraded, enhanced, or new functionality.

· Section 5 – Documentation
Lists the documents that will be provided prior to deployment.
1.1 Purpose

This RS captures the complete software requirements for the system.  It fully describes the external behavior of the application and describes nonfunctional requirements, design constraints and other factors necessary to provide a complete and comprehensive description of the requirements for the software.

1.2 Acronyms and Abbreviations

Table 1-1 provides the acronyms and corresponding definitions for various terms used in this document. 
Table 1‑1: Acronyms and Definitions
	Acronym/Abbreviation
	Definition

	eCheck
	Electronic Check – an electronic means of taking payments that draw directly from a bank account equivalent to an electronic wire or writing a check.

	HTTP
	Hyper Text Transfer Protocol – the basic protocol used to execute commands over the web within the context of a web browser.

	HTTPS
	Secure HTTP – HTTP which applies encryption for the transmission of communications between client workstation and server.

	MB
	Megabytes – a unit describing storage, both memory and disk space.  1 MB represents 1024 Kilobytes.  Each Kilobyte represents 1024 Bytes.

	Mbps
	Megabits per second -- a measure of a transmission rate.  A byte is comprised of 4 bits and a Megabit is 1024 x 1024 bits.

	RAM
	Random Access Memory – this is chip memory (versus disk space) used for the execution of a computer’s operating system and other applications.

	SSL
	Secure Sockets Layer – provides secure communications between a workstation and the server over the generally unsecured World Wide Web.


2 General Description/Scope
2.1 Product Perspective

NACCAS’s CRM System is a currently deployed system (supported by eCAP – Efficiency, Convenience, Affordability, Peace of Mind – by Network Alliance) that has reached its end of life.  Its technology is obsolete and is no longer supported by the vendor.  Further, it is not secure, requires extensive administration simply to add a user and is externally managed by two parties and internally managed by one.  That is, Network Alliance manages some degree of access, the current developer (based on the West Coast) does the same and internally, and a NACCAS staff member is also able to assign some degree of access.  Without central administration of the system, NACCAS is subject to delay and responsibility overlap, particularly since accountability is not established firmly and there is no way, other than procedurally, to confirm changes in access control.

The system’s history predates the advent of identity theft.  As it stands, it stores sensitive information that may or may not be required for record identification, and is generally unsecured at both the application and database level (that is, data in the database is not encrypted and a disgruntled employee with adequate access may use the application to infiltrate the system and pilfer information).

The system’s functionality applies a structure that requires traversal of a central menu system to get into any screen.  Therefore, three or four related screens do not flow in any logical fashion.  Instead, a user must access the screen as a specific item on the top level menu.  Users have no “flow control” in terms of hierarchy of information.  That is, users must search for, and retrieve a top level, key or defining record (that is common to most screens) for every screen that is accessed, repeatedly. 

The system’s technology is:
· Database  – Oracle 9iAS.
· Application – Oracle Forms under Oracle 9iAS.
· Access – Over a Citrix Metaframe VPN connection or over the web directly (for specific modules by schools).  The primary operating system for the client side is Windows 2000.

The new application departs from this architecture completely.  It will reside on a public facing server and accessible over any viable internet connection so long as the user has appropriate credentials.  The system does not require a VPN connection and is entirely administered by suitably credentialed members of the user community.  The new system’s technology shall be:
· Database – SQL Server 2005 Enterprise Edition.
· Application – ASP.NET (from Visual Studio 2005) using the Microsoft .NET 2.0 Framework.  Where applicable the system shall use Visual Basic .NET controls (also part of Visual Studio 2005).
· Access – Directly from a browser over the Internet, and over a secure connection.  Passwords and other sensitive data are encrypted both during transmission and in storage.
2.1.1 System Interfaces

The current system tracks the following: the accreditation process of schools, including the processing of fees; attendance of workshops; and activities related to government actions, complaints, financial tracking, and school ownership information.  The system is the cornerstone of NACCAS’s business process, and it is completely encapsulated in the Oracle environment.  It does not directly interface to other systems.  Instead, extracts are manually taken for various functions (e.g., mailing lists, workshop registration) that are then either passed on to external systems or processed manually.

The new application will incorporate all the legacy system functions, largely adding on and improving the existing functionality.  Significant elimination of manual processes will include:

· Electronic payments (credit card and eCheck payments for workshop attendees and school officials).

· A reporting engine providing canned (fixed reports), ad-hoc reports and storable queries.  These queries or reports may also provide the necessary inputs for external systems still in use by NACCAS, until those in turn are replaced.

· The new system will also act as the system of record for the accounting system about to be deployed at NACCAS (QuickBooks).  Financial data will be transmitted to QuickBooks directly, as well as appropriate address and contact information as triggered by changes in the CRM. 

2.1.2 Memory Constraints
The current system requires that users have at a minimum, PC capable of executing Microsoft Windows 2000, using Internet Explorer 4 or later.  The current environment varies from workstation to workstation, and is currently not consistent.  This is because it is largely a moot point: all access if over a simulated remote desktop that exists within the Network Alliance infrastructure.
The new CRM System will require workstations executing Internet Explorer 6 or later, with Internet Explorer 7 as the preferred browser.  This implies that Windows 2000 is the lowest common denominator, which in turn implies a minimum of 384MB of RAM.  However, the new CRM system will not support Windows 2000, which implies Windows XP Professional (Service Pack 2).  This operating system will also operate on 384MB of RAM (but not too well).  We, therefore, expect most systems to have 512MB of RAM.
2.2 User Characteristics

NACCAS users will possess basic facility with ”point and click” operations as well as the ability to navigate through a Graphical User Interface (GUI).  Fundamental characteristics of the user interface are:

· A hierarchy of access based on a school or owner as the top level.  Subsequent data is based on the currently selected school.
· Each aspect or business process is defined by a tab on the main screen.  For example, financials, monitoring, school specifics and owner specifics.

· Where possible, multiple records within a screen are represented on a grid that can have an infinite number of records.  The grid is scrollable and selecting a row on the grid exposes additional data related to this record (even if that is another grid).  This allows users to edit that record’s particulars or drill down to view additional child records.  Where necessary, the add record/edit procedure will entail a pop-up window.
· Under certain circumstances changes to records (e.g., schools, owners) will result in entries being made into a log to track changes.
· A “status” screen will be the initial entry point for each NACCAS staff member which displays ‘tickler’ information – notably links to activities/records that require attention based on set dates or a status.

2.3 General Constraints
The following general constraints apply to the system:

· Access Control: The system generates a record for a privilege the first time that privilege is accessed by a user.  Of course, this implies that the privilege is inaccessible to all users other than the system administrator until the administrator has assigned that privilege to user groups and therefore users.  This therefore permits the restriction of users based on role.  In addition, we will introduce the concept of a User Type.  Users may be associated with schools and as such are therefore of one specific type.  These users will see only certain aspects of the CRM application as described in the sections below.
· Transmission: Data must be transferred over a secure connection for the exchange of financial information (for example, credit card or eCheck transactions).  This shall use industry standard technologies, specifically Secure Sockets Layer (SSL) communications.
· Connectivity: Users are expected to have a connection to the Internet that makes it possible for the system to perform according to its specifications.  This typically implies that low-end dialup connections will not allow for screen refreshes quick enough to make the system usable.  Typically, a DSL or better connection is typical for most systems nowadays, and even connection over a wireless connection provides adequate performance.  The lowest common denominator shall therefore be the speed equivalent to connection over a second generation cellular network or a wireless (802.11b) network.  This equates to a low end of 11Mbps.
· Migration: The new CRM System shall be initially populated by a migration of data from the legacy system.  Information stored in the legacy system that should not be stored (social security numbers, credit card information) will not be migrated.  Once the new application is in production, the legacy database will be archived to cold storage (i.e. offline) prior to subsequent destruction at NACCAS’ discretion.
2.4 Overview of CRM System Functions/Features 

Table 2-1 provides the NACCAS CRM System functions/features that will be addressed in the CRM System development:
Table 2‑1: NACCAS CRM System Functions/Features 

	Feature

	Login (School, Commissioner, NACCAS user) and rerouting based on group privilege and school affiliation

	Selection/Search of School and/or Owner

	Entering School Information

	Entering Owner Information

	School Government Action Data Entry

	School Program Data Entry

	Accreditation Processes

	Workshop Data Entry (NACCAS user)

	Workshop Data Entry (School user)

	Financials and Billing

	Credit card and e-Check processing

	Document Management Module

	Institutional Self Study Integration

	Search (Advanced Find)

	Reports and Report Engine, Data Export from Reports

	Administrative Functions, Access Controls


In addition, the CRM development will include an automated procedure to load data from the legacy system into the new CRM application on a repetitive basis to generate test, training and pre-production databases.  Finally, as part of the Financials module, the new CRM application shall be able to ‘push’ changes related to school or owner contact information and updates to the allocation and payment of fees directly to QuickBooks.
3 Specific Requirements – Descriptions
Prior to full development, the NSL team will develop screen mockups to validate the user interface, and color schemes.  These mockups will not actually perform any real functions but permit users to traverse various screens and become comfortable with the provided interface.  Once NACCAS users have accepted the basic screen design, full development will commence.  
3.1 Requirement Categories, Types and Priorities 

Each requirement not defined by detailed level requirement(s) must be assigned to only one of the Priority Types categories as defined in Table 3-1. Priority Types assignments are a tool for helping Project Managers and developers to allocate their resources appropriately.

Table 3‑1: Priority Types – Codes and Definitions
	Code
	Definition

	CR
	Critical 

	HD
	Highly Desirable

	DE
	Desirable

	OP
	Optional


3.1.1 Requirements Status 
The types of Requirement Status are listed in Table 3-2 that follows.

Table 3‑2: Requirements Status – Codes and Definitions
	Code
	Definition

	OP
	Open

	CL
	Closed

	DF
	Deferred

	AS
	Assigned


3.1.2 Implementation Status 
The Implementation Phases are listed in Table 3-4 that follows:
Table 3‑3: Implementation Phases – Titles and Codes

	Code
	Definition

	DPR
	Deployed under a Prior Release

	CP
	Current Phase

	Px
	Phase x (Release x)

	FD
	Future Development


3.2 Functional Requirements Matrix

Table 3-1 presents a matrix of the specific features of the system.

Table 3‑4: Functional Requirements Matrix

	Paragraph #
	Text
	Comments
	Priority Type
	Reqmt Status
	Implement
Phase

	3.2.1 
	System Security
	
	
	
	

	3.2.1.1.
	User IDs. Each User shall have a unique User ID. While User IDs must be unique, user names and passwords need not be unique.  The system shall provide for a maximum of 10 alphanumeric characters for the password (which is encrypted).  It is recommended that passwords be at least 8 characters long, with mixed case and at least one digit.  
	
	CR
	AS
	CP

	3.2.1.2
	Passwords. The system shall provide for an encrypted password with a maximum of 10 alphanumeric characters that follow standard industry practice of at least 8 characters long, with mixed case and at least one digit.  
	
	CR
	AS
	CP

	3.2.1.3
	Supplemental Security Practices. The system shall comply with other security practices as required by NACCAS
	.  
	CR
	AS
	CP

	3.2.2
	Activating NACCAS CRM System. The system shall be activated by opening a browser and entering a URL that points to the CRM application over the World Wide Web.

	
	CR
	AS
	CP

	3.2.3
	Login, The system shall present a Login Screen when activated.  The screen shall contain data entry fields for User ID and Password. The system shall display an error message if incorrect data is entered in these fields. The system shall operate in a multi-mode fashion depending on the privileges and roles assigned to various users.  Login is dependent on the access control properties of the system.  This module specifically relates to the redirection of the user to various modules based on rights and privileges granted by the system administrator.
	
	CR
	AS
	CP

	3.2.4
	Administrative Functions/Access Controls (Privileges). Access to any given module, control, menu item, or function within NACCAS CRM System shall be controlled via a data driven mechanism modeled after the User-Group-Privilege concept.  Users belong to Groups and Privileges are granted to these Groups based on their User composition.  Each Group must have at least one user, and each Privilege must be assigned to at least one Group.  Full access to the application is available to the Administrator without requiring assignment to Groups or Privileges.  When a new feature requiring access control is added to the system the first attempt to execute the feature shall create a new Privilege for the Administrator to assign to a Group.  Users may belong to more than one Group which may have overlapping Privileges.  The highest Privilege for a given function prevails in this condition.  When a user logs into the application, the system verifies the password and then loads into the workstation cache all applicable privileges.  Therefore, new privileges assigned shall require exiting and re-logging into the application.  This procedure also allows for a minimum of disk access every time a control is accessed.   Each user shall be identified as a user type (as indicated in the LogIn section) and shall be associated with a School (where applicable).  


	Deleting a School is not allowed out of hand.  A deleted School would force the deletion of all users associated with that School to maintain referential integrity.  School users may, of course, be associated with more than one School (an Owner may be handling information for more than one of his/her Schools).
	CR
	AS
	CP

	3.2.4.1
	NACCAS Staff.  These users shall have access to the full system depending on role.  Users who are not entitled to view financial information, for example, shall not be allowed to reach that information either in reports or in data entry.  However, NACCAS staff may have access to the full application as opposed to others.


	
	CR
	AS
	CP

	3.2.4.2
	Commissioners.  These users may have full access to the application and extend beyond the general NACCAS staff member.  Primarily, Commissioners would seek summary information on organizations and schools and would not be involved with activities of individuals (such as the signing up for workshops).


	
	CR
	AS
	CP

	3.2.4.3
	Schools/Organizations.  These users shall have access to very limited functionality, including the following: workshop data entry, Institutional Self Study (ISS) and potential school updates—including requests to update addresses and contact information; and requests to pay accrued fees as generated by activities within the CRM.  Schools may or may not be pre-defined in the CRM (e.g., walk-in workshop attendees may not be pre-defined in the system but may be tagged as such for later update).


	
	CR
	AS
	CP

	3.2.4.4
	Unregistered Users.  The system shall offer unregistered users the option of registering their school, entering some preliminary information for a school, which would result in the assignment of a temporary reference number.  Once complete the user may then select a user ID and password, login and proceed to access the same facilities that are available to already registered school users.  NACCAS staff shall subsequently review the entry information and allocate a reference number as required.  This implies a report of ‘temporary’ reference numbers that may be executed by allowed NACCAS users to identify those schools and their status. 


	
	CR
	AS
	CP

	3.2.5
	Features/Modules. The system shall contain features and modules that support data entry, reporting, financial, ISS, and accreditation tracking.
	
	CR
	AS
	CP

	3.2.5.1
	Selection of School/Owner. The system shall allow users to identify their “starting point” in the system.  The top level in the system hierarchy shall be based on School or Owner.  Owners may possess several schools, but all subsequent data entry derives from a given School (except for financials and document management).  This shall confirm that users with access to the full system (Commissioners, NACCAS staff), may select a specific Owner (via an Owner ID or name) and then an associated School, or begin by searching for a school based on reference number or school name.  The selection fields shall be based on a series of “pull downs” that shall be visible at all times during data entry. These “pull downs” shall not be visible to school users.  For those users, the CRM System shall look up the associated School and owner and shall internally refer to this information.  


	NSL shall present at least two approaches in its mockup of screens for the selection mechanism and NACCAS shall choose the version it prefers.  Fundamentally, however, the intent is to be able to define a school first, which sets the stage for downstream data access.
	CR
	AS
	CP

	
	Detailed school information shall be displayed on its own tab and shall cover school addresses, contact information and related data.  This module shall also permit the user to launch multiple windows related to the school including:

· School programs

· Accreditation Processes/Actions

· Government Actions

In addition, a “tickler” box/window shall be prevalent on the main School screen that indicates what actions are pending, past due, or in-process.  School data shall be pulled up immediately since the school is already referenced/defined.  The system shall allow a  new school to be added via an “Add” button and shall be directly related to the currently selected Owner.  Users shall not be able to delete schools without proper privileges (the “Delete” button does not exist for users who are not allowed to access it). The system shall track changes made to schools based on a log, and focus primarily on address and contact information changes.


	
	CR
	AS
	CP

	3.2.5.2
	Owner Information.  Detailed Owner information shall be displayed in the pull down screen.  A change in Owner information shall be reflected with all associated Schools via referential integrity.  The system shall not allow users to delete an Owner. Changes in Owner information shall be tracked within the context of address and contact information changes, as well as changes in the individuals who own an “Owner” (which is typically an organization).  In addition, this module shall allow a link to be established between Owner organizations to establish a hierarchy of organizations.  This allows NACCAS to build a tree that is closely referenced by the Financials module.  The CRM system shall prevent circular relationships between organizations at any tier.  The linking permits an organization to own part of (instead of all of) another organization, so that the tree can represent partial ownerships.  Changes in ownership information also shall be captured to track the sequence of events that lead to the current state of ownership of a given organization.

Owners of an organization (which are also referred to as Owners by NACCAS) shall be represented with a grid that shows the list of individuals owning an organization and the percentage of the organization they own.  On the same screen (or in the same window) there shall be the address, contact, mailing address and any pertinent information captured in the existing application.


	
	CR
	AS
	CP

	3.2.5.3
	Government Actions. With a school established, this module tracks the Government and State Accrediting information for Commissioners.  By attaching information to a specific school, the information can be tracked and reported.  This function replaces the current CRM system’s Screen 26.  Actions are listed in a grid that shows its narrative detail to the right of the grid.  As each action record is traversed its details are displayed and permit the user to add/change or delete an action (if that action was entered in error).  For this module, specific reports related to government actions traversing all schools may be accessed directly from this screen in addition to the general reporting screen.


	
	CR
	AS
	CP

	3.2.5.4
	School Programs. The Programs module shall allow NACCAS users to add courses based on established standards within the CRM.  Programs shall have a category and sub category and shall be rated based on a choice of units (credits or hours), along with a relationship to state programs.  The main view and point of entry shall be a grid showing the programs for the school in question.  The grid permits sorting based on each column.  The column containing the date of NACCAS approval of a program shall determine the color of text in a given record based on whether it is filled or not.  If this field is left empty (and in the case of data imported from the legacy system) the record’s text is colored in red.  The screen shall allow for the addition, removal or editing of programs for the currently selected school using the same approach as all other data entry (buttons for Add/Edit/Delete/Save/Cancel).


	
	CR
	AS
	CP

	3.2.5.5
	Accreditation. This module shall define the sequence of events that leads to a school’s accreditation.  This screen shall be comprised primarily of two grids side by side.  The left grid shall contain a list of all the processes currently in play for the selected School, sorted so that all the Open Processes appear at the top and sorted by “Date Received” field.  Closed Processes shall appear at the bottom of the list and are also sorted by “Date Received”.  Moving through this grid shall change the content of the related grid to the right, which shall contain all the Actions related to the Process currently selected.  Double clicking on the Action shall open a popup window that allows for Action Data Entry (using the usual Add/Edit/Delete/Save/Cancel controls)


	
	CR
	AS
	CP

	3.2.5.6
	Workshop Data Entry. The Workshop module shall operate in two modes.  The basic mode shall be primarily for schools to enroll in workshops, submit payment, and become registered.  Users shall select a workshop already established in the system, and then shall be presented with a grid containing the list of attendees.  Each grid record shall contain the name of the attendee as well as an indicator as to whether that attendee has been paid for.  Deleting attendees shall only be possible so long as the attendee has not been paid for.  After payment is made, removing an attendee shall require intervention by NACCAS staff.  Adding an attendee or changing an attendee’s record shall be done through a popup menu.  To the right of the Attendee grid the system shall display the payment information.  Payment information stored in the system shall be limited to the name of the purchaser, address verification information (e.g., for a credit card), method of payment, a transaction code, and an approval code.  Credit card information, Bank Routing and account information shall be used only when taking payment.  Charges made shall be handled on the spot and once accepted, the system shall flag the attendees as registered. Non registered schools may enroll in a workshop but shall be assigned a specialized temporary reference number (prefixed with a “T”) and the screen shall accept preliminary data entry for the school, which may subsequently be “upgraded” by NACCAS staff. NACCAS staff may view a school’s workshop attendees, add and remove attendees (if an attendee is paid for, NACCAS shall need to provide a refund) and act on its behalf (entering credit card or bank information to register attendees).


	
	CR
	AS
	CP

	3.2.5.7
	Financials and Billing. This module shall begin with the traversal of a tree showing the hierarchy of owners and schools.  The tree control allows the user to move through it showing the financial particulars of an owner one tier up from the Schools owned by a given entity.* Financial information gathered shall be based on assets and liabilities as defined by NACCAS staff.

Billing shall be initiated by NACCAS staff and shall apply to schools and owners.  Once a fee is assessed, it is added to the list of pending fees that must be paid.  School users, in addition to the options to update their records, and enroll in workshops, may also pay their fees via the same underlying module used for workshops.  A list of fees shall be presented in a grid and the user shall be offered the option to select those fees he/she wants to pay.  Once ready to proceed, the user shall be prompted for credit card or banking information.


	*If a holding company owns another firm, which in turn owns several schools, then financial information is gathered and displayed only for the firm directly owning the schools.  If the holding company owns schools separately, the information displayed for the holding company only encompasses the schools the holding company directly owns.  
	
	
	

	3.2.5.7.1
	Export to QuickBooks. Since the CRM application is meant to be the system of record at NACCAS, export to QuickBooks shall be able to send owner and school information (for setup and update) and fee payment information.  The interface shall generate a file that can be uploaded to QuickBooks by an authorized user.  Data transfer between the CRM system and QuickBooks shall be entirely one-way: outbound from the CRM system.  


	
	CR
	AS
	CP

	3.2.5.7.2
	Flagging Records. School and owner/organization information must be flagged as changed and ready for export to QuickBooks with every change.  To eliminate “false positives” associated with a user simply saving a record with no changes, a record shall be flagged as changed and requiring upload to QuickBooks,  if indeed any of the fields required by QuickBooks have indeed changed ahead of actually writing to disk when the user saves the record.  This actually has a secondary purpose – we anticipate the potential for more than one user to attempt changes to the same record at the same time.  The “read ahead” method shall allow us to determine if a record has changed since the user attempted to edit it and we shall prevent a save operation if that condition takes place.


	
	CR
	AS
	CP

	3.2.5.7.3
	Import Financial Data Into CRM. The CRM shall allow for Financial Data to be imported from QuickBooks back into the CRM to ensure consistency of data between the CRM and QuickBooks.
	
	CR
	AS
	CP

	3.2.5.7.4
	Invoices. The CRM shall generate Invoices for any accrued fees by a given Owner. Owners can view any current invoices, including their status. The CRM shall provide a history of Invoice for a period of one (1) year. Invoices are generated based on time/event.
	
	CR
	AS
	CP

	3.2.5.7.5
	E-mail Notification. The CRM shall provide School(s)/Owner(s) the option for electronic billing and/or receiving E-mail notifications.
	
	CR
	AS
	CP

	3.2.8
	Credit card and eCheck Processing. Credit card and eCheck processing is a sub-module referenced by other systems within the CRM application.  It is, however, a “Black Box” module that is specifically tuned to operate with the current NACCAS bank (at this time, Wachovia).  As such, it controls the submission of payments and their confirmation.  Should NACCAS switch banks, this module would have to be revisited.  


	
	CR
	AS
	CP

	3.2.9
	Document Management. This module replicates the functions in the legacy system.  Because Document Management does not necessarily imply a relationship to a School, this module shall exist outside the context of a selected Owner/School.


	
	CR
	AS
	CP

	3.2.10
	ISS. The ISS portion of the system shall be accessible by school personnel and administered by the system administrator.  The administrator shall define and assign evaluators who shall be able to proceed through a basic workflow to complete a 9 stage program, providing exhibits in the form of files uploaded to the system in binary form.  These files may be downloaded by NACCAS staff for review and completion of a given stage approved.  Evaluators, therefore, constitute another role in the system and may be specific to a school.  However, the ISS module itself is presented to NACCAS staff differently from school users.  School users shall only be able to see the workflow portion related to their schools only, while NACCAS staff shall be able to access its data as part of the School/Owner context, as well as report on the state of affairs across schools.  NACCAS staff may also download the documents stored in the ISS module, but may not upload any documents to the system.


	The ISS subsystem built by Help My School Network shares information and workflow with the CRM.  The “proof of concept” system is in testing as of this writing, but we expect that this system shall only serve as a temporary repository and that we shall port any data that is resident on it worth preserving into the new CRM (assuming it is rolled out to school users in April 2007).
	CR
	AS
	CP

	3.2.11
	Search. The Search module shall be a generalized function that permits NACCAS users to locate a school record based on a variety of search criteria including:

· Reference Number fragments

· Name fragments

· Address fragments

· Owner information

The Search facility shall be a mutually exclusive operation that either locates owners/schools or documents associated with schools in a wholesale fashion.  Documents not associated with schools shall not be accessible here, but must be located from within the Document Management module.


	
	CR
	AS
	CP

	3.2.12
	Reports.  The Report Engine provides canned reports, storable and ad-hoc queries and mail merge outputs (e.g., mailing lists).  Reports typically traverse multiple schools and may present aggregate or summary information.  The filter operation shall contain criteria for canned reports, operation of the ability to dump the contents of a report output to file (for export to CSV), the saving of custom queries and their association with a given user (deletion of a user eliminates that user’s queries from the system).
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	3.3.3
	Accreditation. The system shall enable identification of accreditation status of schools in one of five statuses: Pending, Candidate, Applied for Initial Accreditation, Accredited, Renewal  Accreditation, Accreditation Revoked a) Voluntary; b) involuntary
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	3.3.3.1
	Pending. The system shall status a school automatically as "PENDING CANDIDATE STATUS" when the school initially applied for "CANDIDATE STATUS". The system shall provide the following pending fields for tracking status:   

· Date application received

· Date application fee received

· Date sustaining fee received 

· Application form complete

· Date required exhibits supplied

· NACCAS Staff Member Assigned

· Date commission reviewed the application

· Commission Review Status Decision

  


	NOTE - the system will allow the user to select ANY process action codes and it is up 

to the user to select the correct process action code based on the current state of the school and process type.
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	3.3.3.2
	Candidate Status. They system shall enable a school to be statused as CANDIDATE STATUS". Once a school is in this status it can request for an "on-site consultation" visit. For the  "on-site consultation" visit to occur the school will need to supply the following information:

· Date ISS received 

· Date school catalog supplied

· Date enrollment agreement supplied
 

· Employee liaison name

· Employee liaison workshop attended name

· Date employee liaison attended workshop (has to be within 12 months)

NACCAS staff will track the following information in order to conduct an "on-site consultation" visit:

· Date NACCAS staff assigned

· NACCAS staff assigned

· Date on-site candidate consultation requested

· Date school is visit ready

· Date visit fee paid

· Date school visit coordinator notified

· Date on-site consultation started

· Date on-site consultation ended

· Visit team member names and affiliations

· Date final report mailed to school (within 15 business days of NACCAS staff returning to the office – i.e., visit occurred the previous Tuesday, August 21 but the staff member did visits at other schools and returned to the office on Monday, August 27, 15 days begins with August 27th)

· Date school supplied compliance plan to NACCAS (within 45 days of receipt by the institution of the consultation visit report from NACCAS) – time frame may be extended and plan may be modified at no penalty provided it’s received by NACCAS before 24 month time frame expires, so can the system provide for a revised due date as well?  Please also note that some documentation may be submitted earlier than 45 days and for some more complex things the school may actually be give more than 45 days to respond

· Date sustaining fee paid

· Date annual report submitted – No required for candidate schools – delete field

Once all required information has been supplied by a school, NACCAS staff shall determine whether the school is ready to apply for initial accreditation.

Historical information:

· Date Candidate Status granted(lasts for 24 months)

· Date Candidate Status ends(lasts for 24 months)

· Number of current students

· Number of graduates in the past year (total for all programs)

· Language(s) Programs Taught, other than English 

· Name of School’s Consultant


	NOTE: Specific travel information for e.g., hotel etc will be stored in a "travel" module which is separate than the process module.
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	3.3.3.3
	Initial Accreditation. In order for accreditation to be granted NACCAS shall have to conduct an on-site evaluation, from which the system shall track the following information:

· Date school applied for initial accreditation(on-site evaluation required within one year)

· Application form complete

· Date required exhibits supplied

· Date application fee received

· Date sustaining fee received –

· Date on-site evaluation fee submitted 

· Date ISS received

· Date school is visit ready

· Date visit fee paid

· Date school visit coordinator notified

· Date on-site evaluation started

· Date on-site evaluation ended

· Visit team member names and affiliations

· Date visit report mailed to school (within 15 days) (within 15 business days of NACCAS staff returning to the )

· Date school response to visit response received at NACCAS (within 45 days of receipt by the institution of the consultation visit report from NACCAS)

The "process type" applicable to this state shall be INT - Initial Accreditation

The "process action codes" applicable to this state are:

· Grant (flat out)*

· GRANTRR - Grant accreditation with RR*

· APPSRIRR - Approve w/stipulations, RI & RR - NO

· Others (select from a drop-down list)

· Grant accreditation with stipulations and reporting requirements

· Grant accreditation with stipulations

· Grant accreditation with a reporting requirement

· Defer action

· Deny accreditation pending the right to appeal

* The number of years given must also be included (from 1 – 3 years for initial schools)



	NOTE: The date of a Commission meeting must be selected to generate a meeting agenda
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	3.3.3.4
	Accredited. Once a school has been accredited it shall have a state of “ACCREDITED”. Certain actions by the school during this state will require notification, application and approval by the commission. These include:

· Change of Mission, Degree or Credential

· Change of Name

· Relocation

· Change of ownership

· Addition of Campuses and expansion of campuses 

· Changes and additions of programs

· Other Changes

The following actions by the school will require the submittal of an ISS by the school:

· Initial Branch Campus Accreditation [also requires two on-site evaluations, partial team (BR3) and a full team visit (BR2)]

· Early Renewal For Accreditation

· Category 2 Change Of Location (also requires 2 on-site evaluations)

· Application For Addition Or Change Of Program

· Category 4 and 5 Change Of Ownership 

· Change of Name (no ISS or visit required)

· Category 1 Change of Location/Address (No ISS or visit required)

The above changes will require NACCAS staff to select the appropriate process and process action code.

Annual reports shall be submitted by the school on a yearly basis and tracked in the CRM system. This shall be tracked by:

· Date annual report submitted

· Annual report complete
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	3.3.3.5
	Renewal of Accreditation. The following information will be tracked when a school applies for renewal of accreditation:

· Date application sent by NACCAS to institution for renewal 

· Date completed application received by NACCAS 

· Application form complete

· Date required exhibits received

· Date application fee received 

· Date deposit for on-site evaluation received (billed in four equal installments and tracked by accounting/finance department)  

· Date ISS received

· Date school is visit ready

· Date visit fee paid

· Date school visit coordinator notified

· Date on-site evaluation started

· Date on-site evaluation ended

· Visit team member names and affiliations

· Date visit report mailed to school(within 15 days) – 

· Date school response to visit response received at NACCAS (within 45 days of receipt by the institution of the consultation visit report from NACCAS)

The renewal of accreditation will require NACCAS staff to select the appropriate process and process action code.

The "process types" applicable to this state is: REN – Renewal of Accreditation

The "process action codes" applicable to this state are:

· Renew accreditation (flat out)*

· Renew accreditation with a recommendation for improvement*

· Renew accreditation with stipulations*

· Renew accreditation with reporting requirements*

· Renew accreditation and reporting requirements*

· Defer action

· Withdraw accreditation pending the right to appeal


	NOTE: The date of a Commission meeting must be selected to generate a meeting agenda.  


	CR
	AS
	CP

	3.3.4
	Exit. The system shall allow the user to exit the program by clicking on the “Exit” tab of the “File” menu or by clicking on the X in the upper right hand corner of the screen.
	
	CR
	AS
	CP


3.3 Environment Requirements

3.3.1 Data Entry Workstations

The following constraints will apply to the system:

· Operating Systems. Operating Systems will be expected to be Windows XP Service Pack 2 or later.  While we do not expect users to have Linux based workstations, NSL testing will attempt tests using machines loaded with Fedora Core 6 (or later) Linux.  We will not support machines running obsolete, unsupported operating systems like Windows 95, Windows 98, Windows NT (any version), Windows Me (Millennium Edition) or Windows 2000.  These systems have all been retired by Microsoft and users MUST move forward to ensure the security of their systems.  While we will not intrinsically support Windows 2000, we do not expect compatibility issues with this operating system, but since security updates are all that are now being provided, and this in turn will also cease in 2008, we will not support it.  Users who are still on Windows 2000 should move away from this operating system at the earliest possible juncture.

· Browser. The preferred browser is Internet Explorer 6 or later, with Internet Explorer 7 preferred.  We will also test against FireFox 1.4 or later but do not expect users to operate with this browser.  We will not explicitly test with Opera or other browsers, nor will we support them, but we do not expect any issues.

· ActiveX Controls. Workstations may be required to download, install and execute ActiveX controls.  If a workstation is running Internet Explorer, users will be asked to allow certain ActiveX controls to be installed.  In our development efforts, we will seek to limit or not allow ActiveX control downloads, but may have no alternative under certain conditions.

· Printing. Printing will be directed to whatever printer is being used by the users.  We will not provide support for specific printers, as is customary for web based applications.

· Internet Connectivity. All workstations will be connected to the Internet over a Digital Subscriber Line or better (such as Broadband or T1/T3) network infrastructure.

4 Change Management Process

4.1 Change Management Procedure

When NACCAS desires a change to the system that impacts the project scope or requirements, the Development Team will ensure the changes are understood, documented, and executed in timely manner. To ensure traceability, we will adhere to the following process and welcome NACCAS’s suggestions for enhancing this process:

· NACCAS notifies the Development Team electronically or in person of changes requested.

· The Development Team will meet with NACCAS points of contact to review and formally log/document desired changes in a Software Change Request (SCR) MS Excel spreadsheet, which will be shared with NACCAS.

· The Development Team will review the SCRs, query NACCAS for clarifications if needed, document action items, establish milestones/schedules, and execute SCRs.  

· The Technical Lead will notify NACCAS weekly on the progress of the SCRs.

· All SCRs will then be documented in an RS associated with the next release of the system.
5 Documentation

The new CRM system will not be considered officially deployed into production until three types of documentation are completed:
· System Documentation: This includes the procedures required for the day-to-day administration of the system.  Additionally, this document includes installation and maintenance instructions, security/access control, as well as details related to interfaces with external modules and systems (e.g. QuickBooks and/or Mail Manager).

· User Documentation: This is user specific.  User documentation addresses the functions particular to each user type and exists as 3 separate documents that may be distributed to each user type as required.

· Training Documentation/Script: This is simply a script that allows NSL staff to train NACCAS users on the use of the new CRM System.










































































































































This document includes data that shall not be disclosed outside NACCAS and shall not be duplicated, used, or disclosed—in whole or in part—for any purpose other than to evaluate this proposal or quotation.
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