PM09.40 Exercise #5

Document Management System

Background

The Human Resources Department needs to keep all kinds of paperwork on every employee. This includes papers from the hiring process, performance review process, promotions, compensation changes, benefits, etc. In addition, there is paperwork associated with state and federal regulations. 

Half of the physical space in the Human Resources department is dedicated to file cabinets for all this paperwork. Documentation for ex-employees is kept off-site, requiring storage charges.

The Human Resources Department is investigating a document management system that allows them to store scanned images of much of this paperwork. This will result in much less paper storage, the elimination of off-site storage, and the ability to search for and find information on current and past employees much more efficiently. 
	Requirements for Document Imaging System #1

	The system must store images. 

	The document images should be stored in an Oracle database 

	The system must include some type of document search and retrieval mechanism. 

	When documents are scanned, the operator must also enter the appropriate key fields so that the document can later be searched. 

	The key fields should carry over from one scanned document to the next. 

	The system should perform basic edits on the key fields that are typed in with each document. 

	The search process should find all documents that meet the search criteria. 

	The search criteria should allow for Boolean logic, combining search criteria using “and” and “or” operators. For instance, employee-name=”Smith” or employee-name=”Jones.” 

	The operator must be able to print an image or attach it to an email. 

	The system must store document images in an Adobe Acrobat (PDF) file format.

	The image files must be secure.

	The system should be easy to use and take a minimum of effort on the part of the users.

	We need to save at least $100,000 per year in storage and personnel costs per year once the system goes live. 


	Requirements for Document Imaging System #2

	1
	The system must store images of employee records online within our internal company network. 
	H

	2
	The system must include the ability to search and retrieve documents. Fields to search on will include Employee Number, Employee Name (last, first, middle) and Social Security Number.
	H

	3
	When documents are scanned, the operator must also enter the appropriate key fields so that the document can later be searched. The key fields are the same as those specified as search fields.  
	H

	4
	The key fields should carry over from one scanned document to the next. In that way, if multiple documents are scanned for the same employee, the key fields will not have to be retyped.
	H

	5
	The system should perform basic edits on the key fields that are typed in with each document. (Editing details will be provided later.) The scanned document should be rejected if the key fields do not pass the basic edits.
	H

	6
	If a scan is rejected, the operator must either correct the key fields or bypass that scanned document and start with the next one.
	H

	7
	The search process should find all documents that meet the search criteria. If multiple documents are found, the user should be allowed to refine the search further against just those documents or browse the documents one at a time.
	H

	8
	The search criteria should allow for Boolean logic, combining search criteria using “and” and “or” operators. For instance, employee-name=”Smith” or employee-name=”Jones.” 
	M

	9
	The system must offer the capability to export scanned images in PDF file format. 
	H

	10
	The system must allow for scanned images to be printed.
	H

	11
	The image files must be secure. There must be some type of capability to protect sensitive information. Access must be restricted only to those people designated to view the data.
	H


Document Management System

Instructor’s Notes

This exercise gets the class thinking about how they document the requirements. The company may have a requirements management tool. However, in most cases, requirements are documented in a spreadsheet or a table, as in these examples. 

As we look at these two examples, a couple things pop out. First, the initial set of requirements is not numbered, which will make it difficult to trace them through the life-cycle. The requirements are also not prioritized and so we have no sense as to their relative importance. Further specific problems are pointed out below.  
	Instructor Feedback on Requirements for Document Imaging System #1

	The system must store images. 
Pretty vague requirement. It is obvious that the system will store document images. 

	The document images should be stored in an Oracle database.
This is a technical requirement and is not appropriate from a client as a business requirement.

	The system must include some type of document search and retrieval mechanism. 
Vague. This does not describe the search and retrieval fields.

	When documents are scanned, the operator must also enter the appropriate key fields so that the document can later be searched. 
Vague. Just as the last requirement, this does not say what the key fields are.

	The key fields should carry over from one scanned document to the next. 
This may be a requirement, but it is not obvious why this feature is needed. It is actually very helpful. Further explanation as to the value or the ‘why’ of this requirement would be helpful and will allow the requirement to be implemented correctly.

	The system should perform basic edits on the key fields that are typed in with each document. 
Good requirement, but does not go into the detail of the edits, and it gives no indication that the edit requirements will be forthcoming.

	The search process should find all documents that meet the search criteria. 
This is probably obvious.

	The search criteria should allow for Boolean logic, combining search criteria using “and” and “or” operators. For instance, employee-name=”Smith” or employee-name=”Jones.” 
Okay

	The operator must be able to print an image or attach it to an email.
This should be two requirements, since they will need to be tested and validated independently. 

	The system must store document images in an Adobe Acrobat (PDF) file format.
This is probably a technical requirement. In this case, it may be okay as a business requirement, since Adobe is widely used and known as a universal document storage format. 

	The image files must be secure.

Vague. We don’t know the security details for testing purposes.

	The system should be easy to use and take a minimum of effort on the part of the users.

Vague and un-testable. “Easy” and “minimum” are not precise enough descriptions. 

	We need to save at least $100,000 per year in storage and personnel costs per year once the system goes live. 

This is not a requirement. It is an objective.
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