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1 Document Management

When completing this document, please mark any section that is not required as ‘N/A’.  A brief description of why the section is not required should also be included.

1.1 Contributors

Please provide details of all contributors to this document.

	Role
	Unit
	Name

	Business Analyst (Owner)
	IS Apps
	Sue Woodger

	Project Manager 
	IS Apps
	Anne Mathison

	Project Sponsor 
	E&B
	Graham Bell

	Programme Manager
	IS Apps
	Andrew Stewart

	Business Area Manager 
	E&B
	Maureen Masson

	E&B Development
	E&B
	Steven Poliri

	E&B Development
	E&B
	Shona Meyer-Gleaves

	E&B Space Management team
	E&B
	Gillian Nicoll

	E&B Space Management team
	E&B
	Richard Mann

	E&B Head of Estates Planning and Special projects
	E&B
	Jane Johnston 


1.2 Version Control

Please document all changes made to this document since initial distribution.

	Date
	Version
	Author
	Section
	Amendment

	6/02/15
	0.1
	SW
	
	First draft

	12/2/15
	0.2
	SW
	
	Updated following meetings with Estates

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


1.3 Glossary

	Term
	Description

	BIM
	Building Information Modelling - an intelligent 3D model-based process for planning, design, construction and management of buildings

	Document
	Any format that can be saved in the new document management system

	E&B
	Estates and Buildings

	E&B Admin
	An administrative function of Estates & Buildings who will have a super-admin role in the system. To be decided by E&B

	Serengeti 
	The UoE document management system eIntranet supplied by Serengeti Systems to store and retrieve documents for Finance and Estates.


2 OVERVIEW

2.1 Project Description
The Estates Department has identified the need to utilise a document management system to improve the management of all documents associated with new building and refurbishment projects. This is further highlighted with the on-going large capital building project scheduled over the next 10 years, with an estimated cost in excess of £1 billion.
The project will Investigate potential document management solutions and provide recommendations and implement the chosen solution
2.2 Objectives

As identified at Project Brief stage

O1
Determine Business Requirements
 
 

O2
Investigate potential centrally available document management solutions and provide recommendations

O3
Implement Chosen Solution by delivering the following deliverables  M
 

O4
Deliver an intuitive application to host the storage and management of Estates & Buildings project documentation
 
 

O5
Estates can manage their project documentation
 
 
O6
Security
 
 
 

O7
Deliver an intuitive (easy to use and robust) application  to find the specific documents required
 
 

O8
Deliver an example solution(s)
 
 

O9
Transfer only the old documents that require retained
 
  

O10
Training 
 
  
2.3 Business Dependencies and Constraints

Certain business dependencies exist that may affect the project team's ability to implement the project, e.g. concurrent projects, unknown technology.  These dependencies are listed below so that they can be communicated and addressed. 

· N/A
2.4 Legislative Impact

Please highlight any legislative issues that could impact this project, including:

· Data Protection

· Freedom of Information

· Records Management

· SENDA Compliance

· Disability
· N/A
3 CURRENT PROCESSES

This section provides details of the current processes – a process is defined as a serious of actions, operations, or functions that produces the required outputs. Current processes should be mapped, even where process is manual.

3.1 Business Process Description 

There are 766 buildings which E&B are responsible for - each building has its own unique building number (e.g. Old College is 1; St Cecelia’s is 301). The building numbers come from Archibus FM, the space module for buildings. The building number for existing buildings never changes but new buildings can be added, existing buildings decommissioned and decommissioned building numbers reused. Decommissioned building documentation is collected and moved into a Sold and Demolished properties folder. Each building has a variety of documentation attached to it ranging from feasibility reports which can be destroyed when a project ends to Title and Land Agreements which can never be destroyed. 
Current EBLDGS structure is as follows:
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Figure 1: Current EBLDGS folder structure
· Steven Poliri (E&B Development PM) is currently looking into restructuring and streamlining the folders in the EBLDGS folder

Currently all documentation is held on the K drive under EBLDGS but has no proper structure especially for project documentation. All E&B can access this drive and all folders but external users outside the university (such as architects, quantity surveyors, Contractors, Subcontractors, Design team) cannot access this drive so documents are sent round by email. This makes emails very large due to the nature of the documentation (e.g. architectural drawings). E&B then have to download the emails and attachments and update the documents in the K drive every time they are changed making the update of documents a lengthy and unwieldy process. Space Management section of E&B store their Archibus drawings on the Z drive and upload them to the EBLDGS folder on the K drive.
It is also difficult to find documents on the K Drive as there is no definitive structure (it has been known for documents to go astray), or standardised naming conventions. Documents can be overwritten or deleted erroneously. 
The Space Management team manage the Operations and Health and Safety documentation. They scan a copy to the K drive and give out the hard copies to maintenance.

Invoices

The invoices for Estates as a whole are scanned by the Estates Finance team where they are held in Serengeti and viewed through a hyperlink on their EBIS system which links to the e-intranet. EBIS is used to view the scanned invoices/credit notes.

4 PROPOSED PROCESSES

This section provides details of the future processes – a process is defined as a series of actions, operations, or functions that produces the required outputs.

4.1 Business Process Description 

Steven Poliri of E&B Estates Development has already created a new document structure and already is moving some current physical documentation into this structure. The new document management system should follow this set up.
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Figure 2 Proposed document structure 

· Steven will send an updated image
EBLDGs building number ( Projects ( Project ( Levels 1-5 (Feasibility, General, Procurement, Legal & Statutory and Temp file)( individual sections

A documented version of the projects folders is to be found in Appendix 1
If time allows then we will be looking at document management for the generic E&B environment but main focus is on the Projects area Levels 1-5 only just now so the system should be easy for E&B to add new folders at both building level as well as project level. Steven is currently looking into restructuring the folders in the EBLDGS folder. If we only put Projects area onto the new document structure then there has to be some way that the Level 5 temporary file can continue to update the K drive EBLDGS folders.
It is also envisaged that in the future E&B would like to move the EB15 folder (day to day running e.g. procedures, committee documents etc.) into the new document management system. So for future-proofing there should be a top level Estates folder which houses EBLDGS but to which other folders can be added, for example:
[Please note that the top level folder name can be changed – E&B should make the decision as to the name and it would be preferred that the name is determined during the Design phase of the project.]
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Figure 3 Proposed Estates structure
Note: This format is determined on a standard filing format – the developer can advise whether within the system chosen the same format applies e.g. do we need an Estates level? Can new folders such as EB15 be created without the formal structure?
All E&B would be able to view/edit/upload documents to EBLDGS building number folders, with the exception of the Historic Drawings and Record Drawings folders which should be view/edit/upload by Space Management team only with everyone else being View only – it is important that these documents are managed solely by the Space Management team so that changes are not made to the documents unnecessarily. The deletion of folders and files will be through an E&B administrative function (Admin function to be determined by E&B).

External users (such as architects, quantity surveyors, Contractors, Subcontractors, Design team ) should be able to access specific folders and documents for their specific projects. 

For this project the EBLDGS folder should be created for E&B within the Estates folder but it is anticipated that E&B will be able to easily set up their own folders at the same level as EBLDGS in the future. 
Within EBLDGS folder it is anticipated that E&B will be able to easily set up their own building number folders, projects folders and sub folders (Levels 1-5).
· E&B to decide if they want the existing buildings set up for them at the outset under EBLDGS or if they want to create them themselves (as anticipated that only new documentation added at first)
Each building will be able to have more than one project and each project under the projects folder will have its own unique project number (currently in use is for example St Cecelia’s = 0301A1 - with 301 being building code and A1 being the project phase).
The deletion of project folders and files will be through project manager and/or an E&B administrative function (Admin function to be determined by E&B).

At project level an E&B administrative function (to be determined by E&B) will be able to add, edit and delete users and user groups for each project/project Level for access for users within and outwith E&B. 
· Steven Poliri is creating a user matrix determining what users can access what areas
With a current 766 buildings and associated building documentation with multiple projects for each building with 5 levels and 14 subfolders expected, and with a view to expanding the documentation to EB15 folder in the new system there would have to be a huge storage requirement and a recommended unlimited storage capacity would be preferable.

E&B require a new document management system to be able to have version control on documents, to check documents in and out thereby preventing overwriting and allow users to share their documents with other users. It should also be easy for users to upload documents to the new system and to search for documents easily.
E&B were particularly concerned about how a document management system would manage the following

· Retention: storage of documents was time dependant so retention periods will be set on folders ranging from deleting at end of project to never deleting
· E&B require evidence of payments up to 10 years after the time so invoice needs to be retained – these invoices currently reside in Serengeti so how would they be managed. Liz Torrance of Estates Finance was able to confirm that there should be no requirement to hold invoices/credit notes within EDLDGS as they are currently held in both these locations:
1. EBIS - held in Serengeti and viewed via e-intranet 

2. Efinancials - held in Serengeti and viewed via e-intranet

As Estates already has this duplication it would be inefficient to hold the documents in yet another location. Liz was also able to confirm that copies will be held for 10 years or more in Serengeti (Estates Finance will be looking into whether they can put something in place to archive, rather than keep scanning and holding the copies in the "live" system). 

· E&B can be legally bound to keep a document for a specific number of years but sometimes it will be housed elsewhere. This happens mainly in titles and deeds – these documents come in the form of scanned in documents. They could therefore be stored under level 4 of the new structure therefore never being destroyed.
E&B do not require an audit trail as any pertinent information will be captured in version control. 

There is no requirement to interface the new document management system with other UoE systems.

File naming conventions

It is considered by E&B that it would be too difficult to implement file naming conventions at present due to many backgrounds of users/practices . However it is highly recommended that E&B consider taking forward a file-naming convention as it means that documents will be easy to identify, easy to sort, and they will be easy to locate especially when there are long retention periods. It will make it easier to search for, or share, a document if file naming conventions are utilised. 
BIM

BIM is 3D modelling of buildings and are viewed in their entirety. While the Scottish Government has yet to make a decision on whether BIM models are mandatory for the government funded projects E&B currently have 2/3 projects with BIM running and they expect in 5 years every project will have a BIM requirement.  The size of BIM models is a problem as they can be very large so could cause an issue for uploading.  The current E&B BIM models are around 500MB to 1GB. However E&B have said they can be handled outwith the document management system. 

Migration of current documentation to document management system

There is no work to migrate current documentation to the new document management system documentation so diverse could not map old to new. E&B will set up the system as new staring with new projects
5 BUSINESS REQUIREMENTS

5.1 Functional Requirements

Specifying technical solutions should be avoided unless these are an agreed constraint on the solution. Technical specifications will be detailed during the Design Stage.  
Record the agreed business requirements below:

Separate requirements into sections e.g. by functional area
Uniquely identify each requirement  

Describe each requirement in sufficient detail to enable verification by the business user, definition of acceptance criteria and cross-referencing during the Design stage.  

Specify the priority for each requirement, using MoSCoW 

 MH = must haves; SH = should haves; CH = could haves; W= wants
1. Document storage and physical access
	ID
	Requirement
	Category
	

	1.1
	Ideally E&B would require unlimited storage to create their new document structure and to expand in the future

Note: Current EBLGS structure involves 766 buildings with potential to add more; 14 folders under each building with associated documentation; each building can have multiple projects; proposed 5 Levels under each Project with minimum 17 folders with associated documentation


	MH 
	

	1.2
	Remote access  to the system is required as many users are  outwith the university
	MH 
	

	1.3
	User must be able to access the document management system via multiple devices - phones, pc’s, tablets, handheld terminals


	MH 
	

	1.4
	The system should be able to upload very large documents 
Note: Current max size of E&B BIM models is 1GB
	SH
	


2. Document structure

The document structure should follow the structure as set up by Steven Poliri.  See Proposed document structure under Proposed Processes.
	ID
	Requirement
	Category
	

	2.1
	EBLDGS folder should be created for E&B
Note: in a formal structure this would be a top level of Estates (this should be set up for E&B) then EBLDGS. If formal structure followed then E&B will confirm the top level name

	MH

	

	2.2
	E&B should be able to create additional folders at the same level as EBLDGS
Note: for example the EB15 folder
	CH
	

	2.3
	EBLDGS folder will list each building by its own unique building number – each existing building should be set up for E&B or does E&B want to do themselves? E&B to decide if they want the existing buildings set up for them at the outset under EBLDGS or if they want to create them themselves (as anticipated that only new documentation added at first)
i.e. Old College code is 1; St Cecilia’s is 301

Note: These building numbers must match the building numbers in Archibus FM.

Steven sending a list of building numbers - attach as appendix

	MH
	

	2.4
	The building number for existing buildings will never change


	MH
	

	2.5
	E&B admin should be able to add new buildings to the EBLDGS folder (the number must match the building number in Archibus FM)
	MH
	

	2.6
	When a new building is added E&B Admin should be able to easily add a template of folders for each building
Note: This structure tbd by Steven


	SH 
	

	2.7
	The Projects folder however must be able to be easily added to the building number folder, whether the other folders exist or not, by the Project Manager and E&B Admin
	MH
	

	2.8
	If we only put Projects area onto the new document structure then there has to be some way that the Level 5 temporary file can update the appropriate Buildings folders on the K drive


	MH
	

	2.9
	E&B Admin should be able to then add the other EBLDGS folders at a later date
	SH
	

	2.10
	E&B admin should be able to decommission a building within the document management system

Note:  i.e. close the EBLDG building folder down and move its contents to a Sold or Demolished properties folder

	MH
	

	2.11
	The building number of the decommissioned building can be re-used (the number must match the building number in Archibus FM)
	MH
	


3. Projects structure
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	ID
	Requirement
	Category
	

	3.1
	All projects would be listed under a Buildings folder Projects area with its own unique project number
	MH
	

	3.2
	Each Building can have more than one project
	MH
	

	3.3
	Each project under the projects folder will have its own unique project number

Note: e.g. St Cecelia’s = 0301A1 (with 301 being building code and A1 being the project phase)


	MH
	

	3.4
	Project managers/ E&B admin should be able to set up a new project and easily add a template of folders for each project (Levels 1-5 with individual section folders)
	MH
	

	3.5
	Each project should also record a Finance cost code when set up  This is useful as E&B often search for a project on the cost code (cost codes relate to major projects, minor projects etc)

Note: Please note that the projects folder will not have any connection with Finance procedures
	SH
	

	3.6
	Setting up the project folder should capture the email address of the project manager who set it up so they can be contacted if any issues with the project 
(could also be attached to the document?)

	SH
	


4. Users and access
· Steven is creating a matrix of who will be allowed access to the different folders and whether they can have read or write access – and who can upload documents - No external users should be able to see the documentation in Level 5 – ensure added to matrix

	ID
	Requirement
	Category
	

	4.1
	EBLDGS : If the EBLDGS structure is created then all E&B users should be able to view, edit and upload to EBLDGS building folders

	SH
	

	4.2
	EBLDGS : If the EBLDGS structure is created then all UoE users and external users should be able to view only the EBLDGS building folders
Confirm both UoE and External
	SH
	

	4.3
	EBLDGS : An exception to this rule is in the existing building folders structure the sub-folders Record Drawings and Historic Buildings should have the following user access rules in a new system:

· E&B Space Management Team: view, edit, delete, upload

· All E&B and UoE staff:  view only

· All external users: view only


	SH
	

	4.4
	All E&B users should be able to view only the Projects areas and the 5 levels
	MH
	

	4.5
	E&B admin should be able to view, edit and upload to the Projects areas and the 5 levels

	MH
	

	4.6
	E&B will have to define the E&B admin role/s i.e. who will have this function
	Outwith system
	

	4.7
	E&B admin will be responsible for creating user access to the Projects folders and Levels 

Note: Steven is creating a user matrix depicting access to specific folders by specific users
	MH
	

	4.8
	Users should be assigned to a project on a project by project basis


	MH
	

	4.9
	E&B admin must be able to add users and user groups for each project


	MH
	

	4.10
	E&B admin must be able to edit users and user groups for each project


	MH
	

	4.11
	E&B admin must be able to delete users and user groups for each project


	MH
	

	4.12
	The preferred method of assigning users within UoE is by UUN (if this was not possible then by email address)


	MH
	

	4.13
	The preferred method of assigning users outside UoE is by email address


	MH
	

	4.14
	It must be possible for individual users to be assigned to 

multiple roles and/or groups so a user can complete different levels of tasks in different areas of the site 

	MH
	

	4.15
	E&B admin should be able to set individual access to a folder


	MH
	

	4.16
	E&B admin should be able to set group access to a folder


	MH
	

	4.17
	Project managers and E&B admin should be able to share folders  within the 5 levels to users outside the university


	MH
	

	4.18
	E&B admin should be able to easily see who has access to a folder 


	MH
	

	4.19
	Users must be able to share individual folders  and documents within the 5 levels with other users in E&B, other University staff and external users

	MH
	

	4.20
	No external users should be able to see the documentation in Level 5 
Note: ensure added to matrix
	MH
	


5. Document Retention
	ID
	Requirement
	Category
	

	5.1
	Each Level within the Project will have a retention period set – all documents in the Level folder inherit the same retention period – there should be no anomalies
	MH
	

	5.2
	Retention periods should be set on the Level when the project is created as follows
1. Level 1 – Feasibility – documents and folder can be deleted when the project ends
2. Level 2 – General - documents and folder can be deleted 6 years after the end of project 

3. Level 3 – Procurement - documents and folder can be deleted 12 years after end of project
4. Level 4 - Legal & Statutory  - documents and folder can never be deleted 

5. Level 5 – Temporary  file - no retention period - this is a temporary file to hold documents that will become live documents (Health &Safety, Operation Manuals etc) – it is populated throughout the project and contents will be moved to the appropriate EBLDGS building folder as and when they are complete so folder ends up empty at end of project and can be deleted by the project manager/E&B admin (because of the nature of the documents they only go ‘Live’ when they are complete)
	MH 
	

	5.3
	As Level 4 can never be deleted it means that the Project can never be deleted as Project is the parent of Level 4
	MH
	

	5.4
	E&B admin must be able to change the review date on the retention period on Level 2.
Note: This is in case the project overruns  

	MH
	

	5.5
	The project manager would want to be notified when the retention period ended so they could review the folder - they could then decide to destroy or keep. There should be an E&B Admin override so that they could delete documents and folders if the project manager had changed
· E&B would need to think about possible generic addresses for notification due to length of retention of  certain levels 
	SH
	

	5.6
	There are times when E&B are legally bound to keep a document for a specific number of years but it is housed elsewhere – this is mainly in titles and deeds. These documents come in the form of scanned in documents and should be stored under Level 4 therefore they would never be destroyed

	MH
	

	5.7
	If a document was in the wrong folder users should be able to move the document to the correct folder. The document would then inherit the retention period of the new folder.


	MH
	


6. Document formats
Steven is checking if there are other formats needed
	ID
	Requirement
	Category
	

	6.1
	It should be possible to upload the following formats to the new document management structure  
	
	

	6.1.1
	· Microsoft Office (docx, xlsx, pptx,  - also doc, xls, ppt?)

	MH
	

	6.1.2
	· Microsoft project (mpp) 

Note:  all project managers in E&B use MS Project 


	MH
	

	6.1.3
	· PDFs
Note: Architectural drawings tend to be in dwg format and then converted to pdf
	MH
	

	6.1.4
	· Autocad (dwg, dxf)

	MH
	

	6.1.5
	· Video (mpg4, avi)

Notes: Videos are taken of faults in buildings
	MH
	

	6.1.6
	· Images (jpg – png and tiff too?)
	MH
	

	6.1.7
	· Scanned documents (tiff / pdf?)

	MH
	

	6.1.8
	· Signed copies of letters/certificates  (pdf?))

	MH
	

	6.1.9
	· BIM (bim, dwf/g?, rvt if Revit used?)
	MH
	

	6.1.10
	· Emails


	SH
	

	6.2
	The system should be able to download and store emails and their attachments directly to  the new document management system
Note: This is low priority as E&B would prefer people to use the system itself by uploading and sharing documents rather than sending documents by email


	SH
	

	6.3
	E&B Space Management Team should be able to upload and store Archibus drawings that reside on the Z drive to the new system
	MH
	


7. Documents
	ID
	Requirement
	Category
	

	7.1
	Documents must be version controlled

Note: E&B have confirmed that 50 versions are more than adequate
	MH
	

	7.2
	It should be clear which is the most current version of a document


	MH
	

	7.3
	When changes have been made to a document, the document should be saved as a new version

	MH
	

	7.4
	A user must be able to roll back to a previous version of document

	SH
	

	7.5
	The system should provide a facility where documents can be checked in and out


	MH
	

	7.6
	A user must not be able to edit a document that another user has checked out


	MH
	

	7.7
	A user can view a document another user has checked out 

	MH
	

	7.8
	E&B admin need to know the date of the last change and who made the change but they do not need to see what changes have been made (as previous version will be available in the system)

	MH
	

	7.9
	E&B admin must be able to easily see if document is checked in or out; and who has it checked out


	MH
	

	7.10
	E&B admin must be able to override the checked out status 

	MH
	

	7.11
	If a user has a document open for too long the system should prompt them to close it

Note: Would need to decide the period of time
	CH
	

	7.12
	Users (with correct access) must be able to easily upload documents to the document storage system
	MH
	

	7.13
	The deletion of files under levels 1-3 and 5 should only be carried out by the project manager who set up the project 


	MH
	

	7.14
	There should also an override where E&B admin could carry out deletion of files if project manager was not available (note that level 4 can never be deleted)
	MH
	

	7.15
	File-naming convention on documents should be introduced
	Outwith system
	

	7.16
	System should validate documents on upload that they are the correct format and size
	MH
	

	7.17
	The user should receive a user-friendly error message should the system be unable to be upload a document to the document management system
	MH
	

	7.18
	Users can only upload documents to the areas that they have access to
	MH
	


8. Search
	ID
	Requirement
	Category
	

	8.1
	Users must be able to search for documents in the document storage system.

They must be able to search on either one or a combination of the following criteria:

· title of document

· authors name

· building name

· date uploaded

· keywords (tags)

· cost code

Steven looking into any other criteria and what metadata would be mandatory or non-mandatory
	MH
	

	8.2
	Users will not be able to search in projects they do not have access to

	MH
	


9. Upgrades

	ID
	Requirement
	Category
	

	9.1
	The system should be easily upgradeable with the minimum amount of downtime while the upgrade happens


	SH
	

	9.2
	Upgrades should not be expensive


	MH
	


5.2 Non-Functional Requirements
Identify and record requirements for aspects of the solution other than those explicitly concerning its functionality. For IT applications examples of non functional requirements may include those relating to security, scalability, performance, backup and recovery, extensibility, portability etc. 
Record the agreed non-functional requirements below:

· Separate requirements into sections

· Uniquely identify each requirement  

· Describe each requirement in sufficient detail to enable verification by the business user, definition of acceptance criteria and cross-referencing during the Design stage.  

· Specify the category for each requirement, using the following abbreviations: 

 M = mandatory; HD = highly desirable; D = desirable

Security

	Ref
	Security
	Requirement
	Category

D/HD/M

	1.1
	Authorisation Levels
	Admin – read/write access to application’s administrative functionality and to all data
Owner – read/write access to all data functionality but no admin permission

User – view-only access to application data; no access to sensitive data (as defined above)
Steven providing a matrix
	M


Scalability and Performance 
	Ref
	Scalability 
	Requirement
	Category

D/HD/M

	2.1
	Typical and Maximum number of concurrent users
	Approx 80-100 E&B users with access to EBLDGS – not all accessing at the same time but the folder is in constant use
	M

	2.2
	Expected annual user growth
	External users will now be able to access folders. This could be in the region of 200 users+
	M

	2.3
	Expected initial and maximum data volumes
	Not all documentation will be brought across. E&B starting with new projects  then adding older documentation but expect that all 766 buildings will eventually be added with their required documentation

Possibility of adding new folders other than EBLDGS in the future
	

	2.4
	Expected annual data growth
	When new buildings added associated documentation will be required
	M 


Availability/Business Continuity 
	Ref
	Availability/Business Continuity 
	Requirement
	Category

D/HD/M

	3.1
	The solution should be designed to be highly available during normal working ours  
	99.9% availability excluding planned maintenance during 8am – 6pm
	HD

	3.2
	In the event of a failure the system must be designed to be recoverable in less than 1 working day with minimal data loss
	Recovery in less than 1 working day from time of failure with no loss of completed transactional data
	HD


Back Up/Archive
Please highlight any archive and back up requirements. For example:

	Ref
	Backup/Archive
	Requirement
	Category

D/HD/M

	4.1
	Daily Backup
	Daily backup for Disaster Recovery
	M

	4.2
	Archiving 
	No archiving is required
	


Conformance with Browsers, Operating Systems and Mobile Devices
Please provide details of the environment(s) in which the system is required to operate. For UoE systems only Windows, Apple Mac and Linux operating systems are supported. The current list of supported web browsers is published at:  

http://www.ed.ac.uk/schools-departments/information-services/services/computing/application-development/application-support/supported-web-browsers/browser-application   
Supported web browsers for 2014-2015

	Platform
	Browser(s)

	Windows 7
	Firefox 24, Internet Explorer 10, Chrome

	Mac OS X
	Firefox 24, Chrome

	Linux (Scientific Linux 6 and 7)
	Firefox 24


The supported Firefox versions are based on the Extended Support Release (ESR) versions Firefox provides.

Windows XP is no longer supported, therefore no browser support on the Windows XP platform.

No specific Chrome version is supported due to the nature of Chrome releases.

6 DATA  REQUIREMENTS

Please include details of the data to be captured by the new software.  This should be listed in the table below.   If this is a substantial amount of information, please provide a high level summary in this section, and attach the details as an appendix.

For example:

	Data Group
	Data required
	Source
	Quality Checking or Processing Required Prior to Integration 

	Metadata
	· title of document

· authors name

· building name

· date uploaded

· keywords (tags)

· cost code

Steven to confirm
	Upload to document management system
	

	
	
	
	

	
	
	
	


7 USER ACCEPTANCE TESTING

Please highlight the UAT strategy identified for this project

Will be completed once requirements agreed

7.1 Acceptance Test Strategy

Provide an overview of the acceptance test strategy. Please ensure the following are included in your considerations:

· Scheduling and duration
· Test setup requirements (e.g. test environment, co-dependencies, business cycles)  

· Sources of test data

· Test scripts

· Required test participants and any training requirements

· Technical and business support required during testing

· Communication requirements

Link to updated User Acceptance Test Plan 
7.2 Test Scenarios and Acceptance Criteria

Referring back to section 4, identify test scenarios and acceptance criteria for each functional and non functional requirement.  Please note that this section will be used as sign off criteria for the User Acceptance Test Plan.
1 

	Ref
	Requirement
	Test Scenario  and Acceptance Criteria

	1.1
	
	

	1.2
	
	

	1.3
	
	

	1.4
	
	


2 

	Ref
	Requirement
	Test Scenario and Acceptance Criteria

	2.1
	
	

	2.2
	
	


8 APPENDIX 1
· The hierarchy of the Projects will be 5 levels with related documents stored within each level. These levels are: 

· Level 1 Feasibility

· Reports 
· Drawings
· Retention period: Project Lifecycle – can be destroyed when project ends

· Level 2 General

· Financial Management 

· Governance

· Correspondence

· Meetings

· Programmes

· Reports

· Working Drawings

· Bills and Specifications
· Retention period: 6 years after end of project – whereupon they can be destroyed

· Level 3 Procurement

· Goods  

· Works

· Services
· Retention period: 12 years after end of project – whereupon they can be destroyed

· Level 4 Legal and Statutory

· Title and Land Agreements 

· Funding Agreements

· Statutory Consents

· Completion Certificates
· Retention period: permanent – these can never be destroyed

· Level 5 Temporary folder
· Houses documents that will become Live documents such as Health and Safety and moved to the appropriate buildings folder under EBLDGS. They cannot be promoted to Live while  not finished as can cause confusion which is not acceptable because of the type of documents that they are

· No external users should be able to view Level 5
[image: image6]
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