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General Requirement:
Any requirement that involves a use case which requires an end-user should have a training and/or documentation requirement. That requirement can be fulfilled via the following:
1. Instructor led course
2. Computer based training (CBT)
3. End-user documentation

General Use (detailed requirements)

	General Use
	the system must provide the user the capability to report leave
	Critical

	General Use
	the system must provide the user the capability to report effort
	Critical

	General Use
	the system must provide the user the capability to report time worked
	Critical

	General Use
	policies defining how an employee should report time should available to all employees through either the system or another available source
	Critical

	General Use
	policies defining how an employee should report effort should available to all employees through either the system or another available source
	Critical

	General Use
	policies defining how an employee should report leave should available to all employees through either the system or another available source
	Critical

	General Use
	all time reporting rules should be instantiated in FTL
	Critical

	General Use
	all leave reporting rules should be instantiated in FTL
	Critical

	General Use
	all effort reporting rules should be instantiated in FTL
	Critical

	General Use
	system should allow time limits to be set via a configuration option which limits changing of previous timecards, and this should be configurable by sections/divisions
	desired

	General Use
	system should provide a facility to enforce an approval (say by FFM's) when a timecard is changed outside of an established threshold (see #17)
	desired

	General Use
	the system should permanently save all submitted timecards
	

	General Use
	the system should allow users to delete non-submitted timecards
	

	General Use
	a documented list and status of all known bugs should be published
	desired

	General Use
	reports and alerts should be up to date and accurate
	Critical

	General Use
	the system must provide a facility for restricting the available tasks/activities visable to a given employee or made available for reporting against
	Critical





Usability / User Interface (detailed requirements)

	Usability
	any create or copy timecard process should default to the earliest uncompleted week and/or reporting period
	Critical

	Usability
	vacation accrual balance should always be accurate, and have no anniversary boundary issues
	Critical

	Usability
	text should be required when previous timecards are changed, and enforced by the system
	Critical

	Usability
	the system should generate soft warnings when an employee reports effort/time to projects outside their organizational scope
	desired

	Usability
	system should interface to electronic leave systems, to provide system warnings when reported leave does not equal approved leave
	desired

	Usability
	all error messages should be documented
	

	Usability
	the system should allow the user to set the "level" of messages they wish to receive or there should be "opt out" capability
	desired

	Usability
	there should be no limits on the amount of activties a user reports against on their timecard (this goes to performance)
	Critical

	Usability
	user should be able to create templates from which to build timecards
	Critical

	Usability
	the timecard creation and the timecard copy function should operate in the same manner
	Critical

	Usability
	upon a copied timecard action (from existing or template) user should be prompted to retain reported effort as well
	Critical

	Usability
	dates of the vaction rules should be visable on summary page
	Critical

	Usability
	timcard detail screen should provide actual detail, not summarized detail
	Critical

	User Interface
	any login screen should clearly indicate production or non-production (test/qa, etc.) systems
	desired

	User Interface
	vacation and floating holiday balances should always be visable
	Critical

	User Interface
	sick leave accrual balance should always be visable
	Critical

	User Interface
	all error messages should be issued to the user in plain text that is readily understandable by the user
	Critical

	Usability
	the system should user-aware, and should prompt or enforce the roles assigned to end-users - available from their user profile (e.g. firefighter should only report against firefighter pay-codes)
	Critical

	Usability
	the system should provide users with the required data from within the system to support their role 
	Critical

	User Interface
	language and terminology shall be consistent across screens (yes, submit, confirm, etc.)
	Critical

	User Interface
	an F1 help function should be available for contextual help
	Desired

	User Interface
	user documentation should be available from a help link on the screen
	Critical

	User Interface
	session timeouts and borwser cosure and navigation behavioor soudl be mitigated to prevent corrupted timecard data
	Critical

	User Interface
	the preferences panel should contain only variables relevant to the user
	Desired

	User Interface
	minimum page view principles shuld be employed sothe the data required to complete a user driven function can be compelted in the least amount of clicks or page views
	Desired

	User Interface
	user interface should have a consistent look and feel including common function placement, common message section and style
	Critical

	User Interface
	where numerical values are required, blanks should be interpretted as "0". Users should not be required to explicitly enter "0" hours.
	Critical

	Usability
	personal profile configurations should drive application of business rules, reporting rules and error checking
	Critical

	User Interface
	the system should provide a consistent messaging language in a consistent page space
	

	Usability
	the system should support graduated errors and prompts such as fatal, warning, informative
	Desired

	Usability
	the system should minimize the amount of non-standard desktop configurations required by the end-user (e.g. pop-ups, java runtime, etc.)
	Desired



Role Specific (Approver, Time Keeper, Maintenance)

	Role Specific
	the system should provide the ability to see what queue a given timecard is in (natively, without discoverer)
	Critical

	Role Specific
	approval queues should reflect any manage forward rules in place
	Critical

	Role Specific
	system should record the delta for changed tiimecards for any changed timecard submitted for approval
	Critical

	Role Specific
	approvers should be able to view the daily details of submitted timecards without having to open the timecard or return it to an in-edit mode
	Critical

	Role Specific
	approvers should be able to view and approve timecards of recently terminated employees
	Critical

	Role Specific
	make all submitted timecards visable in apprvoal queue, regardless of reporting period or approval elligibility (this avoids manage forward conflicts)
	Critical

	Role Specific
	for vacation rules, the system should only allow manage forward rules to approvers
	Critical

	Role Specific
	system should prevent circular manage forward rules which overlap to unavailable or intiating approver
	Critical

	Role Specific
	the system should provide assistance in choosing secondary approvers, and make secondary approvers visable 
	Critical

	Role Specific
	system should not allow approvers to approve their own timecars
	Critical

	Role Specific
	prevent assignment of timecard approval to non-approvers
	Critical

	Role Specific
	secondary approvers must have timecard management responsibility for non-direct reports
	Critical

	Role Specific
	there should be an "effort reviewer" role within the system
	Critical

	Role Specific
	the "effort reviewer" role could view and change effort, but not approve
	Critical

	Role Specific
	vacation rules should be visable to timekeepers
	Critical

	Role Specific
	the apporval hierarchy should be visable to timekeepers
	Critical

	Role Specific
	monthly and weekly cards should be distiguishable in the approval queue
	Critical

	Role Specific
	weekly timecards should automatically be sorted to the top of approval queues
	Critical

	Role Specific
	system should limit approvers to one timecard approval at a time
	Critical

	Role Specific
	individuals charged with employee maintenance should be able to view Oracle responsibilities (natively, without Discoverer)
	Critical

	Role Specific
	the employee maintenance and project/task/activtiy mapping data maintenace should be decentralized and scalable
	Critical

	Role Specific
	system should provide a configurable option to prevent user from reporting to their home task/activity code
	Critical

	Role Specific
	system should provide a configurable option to allow users to report exclusively to eiter task/activity codes
	Critical

	Role Specific
	approvers should not be able to grab or forward their own timecard to their own queue
	Critical

	Role Specific
	user must be able to report time/effort/leave  as of their effective hire date
	Critical

	Role Specific
	a process must insure that a timekeeper can edit a timecard after the employees termination date
	Critical



Process Requirements

	Process
	employee on-boarding workflow should support the following:
	Critical

	Process
	account creation should happen automatically in FTL for new hires
	Critical

	Process
	assignment of Oracle responsibilties should happen automatically within EBS for new hires
	Critical

	Process
	assignment of tasks/activities to new/exisitng emplloyees must be supported by the system
	Critical

	Process
	 a process must insure start dates and termination dates are correct in the system
	Critical

	Process
	a process must insure that an employee enters their final timecard before their termination date
	Critical

	Process
	a process must insure that an approver can edit / approve a timecard after the employees termination date
	Critical

	Process
	a process must insure that vacation balances are correct for employees transfering across the lab
	Critical

	Process
	a process must insure that weekly to monthly and monthly to weekly transfs can be processes correctly in the system
	Critical

	Process
	a process must insure mid-week (i.e. non-Monday) transfers can be processes correctly in the system
	Critical



