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1.1 

1. 	INTRODUCTION  

1.1 Purpose  

This is one of a set of System Development Methodology 
manuals. The other manuals in this set are: 

• Project Management Handbook 
• User's Guide 
• Analysis Guide 
• Design Guide 
• Programming Guide 

Each of the above describes a principal role in the 
Systems Development Life Cycle. 

This Deliverables Reference manual supplements the 
other manuals by describing in detail the deliverables 
from each phase of the Life Cycle. 

• 

• 



1.2 

1.2 Scope  

While the methodology described in the set of manuals 
is equally applicable to any information system whether 
it be a business or a technical system and automated or 
manual, its orientation, beginning with the Systems 
Design phase, is unavoidably towards computer 
applications. In view of this, it is important that 
when system solutions are conceived the status quo and 
manual systems be considered on an equal basis with 
automated systems. 

Ideally, this methodology should be used in the context 
of DREE's overall departmental systems planning 
process. Thus, this methodology has been developed 
with the assumption that a proposed systems development 
project will be evaluated in relation to the 
Department's Long Range Systems Plan, which will make 
it possible to priorize systems development projects. 
It is also assumed that for significant projects, 
regular status information will be fed into the 
monitoring process of the Department's systems plan. 
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2.1 

2. 	SYSTEM DEVELOPMENT LIFE CYCLE  

The data flow diagram on the following page identifies the 
principal groupings of deliverables (outputs) produced 
during the development life cycle of a systems project. 

A complete description of the life cycle can be found in the 
Project Management Handbook. 

• 
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PROJECT NAME 

• PROJECT 
ORIGINATOR 

3.1 

3. 	DESCRIPTION OF DELIVERABLES  

3.1 Initiation Report 

A. 	Purpose  

The Initiation Report documents the initial per-
ception of the problem to be solved, opportunity 
to be exploited or requirement to be addressed and 
the initial agreement on the general nature and 
scope of the project in terms of: 

- the reasons for the project; 
- the benefits; and 
- the project constraints. 

In addition, the Initiation Report assigns a pre-
liminary target date for completion of the total 
project and identifies staff and control bodies 
with project development and approval 
responsibilities. 

B. Preparation 

The Initiation Report is prepared in response to a 
Project Initiation Request. 

C. Description  

Initiation Reports are documented in a standard 
format. 

The items to be provided in the Initiation Report 
include: 

. Project Identification 

: A descriptive project name. 

: The name and title of the person 
originating the request for the 
project. 

ORIGINATING 	: The name of the originating 
ORGANIZATION 	organizational unit or branch. 

• 



3.2 

3.1 Initiation Report 

. Problem to be addressed 

PROBLEM 	: A brief description of the 
REQUIREMENT OR problem to be solved, opportunity 
OPPORTUNITY 	to be exploited or requirement to 

be addressed. 

. Approach to Solution 

OBJECTIVES 

SCOPE 

: A statement of What the project 
will achieve and expected out-
puts. These should  •coincide with 
Departmental objectives and 
contain statements which can be 
understood by those directly 
concerned. 

: A brief description of the boprld-
aries within which the project 
will be conducted; for example, 
organizational units, business 
processes, geographical 
locations. 

POTENTIAL 	: A brief statement of the antici- 
BENEFITS 	 pated benefits both tangible and 

intangible and quantified to the 
extent possible. 

TIMEFRAMÉ 	: Time range during.which the 
'sys.tera should be implemented. 

ENVIRONMENT 	: Identify the manual and computer 
systems that may be affected. 

CONSTRAINTS 	: A brief description of the 
constraints within which the 
project must operate. 

For example: 

- time constraints; 
- dollar constraints; 
- staffing constraints; and 
- confidentiality of information 

constraints. 
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: Name 

3.3 

3.1 Initiation Report  

BUDGET AND 	: Identify source of funds and 
RELATIONSHIP 	relationship to the Long Range 
TO SYSTEM PLAN Systems Plan. 

RESOURCE PLAN : State resource requirements, 
FOR FEASIBILITY timeframe to carry out 
STUDY 	 Feasibility Study and approach to 

be used. 

RECOMMENDATION : Recommend course of action and 
indicate Whether manual or EDP 
solution appropriate. 

. Project Responsibilities  

PROJECT MANAGER: Name 

APPROVAL 	: Identify which committee or 
AUTHORITIES 

	

	Manager is to approve project 
deliverables. • 

• 



SYSTEM 
ASSURANCE 
MANAGER 

APPROVAL 
AUTHORITIES 

3.3 

3.1 Initiation Report  

BUDGET AND 	: Identify source of funds and 
RELATIONSHIP 	relationship to the Long Range 
TO SYSTEM PLAN Systems Plan. 

RESOURCE PLAN : State resource requirements, 
FOR FEASIBILITY timeframe to carry out 
STUDY 	 Feasibility Study and approach to 

be used. 

RECOMMENDATION : Recommend course of action and 
indicate whether manual or EDP 
solution appropriate. 

. Project Responsibilities  

PROJECT MANAGER: Name 

: Name 

: Identify which committee or 
Manager is to approve projeCt 
deliverables. 

• 



• 

• 



• 
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3.2 Feasibility Report  

A. Purpose  

The overall objective of the Feasibility Report is 
to present an analysis of alternative solutions 
for improving a present system or establishing a 
new one and to describe in general terms a 
proposed solution. 

Usually, no major project costs are incurred until 
the end of the Feasibility Study phase. Enough 
analysis should be carried out during the 
Feasibility study to ensure that the proposed 
system is feasible, and to estimate its costs and 
benefits. 

As a result of the feasibility study management 
may decide to develop a new system, to make 
improvements to an existing system, or to do 
nothing. 

B. Preparation 

The Feasibility Report is a product of the 
Feasibility Study phase and is the responsibility 
of the Project Manager. It should be reviewed by 
the user and approved by management before the 
Analysis phase starts. 

The Feasibility Report does not need to be main-
tained in later Life Cycle phases. This is not to 
say that the concepts and assumptions made in this 
phase will not be reviewed, possibly revised and 
redocumented in later phases. 

• 
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3.2 Feasibility Study 

C. 	Contents 

The Feasibility Report is actually made up of two 
separate sections. The first is the User 
Requirements Section, and the second section 
contains the presentation of a Conceptual 
Solution. In large projects these two reports may 
be produced during two distinct sub-phases, with 
development and approval of the user requirements 
taking place prior to any development and 
evaluation of alternative solutions for meeting 
the requirements. In other cases, where the scope 
of the project is more restricted, both sections 
may be completed by the project team prior to the 
formal review and approval by the user. 

For the purpose of this document, the deliverables 
are presented as two separate reports: 

- 3.2.1 User Requirements 
- 3.2.2 Conceptual Solutions 
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O  

• 

3.2.1 	User Requirements  

A. Purpose  

The purpose of the User Requirements Report, 
Section 1 of the Feasibility Report, is to present 
a comprehensive statement of the users' 
information requirements that need to be resolved 
by any system subsequently developed. Essentially 
it is an elaboration of the Initiation Report and 
as such expands the initial perception of the 
problem to be solved, opportunity to be exploited 
or requirement to be addressed. In doing so, the 
User Requirements Report documents the business 
environment within which the project scope is 
bounded, the users' information requirements and 
the extent to which these are being realized by 
the existing manual or computer systems. 

B. Preparation 

The User Requirements Report is a product of the 
data gathering and analysis activities of the 
Feasibility Study phase. For large projects, the 
report should be reviewed by the user and approved 
by user management before the activities involving 
the development and evaluation of alternative 
solutions begin. For smaller projects, there may 
be no formal approval of the user requirements; 
rather they may be incorporated with the report on 
the Conceptual solution (3.2.2) and be formally 
approved at that time. 

Once approved, the user requirements provide the 
framework and basis for the remainder of the 
project. 

C. Contents 

The User Requirements Report consists of the 
following sections: 

• 
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3.2.1 	 User Requirements  

1. Executive Summary . 

2. Introduction 

3. Description of Business Processes 

3.1 Overview 
3.2 Business Process 1 

3.2.1 Function Charts 
3.2.2 Function Descriptions 

3.3 Business Process 2, etc. 

4. Evaluation of Existing System 

4.1 Overview 
4.2 Business Process 1 

4.2.1 Physical DFD 
4.2.2 Process Descriptions 
4.2.3 Observations 
4.2.4 Evaluation 

4.3 Business Process 2, etc. 

5. User Requirements 

5.1 Overview 
5.2 Business Process 1 

5.2.1 Logical DFD 
5.2.2 Process Descriptions 
5.2.3 Requirements Notes 
5.2.4 Preliminary Data Definitions 

5.3 Business Process 2, etc. 
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3.2.1 	User Requirements  

D. Description  

le Executive Summary 

The Executive Summary provides management with 
a précis of the contents of the User 
Requirements Report. The executive summary 
should address the following topics: 

- Background Information  

This is a brief history of the project 
outlining the events leading to this phase 
and to the development of this report. 

- Summary of Requirements  

This should provide a summary of the require-
ments and the extent to Nhihich they are 
currently being met. 

2. Introduction  

2.1 Objectives and Scope of the Project  

This section should contain a brief description 
of the objectives, purpose and scope of the 
project. 

2.2 Approach and Methodology  

This section should specify the approach and 
methodology employed in gathering and present-
ing the information in this report. 

2.3 Management Control  

This section should outline how management 
control was exercised during this phase of the 
project. 

If more than one project supervision authority 
exists for a given project, the function of 
each authority is to be identified as well as 
its relationship to both the project team, and 
if applicable, to the other authorities. 

• 
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3.2.1 

	

	User Requirements Report  

D. Description  

2.4 Project Team 

The team members and organization of the , 
project team should be identified. 

The team organization could be shown in both 
chart and narrative format. The chart should 

• show the title of each member. The narrative 
explains the responsibilities of each member. 

Each team member's name should be noted on the 
chart and a list identifying the title, depart-
ment, or, in the case of contract personnel, 
the company by whom they are employed, should 
be provided. 

2.5 Organization of the Report  

This section should explain the organization of 
the report with a brief description of the 
contents of each section. 

3. Description of Business Processes  

Any system should be developed to support a 
business or a portion of a business. It is 
therefore important at the outset of the 
project to understand the business context 
within which the problem or opportunity lies. 
Much of this information would normally be 
available from the Department's Long Range 
Systems Plan. 

3.1 Overview 

This sub-section contains an overview of the 
business processes that are within the context 
and scope of the project and shOws the 
relationship of these business processes to  •the 
overall Departmental business framework..  This 
overview consists of the highest level of the 
functional hierarchy. 

• 
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3.2.1 	User Requirements Report  

D. Description  

3.2 Business Process 1  

The heading of this sub-section should actually 
name the Business Process, e.g. Administer 
RDIP's. 

3.2.1 Function Chart 

The Function Chart shows all the required 
business processes arranged in a hierarchical 
fashion from the overall business process at 
the highest level to module processes at 3 or 5 
lower levels. An example of a function chart 
is shown below. This diagram acts as a 
"graphical table of contents" for the 
requirements, allowing the reader to go 
directly to any process in the first few levels 
of the system and identify the required inputs 
and outputs, and the next level of process 
required to be performed to ensure that the 
higher level process is carried out. 

Processes not specifically addressed by the 
study, but, logically related to the processes 
being studied may appear on charts for 
informational purposes. 

The process "title" should be a simple 
imperative sentence ideally starting with an 
action verb (calculate, extract, verify) 
followed by an object or object clause, for 
example: 

Handle Contract Queries; 
Establish Control; 
Calculate Costs. 

The action verb should not be so general as to 
make the intent vague - e.g. process. Usually 
this occurs When the function is not fully 
understood by the analyst. 

• 
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3.2.1 	User Requirements  

D. Description  

Each process box, except those described for 
purposes of information only, is assigned a 
reference number which connects it to the boxes 
above or below it in the hierarchy. The 
numbering on the chart(s) should follow a 
standard. The highest level box should be that 
assigned at project initiation and should be 
the same as that identified in the Department's 
Long Range Systems Plan. The subordinates of 
each function are numbered from left to right 
starting from 1 as shown on the example. 

The first digits of a lower level should match 
the digits of the parent box on the previous 
level. The next digit should start with '1' 
for the left-most box on that level and 
increment by '1' for each box on that level 
within the same parent. 

The function chart will be expanded upon during 
later phases of the system life cycle. 

3.2.2 Function Descriptions  

The purpose of this sub-section is to briefly 
describe the business processes identified on 
the function Charts. Only those business 
processes that are within the scope of the 
project need be defined; other processes shown 
on the function dharts for context purposes 
need not be described. The descriptions for 
the higher level processes should be brief and 
general in nature since they are completely 
defined and explained by the lower level 
functions. Furthermore, the functions will be 
detailed in the Analysis phase and, thus, the 
description required at this stage is solely to 
enable the general user requirements to be 
ascertained and understood. 

In describing the functions, the use of normal 
business terms and expressions is mandatory. 
The subject headings to be included in the 
function descriptions are as follows:- 

• 
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User Requirements 

Description  

. Study Area 

This heading represents the overall business 
function or process addressed by this study. 

. Date (completed or revised) 

This should be inserted at the completion of 
all descriptions within the study area. If a 
section of the chart is to be modified later, 
the revised date should appear only on those 
pages being modified. 

. Business Function Name 

The exact name of the process as it appears 
on the function chart. 

. Function Reference 

The exact reference number as it appears on 
the function chart. 

. Objective 

A statement outlining the prime objective of 
the business function. 

. Description 

A brief description of the function. For the 
lowest levels this description will be more 
detailed than for the higher levels. Usually 
this is a summary of the next.level of 
sub-processes. No attempt should be made to 
describe how something is done, only what  
processes must be performed. 

3.3 	Business Process 2 

The development of the function dharts and 
the associated business function descriptions 
should be continued in the same manner as 
above, for each business process within the 
scope of the project. 

• 
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3.2.1 User Requirements  

D. Description  

44 Evaluation of Existing Systems  

A review and evaluation of the existing systems is the 
logical starting point for the determination of user 
requirements. 

A knowledge and understanding of the existing system 
provide a framework for the data gathering activity 
regardless of Which method is chosen from the various 
alternatives; observation, interviewing or 
questionnaire administration. In addition, many of the 
user requirements will be described as shortcomings or 
problems with the existing system. Finally, the 
overview of the present system will provide a basis for 
better understanding the proposed system and the 
reasons for change. 

The "existing system" is not limited to any currently 
computerized system. Rather it incorporates the 
present methods and procedures that have been developed 
in support of the business processes and no 
differentation is made between manual or computerized 
procedures. 

4.1 Overview 

This sub-section should present a narrative overview of 
the present system and procedures and should identify 
any changes already planned. 

The description and documentation of the present system 
does not need to be detailed since the system is likely 
to change When the proposed system is implemented. 

4.2 Business Process 1  

The existing systems should be organized and described 
in accordance with the business processes that they 
support. These business processes are the ones 
identified and described under section 3 above. In 
effect, the function chart depicting those business 
processes continues to be the graphical table of 
contents for this section on the evaluation of existing 
systems. 

• 
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3.2.1 User Requirements  

D. Description  

4.2.1 Physical Data Flow Diagram 

The function dharts show the hierarchical dependency of 
processes but do not show the interrelationships or the 
data flows between processes. Data flows from one 
process to another to provide the inputs so that each 
business process can be carried out. 

The Physical Data Flow Diagrams or PDFD's relate to the 
function charts and descriptions and provide a diagram 
of the flows of data among the processes. They are 
physical in that they represent how the flows of data 
exist as a consequence of the current system. The 
physical flows may not represent what is actually 
required to opitamally support the business function, 
but %ihat has been developed  •and evolved to this point 
in time. Logical Data Flow Diagrams (LDFD's) represent 
the essential whats  of the system; these are described 
below in Section 5. Although the manner in which they 
are depicted is as outlined here. 

The level to be diagrammed depends on the specific 
characteristics of the system.under consideration. 
Clarity is usually provided by preparing data flow 
diagrams of the different levels. The higher levels of 
diagrams can then be verified with the users before 
proceeding to the next lower level. The lowest level 
of diagram should provide information in a sufficient 
level of detail to clearly and fully understand the 
operation of the information processing system. 

An example of a data flow diagram is shown below. It 
should be noted that the diagram depicts events in a 
steady state. It does not show any initiation of 
activities, decisions, flow of control or time sequence 
of events. 
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There are four symbols used in the DFD, which 
are described briefly below: 

This symbol is called an "external entity" 
and represents any logical class of things 
or people which can be considered a source 
or destination of data. 

This is the "process" symbol. It presents 
a process or activity carried out on data 
as it moves through the system. The 
reference number is inserted at the top of 
the symbol. A dashed-line version of this 
symbol represents an optional process 

The "data store" symbol is used to show 
data at rest between processes. While data 
stores may be in the form of files, 
catalogues, forms, etc, the physical method 
of storage should be ignored for these 
purposes. Data stores should be viewed as 
"conceptual warehouses" for data. The data 
store identifier is inserted to the left of 
the data store symbol. 

•APPLICATIONS 

The arrow, which can be single - or double 
- ended, is used to show data in motion 
between external entities, processes and 
data stores. When one flow is required to 
cross another, the "little hoop" convention 
should be used. Optional data flows can be 
represented with a dashed line. 

•Reference numbers can be used with the external 
entity or data store symbols. 

If the same reference is' used more then once in 
a data'flow diagram, it is easier to recognize 
them as the same, by marking them 
appropriately. 
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3.19 

User Requirements 

D. Description  

The numbering system for DFD's follows the 
rules outlined under the description of 
function charts in Section 3 above. In fact 
the processes in the DFD have the same numbers 
as those assigned to the corresponding function 
on the function chart. Where the data flow 
diagram explodes a process to a lower level 
than that depicted on the Function chart then 
the same method of hierarchial numbering is 
used. For further information on the use and 
techniques of data flow diagrams, the book 
"Structured Analysis" by Chris Gane and Trish 
Sarson, published by IST Data books, New York, 
1977, is highly recommended. 

• 

4.2.2 Process Descriptions  

The purpose of this sub-section is to provide a 
more detailed description of the processes than 
that Which is contained in the function charts. 
Again, however, it should be recognised that the 
descriptions are only required for the development 
of a statement of user requirements and a 
conceptual systems solution that meets these 
requirements. Indeed, to the extent that the 
current system is superceded by the selected 
project solution, a description of the existing 
system processes is completely wasted. Note also 
that in the later Analysis phase, precise and 
detailed specifications of processes, data 
manipulation, and the inputs and outputs pertaining 
to each elementary process will be added to enable 
the detailed system design to be completed. 

In providing the process descriptions, those for 
higher levels should be very brief and general in 
nature as they are completely defined by the 
sub-processes. 

• 
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3.2.1 	User Requirements  

D. Description  

The subject headings to be included are as 
follows:- 

. Study Area 

This heading describes the overall business 
function addressed. 

Date (completed or revised). 

This should be inserted at the completion of all 
descriptions within the study area. If a 
section of the DFD is modified later then the 
revised date should be entered on the pages 
modified. 

Process Name 

The exact name of the process as it appears on 
the data flow diagram. 

Process Reference 

The exact reference number as it appears on the 
data flow diagram. 

• Objective 

A statement outlining the prime objective for 
which this process is performed. 

. Description 

A brief description of the process. For the 
lowest levels this description will be more 
detailed than for the higher levels Which are 
usually simply a summary of the next level of 
sub-processes. These descriptions should 
describe both what is done in the process and 
how it is performed. 

. Trigger 

Identify the event which causes this process 
to be put in motion. 
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. Sub-processes 

3. 2 .1 
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• 

A list of reference numbers and their corres-
ponding titles should be shown here for all 
sub-processes identified on the data flow 
diagrams. The reference numbers and titles must 
match the diagram references. 

. Input 

Describe the data classes needed upon entry 
to this process in order to perform it. 

. Output 

Describe the data classes which the process 
delivers as a result of it being executed. 

Reference Data 

Identify any other data which is referred to 
in order to execute the process. These 
references are not part of the data flow but are 
required as a "tool" to perform the task. It is 
unlikely that the reference data would be 
automated. Examples are: legal information, 
policies, correspondence. 

. Service Level 

Identify any time constraints imposed on this 
process. Include the volume of data and 
frequency Which may impact this service level. 

Documentation Reference (optional) 

Identify existing authorities (directives) which 
describe what the task consists of or any 
constraints placed on it. 

. Problems (optional) 

Identify any problems which are impacting the 
performance of the present system or which, if 
not known ahead of time, may have an impact on 
the design of a new system - e.g. service 
level. 

. Constraints (optional) 

Identify any constraints Which must be taken 
into account When deciding upon a solution for 
the design of a new system, e.g. budget, 
staffing, geographic constraints, etc. 
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Description  

4.2.3 Observations  

This section presents the comments and 
observations resulting from data gathering in 
the user areas. 

Aspects to be addressed are: 

. Problems from a user perspective; 

. Strengths of existing system; 

. User requested improvements; 

. Opportunities to be explored; 

. Urgency of change.  

4.2.4 Evaluation 

This section should evaluate the existing 
system against the business process require-
ments described in section 3 above. 

A statement as to whether to replace, modify or 
retain the existing system should be made and 
supported by a description of the advantages 
and disadvantages of following the stated 
course. 

4.3 Business Process 2  

The review and evaluation of existing systems 
is continued in the same manner for each 
business process within the scope of the 
project. Note that certain processes may not 
be supported or performed at all. These then 
represent requirements in their own right. It 
is important to establish and fully describe 
both what the process is and the urgency of 
the requirement. 

D. 
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D. Description 

5. User Requirements 

5.1 Overview 

This section of the User Requirements Report 
is essentially a consolidation of the preceeding 2 
sections. It brings together all of the 
requirements to support a business function. 
Additionally, however, it also is the first attempt 
to remove the current physical factors that 
represent the "how" of the business process and 
logically represent the business process. i.e. the 
"why" of the process. 

5.2 Business Process 1 

This should be the same business process as that 
identified under Sections 3 and 4 above. 

5.2.1 Logical DFD  

The logical Data Flow Diagrams are similar to the 
Physical Data Flow Diagrams presented above in 
Section 4 except that they concentrate on the What 
of the system and remove the "how". Logical DFD's 
are not concerned with the physical aspects of the 
system, only with the essential logical flow of 
data through the system. An example of a logical 
DFD is shown below, as transformed from the 
previous physical DFD. 

The logical DFD's are depicted in the same manner 
as the Physical DFD's using the same symbols, 
techniques and conventions. They relate to the 
charts and descriptions of the business functions 
and provide a diagram of the flows of data among 
the processes. The data flows jointly with the 
process descriptions should indicate information 
processing requirements. 

• 
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D. Description  

5.2.2 Process Descriptions  

The process descriptions in this section are 
developed in the same manner as the process 
descriptions associated with the physical 
representation of the existing systems. The 
descriptions themselves may be largely similar 
except for the removal of physical factors. 
Alternatively, the logical representation may 
result in a restructuring of the processes needed 
to logically support the business function. In the 
case where the modifications to processes 
previously defined in Section 4 are minor, only the 
revised or new descriptions are included. If the 
changes are significant, a complete set of process 
descriptions corresponding to the flow diagrams of 
5.2.1 should be included. The same reference 
numbers should be used as were previously used 
under Section 4 except for new functions. Process 
descriptions should also be written using the same 
headings as earlier. 

5.2.3 Requirements Notes  

To the extent that the Logical DFD and associated 
process descriptions do not adequately describe the 
user requirements, then additional notes on those 
requirements should be made here. Statements 
should also be made on the relative urgency of each 
user requirement particularly as to Whether a 
requirement is mandatory or just "nice to have". A 
useful manner for assessing requirements also would 
be the costs of not fulfilling the requirement or 
the benefits to be realized by having the 
requirement met. 

5.2.4 Preliminary Data Definitions  

This section is intended to provide notes on data 
which aid in understanding the contents of a data 
flow or are useful at this stage in communicating 
information on any aspect of the user requirements. 
These definitions are also useful to ensure 
consistency in the preparation of documentation 
by the various team members and is a useful 
starting point for more detailed definitions in 
later phases of the project. 

• 
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D. Description  

The data definitions can be prepared in the format 
and style of a data dictionary. They should, 
however, be high level only and make no attempt to 
define data to the element level. 

5.3 Business Process 2  

The development of user requirements for the 
remaining business functions should be continued in 
the same manner as described above. 
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A. Purpose  

The purpose of the Conceptual Solution Report, 
Section 2 of the Feasibility Report, is to present 
alternative solutions that appear to meet the user 
requirements, to define the criteria used in the 
evaluation of those alternatives, to present the 
analysis of each solution and, finally, to make 
recommendations on the solution Which appears to be 
the most suitable. The Conceptual Solution report 
also presents the costs and benefits of developing 
and implementing that solution. 

B. Preparation  

The Conceptual Solution Report is a product of the 
activities in the Feasibility Study phase 
subsequent to the analysis and definition of user 
requirements. It should be reviewed by the user 
and approved by management before the Analysis 
phase starts. It provides management with an early 
opportunity, when expenditures have been minimal, 
to decide whether to continue with the development 
of a new system, enhancement of an existing one or 
to maintain the status quo. 

C. Contents 

The Conceptual Solution Report consists of the 
following sections: 

• 
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1. Executive Summary 

2. Introduction 

3. Solution Alternatives 

3.1 Evaluation Criteria 
3.2 Solution 1 
3.3 Solution 2, etc. 
3.n Selection of Preferred Solution 

4. Conceptual Design of Proposed System 

4.1 System Objectives and Scope 
4.2 System Overview 
4.3 System Components 
4.4 Technical Requirements 
4.5 User Impact 
4.6 Conversion Requirements 

5. Costs and Benefits 

5.1 Summary 
5.2 Cost Estimates 
5.3 Benefits 
5.4 Assumptions 

6. Preliminary Resource Plan 

7. Recommendations 

8. Detailed Plan for Analysis Phase 
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D. Description  

1. Executive Summary  

The Executive Summary provides management with 
a précis of the contents of the Conceptual 
Solution Report. The executive summary should 
adciress the following topics: 

- Background Information 

This is a brief history of the project 
outlining the events leading to this phase. 

- Principal Findings  

This should provide a summary of the require-
ments, a description of the conceptual design 
of the proposed system, brief explanations of 
the alternative system solutions considered 
and the overall costs and benefits of each. 

- Recommendations 

This should present the recommendations of 
this study for further development of a 
particular system and outline the system 
philosphy to be applied. The corresponding 
costs and benefits and the reasons Why a 
particular approach was selected should also 
be presented. 

2. Introduction 

2.1 Objectives and Scope of the Project  

This section should contain a brief description 
of the objectives, purpose and scope of the 
project. 

2.2 Approach and Methodology 

This section should specify the approach and 
methodology employed in gathering and present-
ing the information in this report. 

• 
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D. Description  

2.3 Mana9ement Control  

This section should outline how management 
control was exercised during this phase of the 
project. 

If more than one project supervision authority 
exists for a given project, the function of 
each authority is to be identified as well as 
its relationship to both the project team, and 
if applicable, to the other authorities. 

2.4 Project Team 

The team members and organization of the 
project team should be identified. 

The team organization could be shown in both 
chart and narrative format. The chart should 
show the title of each member. The narrative 
explains the responsibilities of each member. 

Each team member's name should be noted on the 
chart and a list identifying the title, depart-
ment, or, in the case of contract personnel, 
the company by Whom they are employed, should 
be provided. 

2.5 Organization of the Report  

This section should explain the organization of 
the report with a brief description of the 
contents of each section. 

3. Solution Alternatives  

3.1 Evaluation Criteria 

This section should present the evaluation 
criteria Which have been used for selecting a 
proposed solution. Typically, the evaluation 
criteria will separate the compulsory 
requirements from the optional requirements, 
and assign development time, impact, cost and 
other constraints. 
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D. Description  

3.2 Solution 1  

3.2.1 Description  

This is an overview of a proposed solution 
alternative. It does not need to be detailed. 
However, it should provide enough information 
to permit a meaningful comparison against the 
evaluation criteria and other solution alterna-
tives. 

3.2.2 Analysis  

This is an analysis of the costs/benefits and 
advantages and disadvantages associated with 
the solution. 

3.3 Solution 2, etc.  

The report continues in a similar manner until 
all of the most viable solution alternatives 
have been presented. 

The intent of presenting various potential 
alternatives is not to be exhaustive but to 
allow management to place the proposed solution 
in a better perspective. 

3.n Selection of Preferred Solution 

This contains a comparison of the costs, advan-
tages and disadvantages of all the solutions 
and defines to what extent each meets the 
evaluation criteria. 

The preferred solution is identified and the 
selection justified. 

4. Conceptual Design of Proposed System 

The proposed system will be described in full 
detail at a later stage of the development life 
cycle when more details about the business 
processes have been specified. This section 
describes a system in conceptual terms so as to 
establish general principles and an initial 
level of system sophistication. 

• 
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D. Description  

4.1 System Objectives and Scope 	• 

The objectives should address major management 
problems and take advantage of major opportun-
ities that may be offered as a result of imple-
menting the system. 

The scope should indicate the boundaries of the 
functional and organization areas that the 
system is to include. In some instances the 
definition of the scope may be enhanced by 
providing information regarding those items 
which the system will not include. 

4.2 Overview 

This section should describe the philosophy of 
the system's approadh • to dealing with the 
objectives of the system. It should indicate 
whether or not an EDP solution is appropriate 
and the level of system sophistication to be 
applied. It should be supported by a chart 
illustrating its relationship to other Depart-
mental systems; an example of this is shown 
below. 

4.3 System Components  

This section describes  •the proposed system in 
terms of its major transactional flows and 
their interfaces. 

Data flow diagrams supported by narratives, 
describe these flows in the context of the 
physical business environment, and identify 
preliminary man/machine interfaces. External 
interfaces with the system, such as links to 
other systems and external input/output are 
also depicted. 

Significant business transaction volumes are 
included in the narrative. These data flow 
diagrams should show relationships to the 
logical data flow diagrams contained in section 
3. 

• 
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D. Description  

4.4 Technical Requirements  

This section summarizes the technologically 
significant requirements from the conceptual 
design and projects a preliminary list of 
software, hardware and communication needs to 
satisfy the requirements. 

The requirements are expressed in terms of data 
entry, transaction processing, data storage, 
data transmission and output. 

The system software, hardware and communication 
architecture to satisfy the requirements should 
identify existing facilities to be used and 
additional facilities needed. 

This report should emphasize the preliminary 
nature of these requirements and facilities so 
that they are not interpreted as an order list. 

4.5 User Impact  

This sub-section should describe the signifi-
cant items of impact implied by developing the 
proposed system. Statements should be pre-
sented on each of the following items: 

. Changes in staffing: quantity and level; 

• New, changed, or cancelled responsibilities 
as they affect organizational units or 
geographic locations; 

• Training of staff; 

. New or changed physical facilities: offices, 
furniture, etc.; 

• Long Range Systems Plan; 

• Policies; 

• Priorities; 

. Client Relations; 

. Risks; 

. Operations; 

. Timing. 
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D. Description  

4.6 Conversion Requirements  

An outline of how the present system would be 
converted to the proposed system is presented 
in this sub-section. 

Topics to be addressed are: 

• Implementation Strategy e.g. phased approach 
by location, and/or by system component; 

• Consideration of pilot system 
implementation; 

• Fall back strategy (e.g. parallel operation); 

• Data conversion, clerical and computer 
records; 

• Preparation for switchover and consequential 
lead times; 

• Temporary staffing requirements. 

5. Costs and Benefits 

The fundamental justification for development 
of a proposed system must be based on a cost/ 
benefit analysis. In this section of the 
report the costs and benefits of the preferred 
alternative are further detailed. 

5.1 Summary  

This section presents a summary of the develop-
ment costs, the net change in operating costs, 
and the tangible benefits. Totals should be 
presented for each year to cover the time 
period chosen for the analysis, usually 5 
years. 

• 
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• D. Description 	 . 
.. 	 . . 	. 

. 	An example of the summary to be presented in 
these sub-Sections is shown below: 

1982 1983 1984 1985 1986 TOTAL 

	

Development Cost (100)(50) ( 5) -- 	(155) 

Net Change in 
Operating Cost 	-- 	10 .  30 	35 	40 	115 

	

Tangible Benefits -- 	-- 	15 	18 	---54 

Total Net Gains/ 
(Losses) 	 (100)(40) 40 	53 	61 	14 

A brief narrative -  should'explain the table and 
indicate the factors used for inflation and 
cash discounting. 

5.2 Cost Estimates 

5.2.1 Development and Implementation.Costs  

This sub-section should include estimates of 
ail  costs that will be incurred in develop-
ing each new system from the time that the 
feasibility study is completed until the system 
becomes fully operational. 

Typically the items included will fall under 
the following categories: 

- Project Team Time; 

- User Time; 

- Travel and Expenses; 

- Secretarial; 

- Office Supplies; 

- Computer Costs; 

- Forms Design/Drafting; 

- Outside Services; 
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D. Description  

- Office Space and Furniture; 

- Other Overhead; 

- Other Equipment; 

- Courses and other staff training; 

- Software packages for project control, 
testing, or other development related 
activities; 

- Purchased application software or software 
required to support the operation of the new 
computer system. 

The costs should be broken down by Systems 
Development Life Cycle phase and grouped into 
meaningful categories. Only cost summaries 
should be presented in this sub-section, 
supporting details should be included in an 
Appendix. 

5.2.2 Operational Costs  

This sub-section should present the operating 
costs of the current system, the proposed 
system and the net cost change over a period of 
at least 5 years. 

5.3 Benefits  

The benefits to be derived from using a new 
system should be described in this sub-section. 

5.3.1 Tangible  

These are the benefits Which can be quantified 
in terms of dollars to be gained or saved. 

All the dollar benefits should be summarized at 
the beginning of the section presenting yearly 
totals for the chosen time period. Amounts 
should be adjusted for inflation and may 
reflect the discounted value of the dollar over 
time. 

The remainder of the sub-section should 
present a substantiation of each benefit. • 



3.38 

3.2.2 	Conceptual Solution Report  

D. Description  

5.3.2 Intangible  

This section should present the intangible 
benefits by order of importance. 

5.4 Assumptions  

A brief explanation should be provided that 
indicates the major assumptions made in 
preparing the cost and benefit schedules and 
explains how the estimates were derived. 

A proposed schedule for subsequent Systems 
Development Life Cycle phases should be 
presented indicating start and end dates for 
each phase. 

The best clarity usually results from using 
bar-graphs to present the schedules. However, 
a list of phases with their corresponding start 
dates, end dates and milestone dates will 
satisfy the requirements of this section. 

6. Preliminary Resource Plan  

This contains: 

. a description of the project organization and 
its relationship to approval authorities and 
user community or group; 

. a list of major activities for each phase and 
costs by activity of user, project and 
contracted staff; 

. description and costs of hardware and 
packaged software; 

. description and costs of development tools; 

. machine time costs; 

. project schedule identifying end of phase 
targets and (if phased implementation) 
application component delivery targets. 



• 
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D. Description  

7. Recommendations  

Based on the findings and analysis carried out 
during the Feasibility Study, a recommendation 
should be presented. 

The recommendation should briefly outline: 

• What to do over the long term; 

• What to do next; 

• When to do it; 

• Who should do it; 

• Why to do it; 

• What are the pertinent costs. 

8. Detailed Plan for Analysis Phase  

The work plan presents a detailed statement of 
the work necessary to complete the Analysis 
Phase. It includes: 

• a description of each activity to be under-
taken during the phase; 

• the estimated staff years required, including 
both user and development staff; 

• the estimated costs that will be incurred and 
the source of funds; 

• a phase schedule identifying team member 
responsible for each activity; 

• the outputs (deliverables) from the analysis 
phase; 

• the individuals, management levels and 
organizational units responsible for project 
activities, user participation and review and 
approval; 

• a summary of the approach to be used in 
carrying out the Analysis phase identifying 
dependencies on other departments and 
external organizations. 



• 

• 
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A. 	Purpose  

The objective of this set of documents is to fully 
describe the business processes to be performed by 
the proposed system from a user perspective. 

There are two primary purposes served: 

. The business processes and information require-
ments of the system are described in such a way 
that they can be endorsed by individual members 
of the user community. 

. The system requirements are specified in 
sufficient detail to permit the tedhnical design 
of a system to be carried out by the design 
team. 

B. 	Preparation and Maintenance  

The documents are prepared after the Feasibility 
Study which provided a cost justification for the 
system, and before  any attempt at computer systems 
design is started. The analysis must determine 
the "what" of a system before considering the 
"how". The preparation of these documents is a 
responsibility of the Project Manager. 

The Functional Specification Modules should be 
prepared in such a way that additions, deletions, 
or changes can easily be made. They should be 
bound in loose leaf binders or with equivalent 
bindings, which readily permit insertions or 
deletions. 

Once approved, these documents are used primarily 
as a system development tool. The responsibility 
for maintaining them rests with the Project 
Manager until the system becomes operational. 

• 
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C. Contents  

This set of documents is made up of the following 
components: 

1. Executive Summary 

2. Revised Cost/Benefit 

3. Functional Specifications 

4. System Performance and Security Goals 

5. Revised Technical Requirements 

6. Revised Resource Plan for Project 

7. Detailed Resource Plan for Design phase 

D. Description  

1. Executive Summary  

The Executive Summary provides-management with 
a summary of the findings of the Analysis phase 
and contains evidence that the phase has been 
conducted in accordance with the planned 
activities approved at the end of the 
Feasibility Study. 

It should contain descriptions for each of the 
following: 

1.1 Analysis Phase Findings  

- Background Information  

This is a short  history of the project out-
lining the events leading to this phase of 
the study. 

• 
- Terms of Reference 

A summary of the terms of reference for the 
study should be included here. The detailed 
explanations will be contained in the Intro-
duction Section. 

- Principal Findings of the Study  

This summary should highlight to management 
the key results of the study. 

• 

• 
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D. Description  

- Revised Benefits  

The benefits previously mentioned in the 
Feasibility Study Report should be reiterated 
here. Any new or revised benefits should be 
identified. 

- Revised Costs 

The cost range estimates both for the 
remainder of the project and for the on-going 
system operation should be presented. If 
cost estimates have been Changed, they should 
be discussed giving reasons for the Change. 

- Completion 

Proposed target dates for the remainder of 
the project should be presented as well as 
the number of man-months required. 

1.2 Approach  

Summaries of: 

- project team organization and relationship 
with non-project organizations; 

- methodology; 

- management approval and control. 

1.3  User Approval  

This section should contain or refer to the 
evidence that participation of the user 
community has been active and comprehensive. 

2. Revised Cost/Benefit  

The cost/benefit statement detailed in the 
Feasibility Report is revised and included as 
part of the Information Systems Requirements 
document for submission to the approval 
authority. Differences from the original must 
be highlighted and explained. 

• 
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D. Description  

3. Functional Specifications  

These are documented on a modular basis accord-
ing to the number and size of business process-
es being studied. One functional specification 
should be created for each group of related 
business processes. In the event that the 
resulting documentation proves to be too large 
for easy review and then approval, it may be 
necessary to re-package the functional 
specifications. 

Each module will have its own reference number 
which should be assigned as part of DREE's 
information system network. Each module is to 
contain the sections outlined on the next page 
and described on the pages which follow. 

• 
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D. Description  

3. Functional Specifications  

1. Introduction 

2. Principal Recommendations 
2.1 System Design 
2.2 Policies 
2.3 Other 

3. Description of Existing Syatem 
3.1 Function Charts 

• Overviews 
• Detailed 

3.2 Data Flow Diagrams 
3.3 Narrative Description 
3.4 Trends 

4. 	Description of Logical System 
4.1 Logical Data Flow Diagrams 
4.2 Narrative 

. Objectives 

. Description 
4.3 Data Dictionary 

5. Description of Proposed Business System 
5.1 Physical Data Flow Diagram 
5.2 Process Descriptions 
5.3 Data Flow Descriptions 
5.4 Data Store Descriptions 

6. Effect on Existing Systems 
6.1 Manual Systems 
6.2 EDP Systems 

7. Conversion Considerations 

• 
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D. 	Description  

Functional Specifications Module Description  

Each of the following headings relates to a section in 
a Functional Specifications Module. 

1. Introduction 

This section of the module contains a narrative 
description of the purpose of the document as it 
relates to the function being specified. 

It is in the introduction that the category of 
function is identified - operational or managerial. 
If the latter, then the emphasis of the specifica-
tions contained in the module is on information 
requirements and thus processes are not specified 
in great detail. 

2. Principal Recommendations 

This section provides the analyst with an opport-
unity to document suggestions as to potential 
solutions to the business problems he has been 
analyzing. These may be major hardware acquisi-
tions, recommendations relating to policy which may 
need senior management approval, or other factors 
which could influence the direction of the project 
development or system implementation. 
The project manager summarizes these in the 
Executive Summary. 

3. Description of Existing System 

This section contains a general description of the 
existing business process explaining how the 
functions are currently performed. This serves the 
purpose of providing the system designers with an 
overview of the current operational flows in the 
business context. 

3.1 Function Charts 

Functions, for the purpose of specification, are 
organized hierardhically, from the top down. The 
top function of any module is established by the 
feasibility study which contains a Function Chart. 
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D. 	Description 

The lowest levels of the hierarchy in this "high 
level" Function Chart identify the business pro-
cesses which are the subject of analysis. If not 
outside the scope of the project, each of the 
bottom processes on the chart is further broken 
down into its sub-processes during the development 
of the module. These are documented on function 
charts in the same format as the "high level" 
chart. Thus, within each module a sub-hierarchy of 
the overall function hierarchy will have been 
formulated. 

The first part of this section is an overview chart 
containing the business process being described by 
the module. It places the process in a wider 
context showing dharts at least a couple of levels 
up. The second part, contains the charts 
subordinate to the function itself. 

Further explanation of this documenting format is 
contained in the description of the User 
Requirements Report (section 3.2.1 of this 
reference manual). 

41 	3.2 Data Flow Diagrams  

A set of data flow diagrams is a key instrument in 
representing the existing system. 

3.3 Narrative Description  

Narratives describing each of the numbered 
processes are written in support of the data flow 
diagrams. This provides further elucidation of the 
diagrams by identifying job positions, 
organizations, and mechanism-type (computer or 
manual). 

3.4 Trends 

The last portion of this section concerns any 
developing business trends that are uncovered while 
gathering data. Enterprises rarely remain static. 
Business objectives change,  programs  change and 
volumes change. In examining the current system in 
its business context for the purpose of evaluating 
the needs of the future, it is essential that the 
trends detected during the Analysis phase are 
documented in this section. 

• 

• 
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4. Description of Logical System 

The logical system is specified through additions 
to the function charts and with logical data flow 
diagrams (see below) and in a set of process 
forms. 

4.1 Logical Data Flow Diagram 	 • 

Logical Data Flow Diagrams are developed in 
parallel with the function charts as an analysis 
tool. They also are used to demonstrate the data 
relationships between processes. This means that 
at the lower levels the processes on the data flow 
diagrams may be grouped to represent the logical 
operational flows with specific "beginnings" and 
"endings". The reference number of processes on 
the diagrams should correspond to those on the 
function dharts. 

Names of data flows at the higher levels, like the 
processes, must be all-embracing terms for the 
component data entities shown at lower levels. A 
data analyst assigned to the team will provide 
functional guidance in the application of standards 
relating to naming and grouping conventions. 

4.2 Descriptive Narrative  

This section contains the narrative which supports 
the Data Flow Diagrams. 

The first part of this section defines the 
objectives of the overall business process being 
described in the module. 

The second  part- defines preciàely the functional 
requirements in terms of data and processes. 
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D. 	Description  

A standard format is used and is the same as that 
described for the Feasibility Report (section 3.2 
of this reference manual). 

4.3 Data Dictionary 

This sub-section contains a definition of each data 
group and data element referenced in Section 4 of 
the module. Refer to the ISM standards for 
structure, format content, and usage of the data 
dictionary. 

5. Description of the Proposed System 

5.1 Physical Data Flow Diagram 

Data flow diagrams of the proposed system identify-
ing the manual and computer aided functions make up 
this section (see example below). Where 
appropriate the same reference numbers are used for 
corresponding processes on the logical data flow 
diagrams. 

5.2 Process Descriptions  

There are two alternatives to completing this 
section. 

In the case where the modifications to processes 
previously defined in Section 4 are minor, only the 
revised or new descriptions are included using the 
standard format. 

If the changes are significant, a complete set of 
process descriptions, corresponding to the flow 
diagrams of Section 5.1 should be included. 

•  The same reference numbers from Section 4 should be 
used except for new functions. 

5.3 Data Flow Descriptions  

This section should describe all the data flows in 
the system as shown in the data flow diagram of 
Section 5.1. An index of the data flows should 
precede the descriptions. 

Any data elements identified but not currently 
defined in the data dictionary should be submitted 
for dictionary entry. 
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A standard form should be used for this purpose. 
The form should contain the following information 
for each data flow: 

1. Name of Flow - as identified on the data flow 
diagram. 

2. Source of Flow - the reference number and 
title. The source could be a process, data 
store or an external entity. 

3. Destination of Flow - the reference number and 
title. Similarly, the destination could be a 
process, data store or an external entity. 

4. Description of the Flow - a short narrative 
describing what the data flow is, why it exists 
and generally What it contains. 

5. Included Data Structures - a list of all data 
structures (showing data elements within each 
structure) that are passed along this data 
flow. 

6. Volume Information - the volume of each major 
type of data being passed through this data 
flow. 

A sample format follows this page. 
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• DATA FLOW DEFINITION FORM 

NAME OF FLOW: 

SOURCE 	REF: 

DESTINATION REF: 

DESCRIPTION OF FLOW: 

TITLE: 

TITLE: 

INCLUDED DATA STRUCTURES: 	 VOLUME INFORMATION: 

• 
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5.4 Data Stores Descriptions  

A data store represents a logical grouping of data 
at rest. The contents of each data store should be 
described in terms of the data elements which will 
be found in it. In addition, the data flows which 
feed the data stores and those which are extracted 
from it should be noted at this point in time. 

These data stores are those associated with the 
computer system. A standard form for describing 
data stores is shown on the next page. The form 
should be filled out as per the following: 

1. Name 

Refers to the name given to the data store. It 
should be the same name as shown in the data 
flow diagram and to be used in the data 
dictionary and should be meaningful to the 
User. 

2. Ref. 

Refers to the data store reference number shown 
in the data flow diagram. Numbers should begin 
with Dl and proceed with D2, D3 etc. The 
numbers are unique within the system being 
documented. 

3. Description 

A brief narrative definition of the data store. 

4. Data Flows In 

A list of all data flows which flow into this 
data store. The reference name of each data 
flow plus the reference numbers of the start 
location for each data flow should be 
identified. 
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DATA STORES DEFINITION FORM  

NAME: 	 REF: 

DESCRIPTION: 

DATA FLOWS IN: 	 DATA FLOWS OUT: 
(SEARCH ARGUMENTS) 

CONTENTS: 	 PHYSICAL ORGANIZATION: 

VOLUME INFORMATION: 

• 
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5. Data Flows Out (key fields) 

A list of all data flows leading out of this 
data store. The reference numbers of the end 
of the flow (the next process box) plus the 
name of the flow should be given. If the key 
field(s) is known, it should be given in 
parentheses for each data flow. The key fields 
are the ones used to select the data that flows 
out. 

Any newly identified elements should.be 
submitted for data dictionary entry. 

6. Contents 

A list of the contents and structure of the 
data store. All data element names to be 
stored should be identified using standard 
naming Conventions. 

7. Physical Organization 

If the physical organization (sequence) is 
known, it should be specified. 

8. Volume Information 

The volume of entities in the data store. 

6. Effect on Existing Systems 

This section describes the effects the proposed 
system will have on the existing systems within the 
organization. If both manual systems and EDP 
systems are involved, this section should be 
divided into two parts as follows: 

6.1 Manual System 

For each manual system being affected by the 
implementation of the new system, a narrative 
should be included in sufficient detail to describe 
how the new system impacts the existing system. 
Topics which may be addressed here are: 

1. Data Stores 

What data stores are being eliminated, merged, 
changed, or are new to the system as a result 
of the implementation of the new system. 
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2. Processes 

What processes are being added, eliminated, 
changed, or merged within the existing system 
when the new system is installed. 

3. Manpower 

Changes to staff levels by job function. 

4. Equipment 

If some form of mechanical assistance is being 
added, upgraded or deleted from the present 
system, it should be identified. 

5. Reports, Forms 

What forms need to be designed or what new 
reports (manual only) are to be generated or to 
be scrapped. 

6.2 EDP Systems  

A narrative should be included for each existing 
EDP system which will be affected directly by the 
implementation of the proposed system. Topics 
which may be addressed here and some examples are: 

1. Data Changes 

- Files affected 
- Data elements to be added, deleted or dhanged 
within existing file structures 

- Access keys to be dhanged. 

2. Storage Medium 

- Card to tape or disk 
- Printed report to tape or microfilm 
- Batch transaction to on-line transaction. 

3. Function changes 

- Functions affected 

4. Volume or Frequency Changes 

- Significant change in volume of a file 
interface 

- Requirement for changing the frequency or 
scheduling. 
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7. • Conversion Considerations 

This section should identify the conversion 
requirements for the system. The following 
information should be included for each area of 
conversion: 

a) Name of data to be converted. 

h) Description of data to be converted - describe 
the data and purpose of conversion. 

c) Source. 

d) Status - • indicate whether the data currently 
exists as manual data or as an automated file. 

e) Volume - indicate volume of data which must be 
converted. 

f) Outputs - identify possible controls to be 
established to ensure that the conversion is 
accurate. 

(This page ends the description of a Functional 
Specifications Module). 
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4. System Performance and Security Goals  

This document specifies a set of global 
criteria Which, subject to economic and 
technical feasibility, are to be accommodated 
by the system. This set of criteria should be 
classified under the following headings: 

• System Availability; 
• Recovery; 
. Security; 
• Response Times/Turnaround; 
. Retention of, and Access to, Data; 
• Security; 
• Audit Requirements (Trails and Controls); 
• Future Growth/Trends. 

5. Revised Technical Requirements  

The preliminary technical requirements identi-
fied during the feasibility study are reviewed 
and revised in light of the functional require-
ments specified during the Analysis Phase. 

This document should confirm the major system 
software, hardware and communication 
requirements in order to facilitate the 
initiation of the procurement of any additional 
facilities. 

6. Revised Resource Plan for Project  

Having just completed an extensive analysis of 
the business processes, there is substantially 
more known than there was When the first cost 
estimates and benefits were described. This 
section presents a revised plan for later 
phases of the project based on the current 
understanding of the system. 

Amendments to the approved plan from the 
Feasibility Study phase should be identified 
and explained. 

• 
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7. Detailed Resource Plan for the Design Phase 

The plan presented here provides a detailed 
statement of the work necessary to complete the 
Design phase and includes: 

, A description of each activity to be under-
taken during the phase. 

• The estimated staff required, including both 
user and development staff. 

• The estimated costs that will be incurred and 
the source of funds. 

. A phase schedule identifying the team member 
responsible for each activity. 

. The outputs (deliverables) from the Design 
phase. 

. The individuals, management levels and 
organizational units responsible for project 
activities, user participation and review and 
approval. 

. A summary of the approach to be used in 
carrying out the analysis phase identifying 
dependencies on other departments and 
external organizations. 



• 

• 
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A. 	Purpose  

The objective of the Design Specification is to fully 
describe the system with respect to inputs, outputs, 
system interfaces and internal system architecture. 
This document, When approved, will be used as a vehicle 
to control the development and testing processes, and 
facilitates subsequent system maintenance. 

B. 	Preparation  

During the development cycle of the project, it is the 
Project Manager's responsibility to ensure the prepara-
tion and maintenance of the Design Specification. 

C. 	Contents 

The Design Specification is comprised of the following 
components: 

1 Executive Summary 

2 Revised Cost/Benefit 

3 Revised Technical Requirements 

4 EDP System Design Specification 

5 Design Specification of User Aids 

6 System Test Specification 

7 Revised Project Plan 

8 Detailed Plan for Development and Implementation 
Phases 

D. 	Description  

1. Executive Summary  

The Executive Summary provides management with a 
summary of the results of the Design phase and 
contains evidence that the phase has been conducted 
in accordance with the planned activities approved 
at the end of the Analysis  phase. As described in 
the Analysis Report, the Executive Summary should 
contain: 

• Background Information - a short history of the 
project leading up to this phase. 
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. Terms of Reference - for the project in general 
and this phase specifically. 

. A summary of the results of this phase. 

. Revised Benefits and Costs. 

. Revised Completion Dates. 

. Approach and methodologies used in this phase. 

. Summary of the Approvals Procedures. 

2. Revised Cost/Benefits  

Having just completed an extensive design of the 
system, there is substantially more known than 
there was when the first cost estimates and 
benefits to be derived from the system were 
described. This section presents a revised cost 
estimate for later phases of the project based on 
the current understanding of what the physical 
system consists of. The presentation of this 
estimate should be similar to the previous cost 
estimates described in the earlier reports in order 
to facilitate comparison. 

If the benefits to be derived from this system 
differ from those described in the Feasibility 
Study Report, they should be identified. New 
benefits expected should be explained in detail. 
The reasons for the change in expected benefits 
should be explained. 

3. Revised Technical Requirements  

The technical requirements identified during the 
Analysis phase are reviewed and revised in light of 
the system specified during the Design phase. 

This document should confirm the major system 
software,  •  hardware and communication requirements 
in order to facilitate the installation of any 
additional facilities. 
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D. 	Description  

4. EDP System Design Specifications  

TABLE OF CONTENTS  

4.1 System Description 

4.2 System Flow 

4.3 Data Element Dictionary 

4.4 Index of Files 

4.5 File Definitions 

4.6 Index of System Inputs 

4.7 System Input Definitions 

4.8 Index of System Outputs 

4.9 System Output Definitions 

4.10 Index of Program Communication Areas 

4.11 Program Communication Area Definitions 

4.12 System Interfaces 

4.13 System Controls and Audit . Trails 

4.14 Software, Hardware and Communication 
Environment 

4.15 Contingency Plans 

4.16 Conversion 

4.17 Index of Programs 

4.18 Program Specifications 

4.19 System Maintenance Considerations 

The following pages describe each section of the 
EDP System Design Specification. 

• 



3.64 

3.4 System Design Specification  

D. Description  

EDP System Design Specifications Description  

4.1 System Description  

The system description is intended to provide an , 
overview of the system. The following information 
should be summarized in this section. 

a) System Objectives 
h) System Functions 
c) System Requirements 
d) System Constraints 
e) Background Information 

All of this information is available or derived from 
documents from previous phases of the project. 

4.2 System Flow  

The purpose of this section is to illustrate the overall 
structure of the system. This illustration should 
include a system flowchart with the corresponding 
narrative to provide explanation. 

The flowchart should illustrate the position of each 
program within the system and the files and reports 
associated with each program. 

4.3 Data Element Dictionary  

This section presents an index of the system's data 
elements. These data elements consist of the elements 
included in both permanent system files and intermediate 
system files. Each element should have a corresponding 
Data Element Description. 

A listing of the system's data elements in alphanumeric 
sequence should be included in this section. 

4.4 Index of Files 

This section presents an index of all computer files. 
whether they be permanent or intermediate. 
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4.5 File Definition  

All system files, both permanent and intermediate, 
should be defined. 

For each file within the system the following 
information should be recorded: 

a) File Name - ainame assigned by the analyst 
according to  the  naming standards. 

h) Retention Cri4eria - indicate the period of 
retention andirelease authorization. 

c) Backup and Re( 
frequency of 1 
followed when 
point in time 

!overy Procedures - indicate the 
ackups and the procedures to be 
restoring the file to a particular 

d) File Security 
various level. 
i.e. who may : 

who may 
what fie 
what fie] 
etc. 

- if applicable, identify the 
of access authority, 

ead the file 
odate the file 
ds may be accessed 
d may be updated 

e) File Descriptqm - layout. 

f) Record Descrirkion - layout. 

g) File Controls indicate any file controls such 
as headers or callers which have been 
established fo the file. 

4.6 Index of System I  

This section pres 
reference the Sys-
will consist of 
:corresponding to 
Definitions. 

4.7 ' System Input Defi  

•  Inputs to a compu 
, entered on-line, ( 
(• entered as an exi: 

)uts 

Its an index of system inputs to 
'm Input Definitions. This index 
'Lit Name and the page number 
le appropriate Input 

tion 

r system may consist of data 
ta entered on documents or data 
ing automated file. 

With an automated 
layouts which pert 
produced on reques 
Systems Manual. 

ta Dictionary package, record 
h to a system input can be 
and should be kept with the 
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4.7.1 On-Line Inputs  

For each on-line input to the system the following 
information should be recorded: 

a) Screen Name - corresponds to the "Input Name" in 
the Index of System Inputs. 

h) Screen Number. 

c) Screen Description - gives a general description 
of the functions served by the screen. 

d) Screen Specification - a Screen Specification 
form should be completed. 

If error messages and subsequent actions are 
associated with fields on the screen, they 
should also be specified on this form. 

e) Screen Format - a Screen Format form should be 
completed to illustrate the layout of the 
screen. 

f) Program(s) Involved - list the programs which 
access or process the screen. 

• g) File(s) Created - if the screen data is used to 
create a file, indicate the File Name of that 
file and the Record Names of the records created 
for that file. 

4.7.2 Document Inputs  

For each document input to the system, the 
following information should be recorded: 

a) Document Name - corresponds to the "Input Name" 
in the Index of System Inputs. 

h) Document Number - corresponds to the form number 
referenced in Forms Control. 

c) Document Description - general description of 
the function of the document. 

d) Document Sample - a sample of the document 
should be included. 

e) Encoding Instructions - input preparation. 

• 

• 
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f) Program(s) Involved - list the programs which 
access or process the document. 

g) File(s) Created - for each file resulting from 
the processing of the document, indicate the 
File Name and the Record Names of the records in 
the file. 

4.7.3 Automated File Inputs  

In most instances an automated file input 
represents an interface with another system. Each 
of these files should be documented in the Index of 
Files and File Definitions. Therefore, in this 
section it is sufficient to identify the file by 
the "File Name" corresponding to the "File Name" in 
the Index of Files and "Input Name" in the index of 
System Inputs. The file's source or name of the 
system which created the file should also be 
specified. 

4.7.4 Summary of Transactions  

This section  should provide a list of all input 
transactions.  Each input transaction should be 
identifïed by the following information. 

a) Trartion Code 
h) Transaction action Name 
c) Description - a brief description of the 

; 

tra saction functions. 
d) Cro s-Reference - indicates which of the System 

Inpits this transaction is related to. 

4.8 Index  )f System Outputs  

This sction presents an index of the system 
output3 to reference the System Output Definitions. 
This ildex will consist of Output Name and the page 
number corresponding to the appropriate Output 

4.9 S 	m

/

yste  Output Definition  

Outputp from a system may consist of on-line screen 
reporqs, printed reports or automated files. 	. 

1 

With n automated Data Dictionary package record 
layou s Which pertain to a system output can be 
produ.ed on request and should be included in this 
secti )n. • 
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4.9.1 On-Line Outputs  

For each on-line output from the system, the 
following information should be recorded: 

a) Screen Name - corresponds to "Output Name" in 
the Index of System Outputs. 

h) Screen Number. 	 • 

c) Screen Description - general description of the 
output and its purposes. 

d) Screen Specification - a Screen Specification 
form should be completed which defines fields, 
lines, columns, values of data elements, etc. 

Any notes which provide further clarification 
should also be included on this form. 

e) Screen Format - a Screen Format form should be 
completed to illustrate the layout of the fields 
on the screen. 

f) Programs Involved - a list of the programs which 
produce the output. 

4.9.2 Printed Outputs  

For each printed output from the system, the 
following information should be included: 

a) Report Name - corresponds to "Output Name" in 
the Index of System Outputs. 

h) Report Number - should follow numbering 
conventions. 

c) Report Description - a general description of 
the report and its purpose(s). 

d) Report Frequency - a layout to illustrate the 
report format should be included using a Report 
Layout form. If the report is produced on a 
special form a sample of this document should be 
included. 

e) Report Frequency - an indication of how often 
the report is produced. 
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f) Report Volume - an estimate of the volume of 
print lines expected. 

g) Program(s) Involved - the program(s) which 
produce the report. 

4.9.3 Automated File Outputs  

In most instances an automated file output 
represents an interface to another system. Each of 
these files should be documented in the Index of 
Files and File Definitions. 

In this section it is sufficient to specify the 
following: 

a) File Name - corresponds to "File Name" in the 
Index of Files and "Output Name" in the Index of 
System Outputs. 

h) Dispersal Specification - identify the file 
destination and the name of the destination 
system. 

4.10 Index of Program Communication Areas  

This section presents an index of all unique 
Program Communication Areas. These areas are used 
to pass data among programs. Each communication 
area should be identified by a name and a page 
number which references the corresponding Program 
Communication Area Definition. 

4.11 Program Communication Area Definitions  

Each unique Program Communication Area should be 
defined by the following information: 

a) Communication Name - an arbitrary name assigned 
according to the naming conventions. 

h) Record Description - for each program 
communication area, a Record Description should 
be completed to identify the elements within the 
area. 

c) Programs Involved - list of programs which use 
this communication area. 

• 
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For each element the following information should 
be provided: 

a) Element Name. 

h) Element Content - the contents and function of 
the element. 

c) Element Source(s) - how the element is derived 
and which program(s) derive it. 

4.12 System Interfaces  

This section should identify all system interfaces. 
Interfaces may be between sub-systems within the 
system or may be between external systems and the 
system. 

4.12.1 Sub-System Interfaces  

This section should clearly define the 
relationships between the sub-systems in terms of 
processes Which must be performed by one sub-system 
on data supplied or maintained by another 
sub-system. This information is essential for 
successful completion of system testing. 

4.12.2 External System Interfaces  

These interfaces should be defined in terms of data 
received from and data sent to other systems as 
well as any Changes required in the other systems. 

For each external system that is interfaced with, 
identify the following. 

4.12.2.1 System Input Interfaces  

a) Input Name - name of the input received from the 
other system and corresponding to the name in 
the Index of System Inputs. 

h) Input Description - brief description of the 
input and its purpose(s). 

c) Input Source - which system the input originates 
from. 

d) Changes - any known changes required in the 
other system to produce this input. • 
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4.12.2.2 System Output Interfaces  

a) Output Name - name of the output sent to the 
other system and corresponding to the name in 
the Index of System Outputs. 

h) Output Description - brief description of the 
output and its purpose(s). 

• 
c) Output Destination - where system output is to 

go. 

d) Changes - any known changes required in the 
other system to accept this output. 

4.13 System Controls and Audit Trails  

This section should identify in detail all system 
controls, audit trails and interrelationships, 
e.g.: 

a) Figure reported on Report A must balance with 
figure reported on Report B. 

h) Sum of Report A and Report B must match figure 
on Report C. 

c) Activity A must be completed before Activity B 
can proceed. 

d) Computer controls and verifications on file 
totals. 

e) Internal computer cross-checks between 
processes, files or both. 

4.14 Software, Hardware and Communication Environment  

This section should identify the software, hardware 
and communication environment of the system. 

4.14.1 Software Environment  

The following items should be identified: 

a) Name of Package, e.g. Mark IV, SPSS, QUIZ. 

h) Characteristics of Package - general 
description. 
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c) Supplements - identify any supplements to the 
basic package required. 

4.14.2 Hardware Environment 

For each type of equipment, whether it must be 
acquired or aIready exists, the following items 
shOuld be identified. 

a) Name of Equipment, e.g. CSG-IBM, HP3000. 

h) Characteristics of the equipment. 

c) Quantity - indicate if equipment is to be fully 
dedicated to the system. 

4.14.3 Communications Environment  

4.14.3.1 Equipment  

For each type of equipment, Whether it must be 
acquired or already exists, the following items 
should be identified: 

a) Name of Equipment, e.g. Modems, Communications 
Lines. 

h) Characteristics of the Equipment. 

c) Quantity. 

4.14.3.2 Network  

The network environment should be identified with 
the following information: 

a) Required Baud Rate. 

h) Dedicated, Multidrop, Packet Switch Lines. 

c) Communications Protocol (e.g. synchronous, 
asynchronous). 

d) Line Quality (e.g. voice grade). 

4.15 Contingency Plans  

This section should define the system recovery 
procedures to be used in the case of a 
catastrophe. 
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Examples of items vihich should be considered here 
are: 

- off-site processing requirements 
- off-site storage requirements 
- legal implications 
- hardware 
- communication lines 
- data entry equipment. 

4.16 Conversion 

This section should specify the design of system 
conversion. Depending on the size of the system, 
conversion may be a separate document or a section 
in this one. It is a specification in its own 
right and should be designed once the conversion 
needs become apparent. 

4.17 Index of Programs  

This section presents an index of the system's 
programs to reference the Program Specifications. 
This index will consist of the Program Name and the 
page number corresponding to the appropriate 
Program Specification. 

4.18 Program Specification (General Module 
Specification) 

A program specification should provide complete and 
precise information on what the program is to do. 
However, the program specifications do not define 
the internal structure of programs. This is 
performed during program development. 

The following information should be included in 
this package for each program. 

4.18.1 Title Page  

a) Program Name - this name is assigned according 
to the naming conventions. The name should 
correspond to the "Program Name" in the Index of 
Programs. 

h) Date of Preparation of Specifications. 

c) Programming Language. 

• 
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4.18.2 Table of Contents  

Include a Table of Contents specifying the contents 
of the specification package. 

4.18.3 Program Schematic  

Using flowdhart symbols, provide a schematic 
diagram illustrating the system inputs to and 
system outputs from this program. A sample of a 
schematic has been included on the following page. 

4.18.4 Program Functions  

A brief description should be provided to explain 
the functions performed by the program. With an 
automated Data Dictionary package this information 
can be provided upon request. 

4.18.5 Program Structure Chart  

An hierarchical diagram of the functional 
relationships within the program should be 
provided. An example follows the program 
schematic. 

Further detail on how to develop structure dharts 
can be found in the section "Design Sub-System 
Structures" in the Design Guide. 

4.18.6 Inputs  

Provide a list of all inputs to this program. Each 
input should be identified by "File Name" which 
corresponds to the "File Name" in the Index of 
Files or "Input Name" in the Index of System 
Inputs. Copies of the File Descriptions and Record 
Descriptions should also be included. 

4.18.7 Outputs  

Provide a list of all outputs from this program. 
Each output should be identified by."File Name" 
which corresponds to "File Name" in the Index of 

• Files or "Output Name" which corresponds to "Output 
name" in the Index of System Outputs. Copies of 
File Descriptions, Record Descriptions and Report 
Samples should also be included. 
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4.18.8 Updates  

Provide a list of all update files. Each updated 
file should be identified by "File Name" which 
corresponds to "File Name" in the Index of Files, 
"Input Name" in the Index of System Inputs or 
"Output Name" in the Index of System Outputs. 
Copies of File Descriptions and Record Descriptions 
should also be included. 

4.18.9 Data Base Access and Update  

(to be written by Data Base Group). 

4.18.10 Input Parameters  

These parameters represent run parameters passed to 
the program via the Job Control Language and 
therefore this section is not always applicable. 

For each parameter indicate 

a) Parameter Name. 
h) Element Picture and Usage. 
c) Element Contents - content, source, derivation, 

function, etc. 

4.18.11 Calling Program(s)  

This section should be used to identify the 
program(s) which calls this program and the 
communication/linkage area between the programs. 

For each calling program, identify the following: 

a) Program Name - refers to the calling program. 

h) Program Communication Area - identify the 
Program Communication Area with the 
Communication Name corresponding to the name in 
the Index of Program Communication areas. 

4.18.12 Program(s) Called  

Identify any program(s) called by this program and 
the communication linkage area between the 
programs. 

• 
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For each called program specify the following: 

a) Program Name - refers to the called program. 

h) Program Communication Area - identify the 
Program Communication Area with the 
Communication Name corresponding to the name in 
the Index of Program Communication Areas.• 

4.18.13 Program Description  

The intent of this section is to clearly identify 
the processing functions of the program. The 
method of documentation used in this section could 
be pseudocode complemented with decision trees or 
decision tables when complex logic processes are 
involved. Details are provided in the Design 
Guide. 

4.18.14 Special Considerations  

This section ehould describe special  • features 
included in the program such as the use of special 
techniques for setting up tables externally to the 
program, the derivation of formulae, and areas for 
future change or improvements. Any maintenance 
considerations such as cautions about complex 
routines, and the areas where modifications must be 
made periodically, should be highlighted in this 
section. 

4.18.15 Internal Controls 

This section should identify: 

(i) Audit Trail Requirements 
(ii) File Sequence Checks 
(iii) Program Aborts and Error Messages 
(iv) Return Codes 
(v) • Control Totals. 

4.19 System Maintenance Considerations  

This section should highlight any system 
maintenance considerations such as table updates or 
periodic  changes  to "hard" code and provide a cross 
reference to the programs involved. 

The description of Section 4 - the EDP System 
Design Specification component - ends here. 
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5. Design Specification of User Aids  

This component identifies the appropriate user aids 
required to implement and operate the system. They ,  

could be all or any of: 

• User Manuals 

• Operators Manuals 

• Training Materials 

• Procedure Manuals 

• Conversion Procedures 

The design is specified in terms of objectives and 
a table of contents for each. 

Although, strictly speaking, the development of 
these are part of a later phase (see section on 
Development) it may be tactically appropriate to 
commence with it during this phase. 

6. System Test Specification 

6.1 Test Plan 

The system test plan is intended to provide a 
global description or overview  of how the 
testing will be accomplished. This plan should 
be documented prior to any actual testing. The 
following information should be present: 

1. System Narrative - a brief description of 
the system or sub-systems which will be 
tested. 

2. Testing Overview - a brief description of 
the test level, the general testing 
approach and the different test phases. 

For example, for integration level testing, 
the system will go through low volume 
testing and then high volume testing; or 
sub-system A will be tested before 
sub-system B; or the "daily" system will be 
tested first, followed by the "week-end" 
system, followed by the "month-end" system 
followed by the "year-end" system. 
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This section shoUld also indicate how the 
results of testing are to be recorded and 
whether a particular result should be 
recorded or omitted from the report. 

3. Resource Requirements - identify staff and 
resources required'for testing. It should 
include: 

- a list of the individuals involved; 
- the hardware requirements (lines, 

terminals, etc.); 
- the software requirements (support and 

application programs); 
- a description of the system test plan; 

and 
- a description of the data base required. 

4. Responsibilities - describe the 
responsibilities of the System Testing 
Group. It should describe what is received 
from the Development Group and what will be 
given to the Implementation Group. 
Normally, changes to the software must be 
made by the Development Group and not by 
the Testing Group. 

This section should indicate 
responsibilities regarding program and 
documentation corrections. 

5. Schedule - provide a dhart or a planning 
aid to identify the activities and 
individuals listed above. It should be in 
chronological order with supporting 
narrative as necessary and should include: 

- portions of time assigned to major cycles 
of testing; 

- dates hardware is required; 
- dates individuals are required; 
- duration of each individual's 

involvement; and 
- final completion date. 

6. Test Case Coverage Matrix - this is a table 
of all the components to be tested, matched 
against objectives of the system testing. 
It is used in the review to ensure test 
cases will satisfy ,  all system 
requirements. 
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. 	6.2 Test Specifications  

The test specifications describe the specific 
conditions and features to be tested. 

These specifications should be developed in two 
major stages. The first stage begins before 
testing is started and the second stage occurs 
during testing. 

During the second stage, additional testing 
specifications should be numbered sequentially 
so that tests can be cross-referenced to the 
specifications. 

For each test specification or group of 
specifications the following information should 
be supplied: 

a) Purpose - the conditions to be tested should 
be described; and 

h) Method - the method to be used in the test 
should be described. This should indicate 
how the data is to be generated or prepared 
and the methods of input and output. 

6.3 Performance Evaluation Criteria 

An important aspect of system testing is to 
determine performance deficiencies, limitations 
and constraints in areas such as throughput, 
response time, and costs. Performance 
evaluation is often the last step of system 
testing. 

7. Revised Project Plan  

This is the current version of the overall project 
plan. Any amendments to the àpproved project plan 
from the Analysis phase should be highlighted and 
justified. 

• 
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8. Detailed Plan for Development.and Implementation 
Phases 

The plan presented here provides a detailed 
statement of the work necessary to complete the 
Development and Implementation phases. 

It includes for each phase: 

• a description of each activity ,  to be undertaken 

• the estimated staff required, including both user 
and development staff 

• the estimated costs that will be incurred and the 
source of funds 

. a phase schedule identifying team members 
responsible for each activity 

. the outputs (deliverables) from each phase 

• the individuals, management levels and 
organizational units responsible for project • 

activities, user participation and review and 
approval 

• a summary of the approach to be used in carrying 
out the phase identifying dependencies on other 
departments and external organizations. 

• 
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A. Purpose  

To simplify the development and maintenance of program 
modules. 

B. Preparation of Module Documentation  

Programming documentation is developed by programmers 
during the Development phase and maintained when the 
system becomes operational. 

Description of Contents  

. Detailed Module Specification 

The intent of this section is to derive the detail 
module logic from the general module specification in 
the EDP Systems Design Specification. This is done 
by precisely describing the internal structure of 
each module prior  to coding the module. 

• Program Source Listings 

Program documentation files are to contain up-to-date 
annotated source listings. 

. Unit Testing 

The following documentation should be included: 

Module Test Plan  

Describe approach to unit testing of program modules. 

Test Data  

Include a listing of the test data used, referring if 
necessary to the storage medium (e.g. tape number). 

Test Results 

Include any reports produced, dumps of output files 
and console listings or screen printouts for inter-
active programs. 

A brief description of the results of the tests 
indicating any possible problem areas could be 
included here. 

Date stamp test results. 



• 

• 

• 
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A. 	Purpose  

During implementation of the system, and for the entire 
life of the system, the user's prime information 
document will be the User Manual. It will serve the 
user in three ways: 

. the User Manual will provide management with an 
overview of the system, its functions and its 
features from the point of view of users and not from 
a computer point of view; 

. the User Manual will serve as a technical reference 
document for line management and other system users; 

. in conjunction with the Training Manual, it will aid 
in training system users through the examples and 
explanations of tasks. 

It relates specifically to those functions which are 
part of the computer system. Manual methods and 
procedures are described in the Procedures Manual. 

B. 	Preparation of User Manual  

The User Manual is prepared by the Systems Development 
Team during the programming and testing phases of the 
project. It is essential for the development team to 
maintain a close working relationship with the user 
during this process in order to insure that the manual 
meets its defined purposes. 

As the manual is aimed at users, it should be written 
in language that they are familiar with, computer 
"jargon" should be avoided. 

• 
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C. 	The User Manual is composed of the following sections: 

• 1. Introduction 

2. Maintenance and Distribution of Manual 

3. Procedure for Obtaining System Support 

4. Responsibilities for Various Organizational Units 

5. System Overview 

6. Overview of Tasks 

7. Task Indices and Frequencies 

8. Task Instructions 

9. Input Indices 

10. Input Descriptions 

11. Output Indices 

12. Output Descriptions 

13. CRT Screen Index 

14. CRT Screens 

Appendices 



• 

• 
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1. Introduction 

1.1 Purpose of the Manual  

This sub-section should provide a description of 
the purposes for Which a User Manual is used, and 
an explanation of its relationship to the Proce-
dures Manual and the User Training Manual. It 
will be similar in content to the description of 
the purpose contained in these standards. 

1.2 Organization of the Manual  

This sub-section provides an explanation of the 
various sections of the User Manual and the manner 
in which each is used. This should guide the 
reader and enable him to make better use of the 
manual. 

2. Maintenance and Distribution of the Manual  
1 

2 .1 Maintenance Responsibilities  
} 

The maintenance responsibilities for the manual 
s ould be clearly stated in this sub-system to 
dvoid any confusion at a later date. 

.2 Distribution List 

itrovide a list of all people to whom a User Manual 
)as  been or will be issued. 

the  list should include title, organization unit, 
.ocation, and number of copies issued. 

3. rrocedures for Obtaining System Support  

Provide the name of the organizational unit 
responsible for maintaining the system, their 
location and phone number. 
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4. Responsibilities of Various Organizational Units  

In the event that the responsibilities for 
performing the tasks associated with the system 
rests with more than one organizational unit, it 
it essential that this division of responsibility 
be clearly defined. 

This section should present a list of the major 
functions of the system as an indication as to the 
responsible unit. For reasons of simplicity, this 
list should be as general as possible; that is, 
the functions should be on the highest level that 
will still clearly define the responsibility 
rather than a listing of each specific detailed 
task. 

5. System Overview  

5.1 System Description 

This sub-section is a brief narrative of the 
purpose of the system and how it operates. The 
length of this narrative will vary depending upon 
the size and complexity of the system. It will 
probably not exceed one or two single-spaced pages 
in length. 

5.2 System Flowchart  

The purpose of this sub-section is to illustrate 
the overall structure of the system and its 
relationship to other systems. It should corres-
pond to the narrative presented in the previous 
sub-section and should represent the computer 
portion as a "black box". Computer sub-system and 
internals are not represented. 

5.3 System Interfaces  

If the system interfaces with any other 
systems via automated means, the interfaces 
should be described here. "Automated means" as 
used above, refers to magnetic tape or disks, 
diskettes, punched cards, etc. 
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Descriptions need not be lengthly; one or two 
sentences will generally suffice. 

Example: 

A computer file is produced containing data on 
cheque requisitions. The file is used to print 
the actual cheques and update the records of 
fiscal accounts. 

5.4 System Functions  

This sub-section of the User Manual is a list of 
the major functions of the system. It provides a 
quick reference to the casual reader of the 
manual, to determine if the system pertains to his 
area of interests. 

Each point on the list should start with an action 
verb. 

5.5 Systems Controls and Balancing  

This sub-section is intended to highlight the 
control features and balancing procedures 
contained within the system. 

It is strictly an overview and is not expected to 
contain specific detailed procedures. More 
detailed information will be available to the 
reader within the instructions relating to tasks 
that have control aspects and balancing (see 
Section 8 - Task Instructions). 

5.6 System Error Correction  

This is a description of the techniques  that are 
used in the system for error correction. It is 
general in nature as it is oriented toward manage-
ment. 

It should refer to concepts, such as error 
transactions files and error reports and journals. 
Specific error correction procedures are described 
in the Task Instructions in Section 8. 
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5.7 System Files  

The purpose of this sub-section is to provide the 
user with a better understanding of what informa-
tion is stored by the system. It is not intended 
to be a tedhnical description; such information is 
found in other places, such as the System Manual 
and the Data Dictionary. Rather, it is a brief, 
non-technical explanation which will enhance the 
user's knowledge. 

For each file in the system provide the following 
information: 

Name - The name by which the file is commonly 
known (e.g. Masterfile, Name and 
Address File, etc.). 

Purpose - A brief  description of the prime 
purpose of the file (e.g. provides a 
central storage location for all 
vendor names and addresses). 

Content - A listing of the items of data in the 
file, (e.g. vendor name, street, 
address, province, postal code, 
language preference). No sizes or 
attributes are to be given. 

Retention - Information regarding the permanence 
of the data (e.g. permanent file, 
purged monthly, daily file). 

6. 	Overview of Tasks 

This section is intended to provide the user with 
an overview of the relationship of the specific 
tasks contained within Section 8 - Task 
Instructions, and also with an understanding of 
the relationship of these tasks to the major 
system functions. 

The section is aimed at both management and super-
visory personnel and should be much more detailed 
than the information presented in Section 5 - 
System Overview. 
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The major functions of the system should be 
listed, and for each one, a list of the associated 
tasks in their order of occurrence should be 
provided. If two or more tasks are performed 
simultaneously, that fact should be indicated. 

If necessary for a clear understanding of a 
complex relationship, a diagram may be used to 
supplement the listing. 

7. 	Task Indices and Frequencies  

This section serves two purposes. It provides the 
user with the means of locating any user Task 
Instruction contained in Section 8 and it provides 
a list of all tasks grouped under their 
corresponding frequency. 

7.1 Task Frequencies  

This is a list of all the tasks appearing in the 
next section, in their order of occurrence, 
prefaced by sub-section reference numbers. 

Example: 	8.1 Updating Name and Address Data 
8.2 Processing Payments. 

7.2 Task Frequencies  

A list of user tasks grouped within their corres-
ponding processing frequency should be provided in 
this sub-section. The most frequently performed 
tasks (probably daily) should appear first. 

In the case of weekly or monthly frequencies, 
tasks performed earliest in the processing cycle 
should appear first (i.e. Monday tasks precede 
Wednesday tasks, etc.). 

If a task is performed on a specific day of the 
week or month it should be noted. 

Tasks performed on an "as required" basis should 
appear last in the list. 

For each line of the list the following 
information should be provided: 

- Frequency of Performance; 
- Task Reference Number; 
- Task Instruction Name; 
- Remarks (optional). 
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8. 	Task Instructions 

The section consists of one sub-section for each 
task in the system. Division of the system into 
tasks may be somewhat subjective. The team 
members preparing this manual should work closely 
with the users to arrive at a meaningful division. 

If at all possible, it would be better to group 
associated tasks, as this will make the manual 
easier to use. This is not essential, however, as 
the Task Instructions are indexed both numerically 
and alphabetically. 

Certain information is required for each task. No 
attempt has been made to specify a format for this 
information as the tasks will vary considerably 
in content and complexity. The required data 
items are described below: 

1. Task Number 

	

	- The same as the sub-section 
number. 

2. Task Name 

	

	- The name by which the task is 
commonly known. See above. 

3. Task Purpose - A short statement regarding 
what the task accomplishes. 

4. Task Frequency - How often the task is 
performed. 

- A list of all inputs used by 
the task, with their 
associated reference numbers 
from Section 10 of the 
manual. 

- A list of all outputs 
resulting from the task, with 
their associated reference 
numbers from Section 12. 

7. CRT Screens 	- If the task is interactive 
using a CRT, a list of the 
CRT screens associated with 
the task should be provided 
with the appropriate 
reference numbers from 
Section 14. 
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8. Instructions 

	

	- A step-by-step set of 
instructions as to how to 
complete the task. All 
Inputs, Outputs, and/or CRT 
screens as they appear in the 
logical flow of the 
instructions should be 
referenced. The instructions 
for filling out input 
documents are found in 
Section 10 and need not be 
included here. 	All 
instructions pertaining to 
the processing of outputs 
should appear, however. For 
example, any information 
about totalling or balancing 
the output should be shown. 
Any logging procedures should 
be related. 

If the task involves the 
assignment or maintenance of 
system codes, refer the user 
to the appropriate Appendix. 

If the task is interactive 
using a CRT or other termin-
al, the instructions should 
be presented as a dialogue 
between the user and the 
computer. 

9. Error Messages - If the task includes an error 
report or error messages on a 
screen, a list of the exact  
text of each message with the 
meaning and appropriate  
action to be taken should be 
taken. It is very important 
to prevent the "What do I do 
now?" question from arising. 

** In summary, it can only be 
stated that as much detail as 
possible regarding the task 
should be supplied, but it 
should be in an organized, 
simple-to-use  manner. ** 



3.94 

3.6 User Manual 

D. 	Description  

9. Input Indices  

This section provides the user with the means of 
locating any Input Description contained in Section 
10. 

10. Input Descriptions  

This section of the manual describes each of the 
system inputs Which are processed by the user area. 
This includes forms filled in by the user, inputs 
used for data entry by the user, and any forms or 
other inputs submitted elsewhere for data entry 
and/or other processing. Computer interfaces are 
not to be included. 

The descriptions are intended to supplement the 
Task Instructions (Section 8), but this section 
will also serve as a consolidated reference to.all 
forms used by the system. 

One sub-section is allocated to eadh input. The 
sub-sections are indexed in Section 9. 

As a minimum, each sub-section should contain the 
following  information:  

Input Name - The name by which the input 
document is known. This name 
generally is printed on the 
document. 

Form Number 	- If a form is used, it should be 
shown here. 

Description 	- Information regarding the input 
medium (preprinted form, optical 
character form, mark-sense card, 

• 	 etc.). 

Task Reference - A listing of all tasks for whiéh 
the input document is used. 
Several tasks may use the same 
input document. Task names and 
reference numbers appearing in 
sub-section 7.1, Task Index, 
should be used. 

- A reproduction of the input 
document. Actual documents may 
be used, but if so, they must be 
of a form which can be bound in 
the manual. 

Sample Input 
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Output Name 

Form Number 

3.95 

If the document requires manual 
completion as part of the 
associated task(s), complete 
instructions should appear in this 
sub-section. The instructions are 
located in this part of the manual 
rather than in the Task 
Instructions because of the 
possible use of the document by 
several tasks. 

• 

The instructions should appear one 
per line and should be kept as 
simple as possible. The 
instructions will be used by 
people who do not have a thorough 
knowledge of the system and, quite 
possibly, little experience with 
data processing. 

11. Output Indices  

This section provides the user with ready reference 
to Section 12 - Output Descriptions. 

12. Output Descriptions  

This section of the User Manual contains descrip-
tions of all the system hard-copy outputs Which are 
received by the user. This includes printed 
reports, microfilm or microfiche. 

The descriptions are intended to serve primarily as 
a supplement to the Task Instructions (Section 8). 
They will also be beneficial to the reader who is 
trying to extract information from the system, but 
who is unsure as to Where the information might be 
found. 

The section is sub-divided with one sub-section for 
each system output. The sub-sections are indexed in 
Section 11. It may prove useful to group outputs 
of one type. 

As a minimum, eadh sub-section should contain the 
following information: 

• 
- The name by which the output is 
known. This will generally appear 
on the output document. 

- If there is a form number associ-
ated with the output, it should be 
shown here. 
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Description 	- A general description of the 
report, its purpose, and 
information regarding the output 
medium (preprinted form, tab 
paper, microfilm, etc.) of the 
document. 

Frequency 	- The frequency with which the 
output is produced. 

Number of  • 	- If the output is multi-part, the 
Copies 	 number of copies should be shown. 

Distribution - The areas to which the report is 
distributed. 

Retention 	- How long each copy of the output 
is retained and the location at 
which it is retained; also its 
disposition following this 
period. 

Task Reference - A listing of all tasks Which 
produce the output.  • Several tasks 
could produce the same document. 
Task names and reference numbers 
appearing in sub-section 7.1, 
Numerical Task Index, should be 
used. 

Sample Output - If the output is printed, provide 
a photocopy. If, however, the 
output medium is microfilm or 
microfiche a reproduction of the 
document appearing on the film or 
fiche should be shown. 

In the event that several 
different document formats appear 
on the microfilm or microfiche, 
include one of each with an 
explanation. Sample pages that 
give a good illustration of the. 

 output Should be selected. In 
some cases, it may be necessary to 
provide 2 or 3 pages, but rarely 
more than that. 

Any other supplemental information which might 
prove useful to the user should be provided. 
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13. CRT SCREEN INDEX 

This section and the next section will be used if 
the system contains interactive CRT processing 
which is done directly by a User area. 

14. CRT SCREENS 

This section and the previous section are used if 
the system contains interactive CRT processing 
which is done directly by a user area. 

The section consists of reproductions of all the 
CRT screens in the system. If facilities are 
available, photographic reproductions or printed 
screens are desirable. 

There should be one screen per page and each page 
will be treated as a sub-section; that is, it will 
have a sub- section reference number (e.g. 14.1). 
In addition to the reference number, the following 
information should appear on each page: 

Screen Name - The name by which the screen or 
task to which it applies is 
generally known. This will 
frequently appear on the actual 
screen. 

Tasks Used By - A listing of all tasks for which 
the screen applies. This is 
usually only one but could be 
more. Task names and numbers 
appearing in sub-section 7.1, 
Task Index, should be used. 
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APPENDIX A - GLOSSARY OF TERMS 

It would be unusual for this not to appear. Almost any 
system uses words and special terms, the meanings of 
which are not apparent to the average reader of the 
manual or new user of the system. 

The appendix should be an alphabetically ordered list 
of these special terms with a brief explanation of 
their meanings, as applied to this system. 

Printouts of the Data Dictionary could be used. 

• 



• 
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APPENDIX B - VALID CODES AND MEANINGS 

This appendix presents any system that must be 
maintained by the user. It may be that several 
different types of codes exist; in that case it might 
be better to use several appendices for purposes of 
clarity. 

Any appendix of this type should contain a list of all 
the currently valid codes with an explanation as to 
their meanings. The list should be logically ordered 
(i.e. numerically or alphabetically) dependent upon the 
characteristics of the codes. 

Lists of codes which are too large to keep in the User 
Manual could be kept in separate binders. The appendix 
in the User Manual should still include a description 
of those codes, the rules on how to form them, and a 
cross-reference to the binders where they are kept. 

In addition to the list, rules for assigning new codes 
should be given. These should not include information 
on how to enter them into the system, but rather should 
show how to form a valid code. Any special editing 
criteria should be given. For example, certain letters 
might not be useable due to their vusial similarity to 
numbers (0 and I). 

In the case of complex codes, a breakdown of the 
structure should be shown. An example follows: 

LOCATION CODE 
01091 

T  

country 	 province 	type o  
or state 	municipality 

If codes are assigned by some other organizational 
area, this should be indicated so that the user will 
know whom to contact. 

• 



• 

• 
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• 

A. Purpose  

Procedure Manuals contain the documentation of the 
complete procedures pertaining to all the manual and 
automated systems and the miscellaneous administrative 
activities followed in each organizational unit. 

The difference from the User Manual is that the User 
Manual is oriented to describe how to use a specific 
computer system whereas the procedure manuals have a 
job orientation and specify when activities take place 
within a given organizational unit. Procedure manuals 
normally cover: policy, regulations, authorities, 
responsibilities, and detailed document flow. 

For example, if a computer system impacts three 
organizational units, it will be documented in one User 
Manual but the procedures to use the computer system 
would be distributed among three procedure manuals. 

B. Preparation and Maintenance  

Procedure manuals are usually tailored to each 
organizational unit. In most units, the manuals 
already exist and it will only be necessary to update 
them, thus reflecting the changes caused by the new 
computer system. For this reason a description is not 
presented as part of these standards. 



• 
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A. Purpose  

Training Manuals are intended to be supplementary 
documents to the User Manual. They provide additional 
examples of how to perform specific tasks, highlight 
particularly complex situations, specify what periodic 
training is to take place, and basically serve as an 
organized means of storing training material. 

They are used during the initial training of personnel 
in the operation of the new system and also serve as a 
permanent staff training aid. 

B. Preparation and Maintenance  

Manuals are prepared by the system development team at 
the same time that the User Manual is being prepared 
and in conjunction with the training plan. They are an 
integral part of the system and are maintained as part 
of the overall system documentation. 

• 

• 
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C. 

	

	The Training Manuals are made up of the following 
sections: 

1. Introduction 

2. Training Responsibilities 

3. Examples of Processing Cycles 

4. Examples of Coding 

5. Examples of Balancing 

6. Examples of Tracing 

7. Examples of Features 

8. Required Training 

Appendix  A- Original Training Plan 



• 

• 
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1. Introduction 

The introduction to the manual should provide the 
reader with an understanding of the purposes of the 
Training Manual. It should also contain a 
description of the manner in Which the material is 
organized and an explanation as to how the manual 
is to be used. 

2. Training Responsibilities  

This section of the manual should begin with a 
clear statement regarding the training 
responsibilities of various organizational groups. 
Training responsibility may be divided between 
User management, supervisory staff, formal staff 
training groups, etc. The specific training 
functions performed by each of these organizational 
areas should be defined. 

3. Examples of Processing Cycles  

This section of the Training Manual serves to 
illustrate the various processing cycles within the 
system. Consequently, it should probably be 
organized with one sub-section for each cycle. 
This is not a requirement, however; the manual 
should be arranged in the manner which provides the 
best presentation of the available material. 

Examples of all the inputs to and outputs from a 
specific processing cycle should be included within 
the sub-section applying to that cycle. It may be 
useful to relate specific data from an input to an 
output through the use of explanatory notes, which 
may be written directly on the examples. 

By addressing each cycle from start-to-finish, the 
user of the manual will be able to obtain a better 
understanding of the overall system. 

4. Examples or Coding 

This section is oriented toward demonstrating how 
to complete the inputs to the system. Examples of 
coding each of them should be presented. If 
several variations exist, examples of each should 
be given. 

• 
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Any particularly complex inputs should be 
explained. The use of notes and arrows, etc., 
written directly on the example, is encouraged. 

In addition, the outputs resulting from each of the 
inputs should be included and suitably referenced. 
These will serve to reinforce the importance of the 
input procedures. 

5. Examples of Balancing  

The material contained in this section consists of 
examples specifically related to balancing and 
control totals. It is basically output oriented but 
could also include inputs if necessary for clarity 
of input balancing procedures. 

Once again, the examples will probably benefit from 
the use of notes written right on the example, and 
if necessary, a variety of examples of the same 
procedure should be used. 

6. Examples of Tracing  

This section is used to present examples of how to 
follow audit trails and to trace data from one 
document to another. For example, the relationship 
of summary totals to detail data would be presented 
here. 

Special instructions or explanations should be 
given. It may be necessary to use supplementary 
text, but an effort should be made to put as much 
as possible on the actual examples, as this will 
make them easier to use. 

7. Examples of Features  

Any special features of the system should be 
highlighted here. This includes especially complex 
procedures and tasks Which are performed only 

• occasionally, such as year-end processing, ad hoc 
reporting, or reconciliations. 

The examples provided in this section may be inputs 
and/or outputs. The organization of the section 
and presentation methods used should be similar to 
the previous sections. 
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8. Required Training  

This section of the User Training Manual Should 
provide the reader with a definite schedule of 
required training. This should address both the 
training that an employee receives upon initially 
being assigned to a task, and training that 
employees receive on a periodic basis as a 
refresher. It will serve as a guide to aid  •  
training personnel in the assignment of specific 
individuals to training sessions. 

APPENDICES 

The appendices are used to present information that 
does not logically fit elsewhere in the manual. In 
general, they are optional as this additional 
information may or may not exist. An example of the 
type of data here might be any transparencies employed 
during training. 

APPENDIX A - ORIGINAL TRAINING PLAN 

The appendix contains the training plan used for the 
initial training of user personnel. This required 
appendix will serve as a permanent record of the 
original training that the user received. This 
material is often useful for later reference. 

• 

• 



• 

• 
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3.9 Computer Operations Manual  

A. 	Purpose  

The Computer Operations Manual is designed to fully 
describe all phases of the operation of a computer 
system. 

I. 	Preparation  

The Computer Operations Manual is prepared by the 
Systems Development Team during the programming and 
testing phases of the project. It is essential for the 
development team to maintain a close working relation-
ship with ISM operating staff during this process in 
order to insure that the manual meets the defined 
requirements and objectives. 

A typical format for this manual is outlined below. 
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C. 	Contents 

1. Introduction 

2. System Overview 

3. Schedule 

4. Job Submission 

5. Report Distribution 

6. Restart/Recovery Procedures 

7. File Retention Schedule and Disposition 

• 
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D. ' Description 

1. Introduction  

Content: 	Title page, table of contents and 
purpose of Operations Manual. 

Methodology: 	Free format narrative. 

2. System Overview  

Content: 	Brief system description and an 
explanation of where the system is 
being run. 

Methodology: 	Free format narrative. 

3. Schedule  

Content: 	A chart broken down by jobs 
showing: 

a) when the system is initiated; 
h) sequence of job executions for 

the remaining steps. 

Any job conditions should be 
identified e.g. pre-requisites: 
Job 2 runs after Job 1 completion. 

The data transmission events are 
also recorded in the sdhedule 
whenever they apply. 

Methodology: 	The format shown on the next page 
is an example of a form which could 
be used for filing the 
information. 

• 



e.g. 
Job 1 1st Wednesday 

of each month 
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JOB.SCHEDULE 

System: 

Account/Work Order: 

Frequency: 

Job Name 	Run Date 	Prerequisite 	Comment 

Job 2 	 after completing 
Job 1 

Data 	 From IV Phase 
Transmission 	 to HQ 
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4. Job Submission  

Content: 	The necessary information for an 
operator to submit all jobs in a 
system. 

Methodology: 	Each job in sequence of execution 
is described in the following 
manner: 

- Job submission instructions; 
- Job quality control procedures; 
a) JCL checking; 
h) Audit control; 
c) Job warning/error messages 

showing the operator actions. 

Note: Ail pages in the operation 
manual will have page numbers to 
trace information pertaining to a 
job. 

The job submission instructions 
objective is to pass the necessary 
information to the operator so he 
can submit the job. It will 
contain as applicable the following 
items: 

Item 1: Identification 

Contains the system name, account/ 
work order and the job name. 

• 
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Item 2: Job Information 

Contains the procedure name, 
storage location sign-on procedure, 
required resources (CPU time, 
number of work tapes to be mounted, 
etc.), the job prerequisites 
(special packs to be mounted, 
etc.), data transfer and finally a 
list of all job outputs (reports 
and files if applicable). 

The following is an example of a 
job submission format that could be 
used to pass the information to the 
operator: 



• 
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JOB SUBMISSION INSTRUCTIONS 

PAGE 	OF 

SYSTEM: 

ACCOUNT/WORK ORDER: 

JOB NAME: 

PROCEDURE NAME: 

STORAGE LOCATION: 

SIGN-ON PROCEDURE: 

REQUIRED RESOURCES: 

JOB PREREQUISITES: 

DATA TRANSFER: 

LIST OF OUTPUTS: 

• 
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The job quality control procedures objective is to 
describe to the operator the necessary procedures 
to be taken to insure the quality of the job 
execution. It covers the following items: 

Item 1: Listing Verification 

Contains the job listing name, the JCL checking 
instructions (e.g., condition/return codes, 
operating system messages, sort completion and 
files messages), the audit report control 
instructions (control totals, headings that will be 
printed, etc.) and a reference to the report's 
distribution section which contains the control 
instructions to verify the user report. 

Item 2: Job Warning/Error Messages 

Contains all system messages (warning or error 
messages) and a description of the operator 
actions required. 

Following is an example of a Job Quality Control 
Procedure and of a Job Warning/Error Messages 
format that could be used to pass the information 
to the operator: 
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JOB LISTING NAME: 

JCL CHECKING INSTRUCTIONS: 

AUDIT REPORT CONTROL INSTRUCTIONS: 

• 

• 
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JOB WARNING/ERROR MESSAGES  

Warning/Error 	 Description 	 Operator Actions  

(W/E) 

• 
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5. Report Distribution  

Content: List of user reports with 
distribution instructions, security 
and quality control instructions. 

Methodology: 	The form "Job Output Handling and 
Distribution" on the next page can 
be used. 

• 



Account/Work Order: 

Job: 

OFF-LINE SPOOL REQUESTS: 

Page 	of 

3.120 

JOB OUTPUT HANDLING AND DISTRIBUTION 

System: 

MICROFICHE PROCEDURES: 

DECOLLATE/BURST INSTRUCTIONS: 

OUTPUT REPORT CHECKLIST: (Report numbers, security, number of 

copies, page/line count estimates, special fprm requirements, 
etc.) 

OUTPUT REPORT DISTRIBUTION: (Distribution list - packaging, 
delivery and carriers, number of copies) 

Security: 
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6. Restart/Recovery Procedure  

Content: 	Restart procedures and the actions 

required prior to rerun. 

Methodology: 	Free format narrative. A sample 

form is shown below. 

• 

• 
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JOB RESTART INSTRUCTIONS 

(Restart procedures and the actions required prior to rerun) 
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7. Error Retention Schedule and Disposition 

Contents: Job file retention information and 
instructions as to when these files 
can be released for alternative use. 

Methodology: 	The following form can be used for 
filling in the job file retention 
information. 

Note 1: The retention period can be 
expressed in days/ weeks but can 
also be expressed in number of 
cycles. 

Note 2: The operator will probably 
have been instructed not to keep any 
user reports. 

• 
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JOB FILE RETENTION SCHEDULE AND DISPOSITION 

Account/Work Order: 

Job: 

TAPE FILES: (Retention, storage location, file log activites, 
security, etc.) 

DISK FILES (Retention, release details, back-up, file log 

activities, etc.) 

INPUT RECORDS: (Retention, release or send to information, 
security, etc.) 

JOB LISTINGS: (Retention, file location, etc.) 

REPORT CHECKLIST/TRANSMITTAL LETTERS: (Retention, file location, 
etc..) 

Page 



• 

• 
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3.10 Post-Implementation Report 

A. Purpose  

The Post-Implementation Report presents the conclusions 
and recommendations of the study group reviewing the 
performance of a system during a predetermined period 
after the system has been in operation. In addition, 
the report supplies background information on the 
development of the system, the measurement criteria 
applied, and the data upon which the conclusions and 
recommendations are based. 

B. Preparation  

The report is prepared at the conclusion of a review of 
the system's performance. This review generally takes 
place 4 to 12 months following the implementation of a 
new system or substantial modifications to an old one. 

The time frame of the review and the management 
authority of the Post-Implementation Evaluation are 
generally specified during the development of the 
system. 

C. Contents 

1. Executive Summary 

2. Introduction 

3. Background 

4. Evaluation Criteria 

5. Analysis of Accomplishments 

6. Current Problem Areas 

7. Evaluation of On-Going Support 

8. Conclusions and Recommendations 
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1. Executive Summary  

1.1 Objectives and Scope of the Review 

The Executive Summary serves as a concise present-
ation of pertinent portions of the report of 
interest to senior management. It should contain a 
brief  description of each of the following topics: 

1.2 Methodology Applied  

The goals of the review and the boundaries and 
constraints of the review. 

1.3 Principal Findings of the Review 

The techniques  used to obtain the information. 

1.4 Conclusions  

A summary of the key findings. 

1.5 Recommendations  

A statement concerning the conclusions arrived at 
following an analysis of the findings. Suppôrting 
evidence should be presented to verify these con-
clusions. 

If necessary, specific recommendations to improve 
system performance. 

2. Introduction 

This section starts the main body of the report and 
assists the reader in understanding the results of 
the study. The following items should be covered: 



• 
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2.1 Objectives and Scope  

This sub-section identifies the objectives and the 
boundaries within which the review was contained. 
It served as a guide to the review team; thus, the 
more precisely the objectives and scope were 
defined, the better the review will have been. 
This sub-section also serves as a guide to the 
reader of the report as to What the review can be 
expected to accomplish. 

2.2 Review Team 

The team conducting the Post-Implementation 
Evaluation should be identified, giving: 

1. The team organization structure; 
2. The team members. 

The team organization structure could be shown in 
both chart and narrative format. The chart shows 
the relationship and title of each member on the 
team. The narrative explains the responsibilities 
of each member. The team member's names should be 
noted on the chart. 

A list should be given to identify the title, 
department, or, in the case of contract personnel, 
the company with whom they are associated. This 
list is required in case someone wants to contact a 
team member for further explanation of the review 
or to discuss a similar role in another review. 

2.3 Approach and Methodology  

This sub-section specifies the approadh and 
methodology used in gathering and presenting the 
information contained in the report. Depending on 
the nature of the review, the approach may include 
certain interviews. The persons interviewed should 
be included in an Appendix. 
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This sub-section éhould also give details about any 
special techniques, such as hardware monitors or 
software benchmark testing used to obtain data. 
Many of these methods may be new to the reader and 
it is important that they be understood if the user 
is to fully appreciate the report's contents. 

3. Background  

This section of the report provides the reader with 
background information, so that the results of the 
review may be fully appreciated. The background 
data is presented in four different categories, as 
follows: 

- History of System Development; 
- System Objectives; 
- Expected Benefits; and, 
- Expected Development and Operational Costs. 

4. Evaluation Criteria 

This section specifies the measurement Which will 
be applied during'the review to determine the 
success of the system. -  

The most obvious and most important measurements 
are how well the system has met the stated object-
ives, whether or not the system is returning the 
expected benefits and how close it has come to 
meeting the anticipated costs. 

In addition to these criteria, other factors must 
be considered. For instance, any system require-
ments stated in the Systems Manual must be review-
ed for conformance. The impact of the system on 
the total computer operation and particularly on 
the system hardware must be measured. The relation 
to the system of any new factors which have 
developed should be considered. 

If design criteria were established in the initial 
stages of the project these should be stated and 
used in the evaluation. 

These and similar functional and technical factors 
should be presented in this section. The evalua-
tion of the system using these criteria will be 
contained in later sections of the report. 
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5. Analysis of Accomplishments  

5.1 Objectives  

This section is a detailed analysis of how well the 
system has accomplished the objectives set out in 
the Information System Requirements Specification. 
Each objective should be presented separately with 
the appropriate findings. Wherever possible, 
quantitative evaluations should be made. 

If an initial objective is no longer considered 
valid due to dhanged circumstances, an explanation 
should be included. Some objectives may only be 
achieved over a longer time frame; again this 
should be explained. An analysis of objectives 
which have arisen since implementation should also 
be included. 

5.2 Benefits  

This section is similar to the previous one in 
organization, but instead, details the analysis of 
the realization of expected benefits. The section 
should be divided into tangible and intangible 
benefits, and the analysis of each type should be 
presented separately. Tangible benefits will best 
be shown quantitatively. 

If benefits which were not initially anticipated 
have accrued, they should be given with an 
explanation of the causes. 

5.3 Planned to Actual Costs 

This section reviews the performance of the system 
in the area of adherence to expected operating 
costs. In addition, a comparison of anticipated 
development costs to actual development costs 
should be shown. 

Any variances from the estimated costs should be 
explained in detail. 
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5.4 Other Criteria 

The previous three sections highlighted the per-
formance of the system in the areas of costs, 
benefits, and objectives. This section similarly 
presents an analysis of system performance against 
the other criteria listed in Section 4. 

Evaluation of the system against the original 
design criteria should be included in this section 
when applicable. 

6. Current Problem Areas  

The section presents any problems that currently 
exist which fall within the scope of the system. 
These problems will typically fall into four 
categories: 

- problems which existed prior to system implement-
ation, but were not recognized; 

- problems Which existed prior to system implement-
ation that were recognized; but have remained 
unsolved; 

- problems which have arisen following system 
implementation, as a direct result of the system; 
and, 

- problems Which have arisen following system 
implementation, but not as a result of the 
system. 

The impact of each of the problems should be fully 
explained and they should be arranged in order of 
their importance.  • 

7. Evaluation of On-Going Support  

As part of the Post-Implementation Evaluation, the 
review team will investigate the system support 
which is actually required in comparison to that 
planned and the currently available. 
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8. Conclusions and Recommendations  

An analysis of all the findings of the Post-Imple-
mentation Evaluation will result in conclusions 
being formed regarding the operational efficiency 
of the system, its viability, its development, need 
for improvement, and other similar factors. 

Certain of the conclusions of the Post-Implementa-
tion Evaluation may have indicated that some action 
was required to improve the performance of the 
system. If so, a plan for implementing any 
required  changes  should be developed and specific 
recommendations should be made in this section. 

O 




