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Change Summary
	Version
	Date
	Affected Section(s)

	CAMS Version 1.0.0

	1.0
	11/02/2006
	Initial Draft

	1.1
	15/02/2006
	Ongoing Revision

	1.2
	17/02/2006
	Ongoing Revision

	1.3
	22/02/2006
	Revision according to walkthrough with FOLD on 20/02/2006 and 21/02/2006 and further analysis



	1.4
	27/02/2006
	Changes according to further analysis on:

· Importing functionality (first and subsequent loads) and definition of process for subsequent load of cases 

· Case ID auto-generated number

· User management and access



	1.5
	01/03/2006
	Baseline version – approved by FOLD

	1.6
	03/03/2006
	Changes according to CCF #: 01
Revision based on walkthru with Programmer-Analyst

	1.7
	22/03/2006
	Changes according to CCF#02

Changes in the following sections:

9.1.2 Applicant’s ID Number auto-generated and editable. Will be treated as the client code.

9.2.4 If Applicant’s ID Number doesn’t exists not able to create case from spreadsheet

9.3.6 Controls used in Threshold and Reminder settings screen

9.4.1 Search by Applicant’s ID Number to gather case data directly

9.4.5.3 Changes control name to “Refresh List” instead of “Update”



	1.8
	27/04/2006
	Print button launches Excel instead of printing. Req  

9.5.7 

9.7.4

9.8.4

Changes according to CCF#03

Added Req. 9.12.5 notification of batch (service) run status (initially agreed by email, but never included in BRD)

Changes according to CCF#4

Clarification for criteria to consider a case falling under the business and quarter selected. Reqs:

9.13.3

9.14.2

9.15.4

9.17.5

9.17.6

Changes according to CCF#5

Clarification of case status transition. Req:

9.4.2.3

Changes according to CCF#6
Clarification of case counting with example counting main and simultaneous grant types. Req:  9.14.5.(initially agreed by messager)_

Req. 9.15.3 makes reference to 9.14.5

Req 9.17.4 makes reference to 9.14.5

Req 9.17.5 makes reference to 9.14.5

Req 9.17.6 makes reference to 9.14.5

Req 9.17.7 makes reference to 9.14.5



	1.9
	06/05/2006
	Changes according to CCF#7

Req 9.4.2.3 Changes in status when managers turn OFF reminders for the case

Req  9.4.4 Clarification on Reminders ON/OFF



	2.0
	09/05/2006
	9.16.4 Work by Individual Areas Report ( New Cases: Cases with Client Contact & Client visited dates to correspond to New Cases from req 9.15.2



	2.1
	10/09/2005
	9.17.4 Clarification of requirement, display cases in status normal, attention, immediate attention (Ongoing referred to these statuses and not to stage OnGoing

Added parameter item “various” in preferred location to work

	CAMS Version 1.0.1

	2.2
	03/08/2006
	Changes to “Export to Excel” according to CCF#8  

Req. CMS01_RQ510 

Changes to “Number of cases with target met/not met” report according to CCF#9  

Req. CMS01_RQ512_1

Changes to “Quarterly Summary” report according to CCF#10

Req. CMS01_RQ512_2

Changes to “Work by Individual Areas” report according to CCF#11

Req. CMS01_RQ512_3

Changes to “Grant Types by Individual Areas” report according to CCF#12

Req. CMS01_RQ512_4



	CAMS Version 1.0.2

	2.3
	13/09/2006
	Changes to “Number of cases with target met/not met” report according to CCF#13

Req. CMS01_RQ512_1
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1. Introduction

This document contains the requirement specifications for the CAMS project and together with the prototype shall be used as the guide for the design and construction of the final system

The main objective of the requirements document is to describe the WHAT (business aspect) of the system leaving the HOW (technical aspect) to the design phase. This document is divided in the following chapters:

· Introduction: Presents the purpose of this document and a brief description of each section.

· Background: The background gives an overview of the processes involved and a clear description of the problem related to the needs of the project proposed

· Objectives: The objectives are the overall requirements divided up in specific measurable goals.
· Strategic Benefits: This section outlines the benefits of the proposed system and how these will help attain the objectives and strategies of the organisation.

· Assumptions and Dependencies: Describe the assumptions and dependencies that are critical for the project success. Gives details on how FOLD is going to standardize the Excel.

· User Information: Describe the type of users involved in the new system. Some users may require taking into account special considerations to be included in the system.
· Definition of Terms, acronyms and abbreviations: Definition of these based upon the business or technical language used by FOLD or moreConsulting in this document.

· System Overview: Provides a general overview of both existing and proposed system including a context diagram defining the flow of information between the new system and its interfaces, and the exclusions.

· Requirements: Provides a detailed description of each requirement with a traceability number. These are derived from the system’s objectives.
· Appendix: Information about parameters needed in the system

2. Background

FOLD is a not-for-profit voluntary housing association which mission is to provide the best housing, care and support to those in need of such services. 

The Staying Put service receives funding from the HE to help older and/or disabled people through the grant process. Staying Put assists their clients with the following services:

· Advice on housing grants and benefits. 

· Assistance with completion of paperwork including providing information on local architectural services and building contractors.

· Help to arrange a contractor at approval stage

· Assistance with queries whilst the work is in progress.

The process is initiated when the GO submits FOLD a list of referrals, which are potential clients with housing needs. Referrals may also come from OT. Also clients may contact FOLD requesting housing services directly. In any case the HA arranges a site visit within 3 weeks since the date the schedule was issued by the GO or FOLD was approached for the first time. 

The client normally knows the grant type they need to apply for as the HE provides them with this information beforehand. However sometimes the client doesn’t know the grant type and this may need to be decided after the HA carries on the first visit. More than one grant type can run simultaneously for any particular case and whenever targets are calculated, the one with the longer time dictates the time scale.

Whenever the first visit is completed and providing the client wants to continue with FOLD’s services, the HA proceeds to create a case, at this stage, he/she manually sets the target met/not met indicator for the 3 weeks target to visit this client. The HA then owns and manages each case across different stages up until the case goes on site or it’s cancelled for some reason (for example when the client dies).  Managing the case implies requesting sketch plans and working drawings from a suitable architect, based on the working drawings request estimates from approved contractors, request documentation from the client in order to complete the grant application and also update and give information of the case status to the client when needed or requested.

Once all the documentation is gathered, FOLD makes the grant application to the HE on behalf the client. At the time the grant approval is issued, the client receives a document with the grant award details and an approved schedule of work. As some time may have elapsed since the time the grant application was submitted, the HA may request new estimates to the contractor due to changes in prices, availability to carry out the work, etc. 

Providing the client wants to proceed, has agreed with the new estimates and is able to cover any cost difference between the cost of the work and the approved grant, the HA submits the documentation and the SL21 letter to the contractor confirming that he will undertake the work and that he should contact the client.

It will then be up to the contractor and client to agree a suitable date to start the work on site. Once the work starts on site (the client is supposed to give this date to FOLD), the HA handles the case over to the TA. The TA supports the client during the work on site up until this is completed.

Depending on the grant type different dates are managed within the case in order to demonstrate performance to internal management and external stakeholders:

· Time since schedule was issued or client has requested a visit (3 weeks threshold)

· Time since visit or amended schedule date  (whichever is more recent) to date of grant application to the HE

· Time since the grant application was approved or has had a revised schedule to completed and paid.

Once the contractor completes the work on site, he submits the documentation and invoice to FOLD (“completed on site” is understood as the date when the AO receives all the requested documentation from the contractor). The AO makes sure the documentation received is completed before submitting these to the GO. Delays due to contractors notifying late or not notifying FOLD when they complete the job as well as uncompleted documentation affects FOLD’s speed of service. The GO, OT, Building Control (the last two were applicable depending on the grant type), inspect the work completed on site by the contractor.

Providing the work is satisfactory; the GO notifies FOLD to release payment, however sometimes the GO does not notify promptly affecting FOLD’s speed of service. In the future, Staying Put will have access to the HE management system to get this information. FOLD’s management authorizes payment to the contractor and the “completed and paid” date is set when the contractor invoice is paid. This event finally closes the case. 

At the end of the quarter Management request reports from HA and TA in respect of the cases managed during this period and on-going cases from previous quarters. Also, quarterly reports and a consolidated spreadsheet are required by the HE.

3. Objectives

· To design, develop, test and implement (placement on your network) a centralized web-based application which will allow HA and TA to manage cases and all their information related (includes client and income, property details from the visit sheet, contractors, OT, architect details and other information necessary to manage cases and profile clients in the future) in a more efficient and effective way. This involves functionality to search, display, add, modify or delete cases and their related parameters.

· To calculate and manage targets automatically depending on the dates and parameters defined within the system. This process involves notifying the user with reminders identifying and displaying cases that need immediate attention (regardless of ownership) when the user log-on onto the system and when requested.

· To implement different searching capabilities to gather and display case information from the database (ie. search by address, reference number, surname)

· To implement security levels.  Four type of users shall exist: HA, TA, AO and Manager. 

a. All the users shall have full view access to all the cases.  Managers and AO shall be able to create new cases from the CAMS interface. HA shall be able to create cases from both the CAMS interface and from the spreadsheet

b. HA shall be able to modify and delete their own cases but not others. 

c. TA users shall be able to modify their TA section within existing cases assigned to them

d. AO shall be able to view, modify, delete all cases and related parameters regardless of ownership, however they won’t be able to modify neither the targets and reminders nor the user management sections

e. Managers shall have full access and permissions within the system. 

f. Reports shall be equally accessible for all the users.

· To use appropriate automatic escalation procedures to the manager when the case is not attended within the dates and according to the parameters defined within the system. 

· To implement an Import functionality within the application to read the existing spreadsheet and load the data into the new system.

· To implement an Export functionality within the application to convert the data from the new system to an MS Excel Spreadsheet as this information is required by the HE.

· To implement a small and simple help section within the application

· To implement the following reporting functionality to be obtained from the database system from any quarter within any year depending on the parameters selected by the user (year and quarter):

a. A report detailing number of cases with targets met/not met by job type from visit to application and approval to completion and paid 

b. A summary report detailing specific information about the cases in the quarter.

c. A report showing breakdown of work by individual areas (by GO) and work details (referrals, new, completed applications, approvals, etc). This shall allow management of individual performance not only at the end of the quarter but at any time.

d. A report showing breakdown of work by individual areas (by GO) and grant types on site.

e. A breakdown of number of jobs per contractors and a percentage as the total amount of jobs per quarter. (ie Contractor A has 18 jobs representing 12% of the total number of jobs assigned to all the contractors). This will be a new report which will help to evaluate and compare the distribution of work load per contractor.

f. An individual report per contractor showing the number of jobs assigned per stage for the quarter and a percentage of the total number of jobs assigned. (ie Contractor A from a total number of 18 jobs assigned has 4 projects in stage “CoS” which represents 22% of the total number of project under his portfolio). This will be a new report that will help to analyse the workload of a particular contractor per each of the stages he is currently working on.

· To implement a client listing according to the following filtering options selected by the user: 

-
Display all the clients visited between a selected range of dates

-
Display clients under a selected age range

-
Use other income filtering options such as display clients with or without pension, income support, other income, etc as currently used in the visit sheet.

4. Strategic Benefits

The implementation of a system underpinning the management of cases represents FOLD’s clear commitment to continual improvement, innovation and technology; the following are the benefits of the new system:

· It will support the process of information provision to the client about its grant and status of the contractor’s work once the grant application is approved.

· It will keep crucial information about the client useful for future profiling.

· It will provide a more efficient process to meet overall targets and hence secure funding.

· It will allow FOLD to achieve (or even exceed) the target of 90% of visits completed on the first 3 weeks, as the information about the progress will be available on a day-to-day basis.

· It will be used as a management information system useful for day-to-day decision-making as no longer will be required to wait up until the end of the quarter to get the reports, it will give more accurate information, as this will be parameterized to avoid manual errors.

· It will release resources time to focus in core activities, allowing FOLD to focus on serving their customers more efficiently.

· It will eliminate dependency on particular individuals, as well as remove overlapping and duplication of data since everything will be centralized and coordinated.

· It will focus on individual performance (Contractor, HA, TA).

· It will improve moral among the staff currently working on the preparation of the reports at the end of the quarter.

· It will improve the distribution of work among contractors in order for FOLD to balance their capacity and workload distribution.

· It will reduce cases from the previous quarters showing better performance and efficiency to external stakeholders.

· It will baseline and streamline its processes to be prepared for greater accountability and tighter budgets in the future.

According to FOLD’s corporate plan for 2004-2007 the above benefits related to the new system will help attain the following organisational objectives, which ultimately, will help FOLD achieve its mission more effectively.

To enhance FOLD’s business efficiency:

a. Improving access to financial and management information designed to facilitate management control and accountability.

b. Identifying and implementing cost control measures.

c. Exploring opportunities for development of an organisation wide intranet (this system will be one of the most important steps in the last years as it will prepare the foundations to integrate and drive other core processes within FOLD).

To develop the FOLD workforce:

a. Renewing FOLD’s appraisal systems with enhanced focus upon individual performance.

b. Provision of ICT and other support to facilitate flexible working.

5. Assumptions and Dependencies

The following assumptions and dependencies are critical success factors for the project:

· FOLD shall need to install the appropriate software in its servers (.NET Framework 2003, minimum version of SQL - MS SQL Sever 2000) as well as MS Office version standardized in all users PC’s for the application to work correctly.  ) 

· moreConsulting will facilitate FOLD with templates in order to help the final user with the preparation of test cases to make sure we replicate real-life case scenarios during the unit and integration test phase of the SDLC. This will ensure proper and extensive testing of the application before deploying it to the user.

· FOLD needs to manually standardize the relevant parameters in the current MS Excel spreadsheet before the initial load of cases in order for the system to successfully import all the values (both HA and TA merged in one common spreadsheet) onto the database. An Excel file with just one sheet and all the cases to be imported for the first time shall be provided by FOLD with the following format:

NAME, ADDRESS ¦ DOB ¦ TEL ¦ HA ¦ SCHEDULE ¦ CLIENT ¦ VISIT ¦ AMENDED SCHEDULE ¦ GO ¦ G.TYPE | REF NUM ¦ S.G.TYPE ¦ S.REF.NUM ¦  APPLICATION ¦ APPROVED ¦ REVISED SCHEDULE ¦ ON SITE ¦ COMP ON SITE ¦ COMP ¦  OVERALL COST ¦ GRANT ¦ S.OVERALL COST ¦ S.GRANT ¦ CANC ¦ REASON | COMMENTS

The first load using the format above shall include cases up until the end of Q4 (end of March is Q4 for the current business year). From Q1 (2006/2007) ALL USERS shall start filling up their case progress using the new Excel structure proposed in requirement 9.2.4 of this document. The current Excel format must be discarded. The following are considerations that FOLD must follow in order to standardize the current Excel for the first load. (This structure will be used just once)

Grant Types:

Currently some grant types are phased out or some have typos.

Suggested:

1. NBG and NBG(S) shall be replaced by REP and REP(S) respectively as these are phased out.

2. The rest of Grant Types are typos or in some cases do not have grant type indicated. Make sure all cases have grant type.

Simultaneous Grant Types: 

Clients  have its simultaneous grant  displayed in a sequential row within the Excel with the G.Type  Ref.Num and corresponding   Overall Cost  and  Grant  values.

Suggested:

1. Change the   G.Type to the main grant type in the first row removing the (S) denoting simultaneous. “S” won’t be used anymore.

2. From repeated row: 

· Cut G.Type value and paste in S.G.Type field in corresponding column 

· Cut the Ref Num value and paste in S.Ref.Num field in corresponding column

· Cut Overall Cost value and paste in S.Overall Cost field in corresponding column

· Cut Grant value and paste in S.Grant field in corresponding column

3. Remove duplicated client from spreadsheet and leave just the main row with all the values belonging to the case.

Visit date:

Currently there are some cases with no Visit date. Visit date shall exist for each case to be imported to the system.

Suggested:

1. Replace Visit dates with correct format

2. Estimate a visit date for cases without visit date

GO:

Currently there are some cases with no GO, or GO abbreviations that are inconsistent.

Suggested:

1. Find out the GO that belongs to the case

2. Fix inconsistent names (Eg “NA REN”, “P-O”)

Stage:

Stages will be managed automatically depending on the dates available.

Suggested:

1. Remove STAGE column from Excel

Target dates and Targets met/not met:

Targets will be calculated automatically.

Suggested:

Remove target dates and targets met/not met columns.

Reason:

All cancelled cases need a reason. Reasons are not standardized.

                  Suggested:

1.Decide reasons to be used in the system (see proposed reasons in      Appendix)

2. Standardize reasons in Excel according to Reasons proposed and replace by corresponding code.
Other Dates:

Some values from the different field dates are not following a consistent standard

Suggested:

Dates for the INITIAL LOAD shall display the format dd-MM-yy (Eg. 10-Oct-05).

6. User Information

It is estimated that the average amount of users logged into the system at the same time could reach 15. It is envisaged that one user will use an Internet connection to log onto  the system  outside FOLD’s premises. Some users do not have experience using computer systems; for this reason the design phase needs to take this into consideration. A friendly and intuitive approach for the interface with user messages and prompt access to a step-by-step help document shall guide the user through the process.

7. Definition of Terms, acronyms and abbreviations

	TERM:
	DESCRIPTION:

	AO
	Administrative Office(r)

	CAMS
	FOLD’s Case Management System

	GO
	Grant Office

	HA
	Housing Advisor(s)

	HE
	Housing Executive

	OT
	Occupational Therapists

	NI
	Northern Ireland

	SDLC
	Software Development Life Cycle

	TA
	Technical Advisor(s)


8. System Overview

8.1    Current  System

Cases are currently managed using a MS Excel spreadsheet. At the end of a quarter each HA prepares and sends an individual spreadsheet with their cases to the AO. The TA also modifies cases based upon on-site updates and sends this information; both HA and TA work can overlap when filling up their data.

The person responsible at the AO collects and merges the information in one common spreadsheet and reports with the relevant information are gathered manually and presented to the managers at FOLD and the HE. The process could be delayed if any of the HA is absent during this period of time when information is just needed from them.

Preparation of these reports is a painful activity and sometimes could take up to two weeks; it may also linger on due to HA still being completing visits. This process creates frustration among the staff and management; it is prone to errors due to the lack of a common format, mistaken input, the amount of manual calculations (which can result in bad decisions being made) and the confusion incurred when merging the information. 

Although the existing reports are adequate in terms of the information needed, the current system does not help managers on their day-to-day operation, as they need to wait until the end of the quarter to pull out the reports, hence they normally rely upon the information available from the last quarter for their day-to-day decision making.

HA and TA own their case information from initiation to completion, this means that the information is restricted to individuals attending the case. Since the information is stored locally in their PCs, up to date information is not available and need to be pulled out from the previous quarter. This situation may cause problems when the HA or TA for different circumstances is not available at the office.

8.2
Proposed System

8.2.1 Description

The proposed Case Management System hereafter referred to as CAMS entails the following:

· Conversion of the current manual case management system in MS Excel to a more efficient centralized database accessible through a web interface. 

· CAMS shall calculate targets automatically following up on cases, in addition it shall manage all the current information related to cases and timescales to help FOLD improve efficiency, achieve its targets, manage a higher level of completion and drive its processes. 

· The current reports shall be implemented with CAMS, in addition new reports shall be included to display information related to the workload of contractors and clients.

8.2.2 Context Diagram

The context diagrams relates the system, its interfaces and the flow of information providing an overview of the  “big picture”
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8.2.3 Exclusions

No interfaces with other systems need to be considered for this implementation.

9. Requirements

	9.1. Maintenance module

	Traceability-#:  CMS01_R1601

	Priority: 
	Medium

	Business Impact of a Defect: (a factor when assessing risk)
	Low

	Prototype screen associated
	Client, Contractors, Grant Offices, Professionals,  Grant Types 



Business need

Management at Staying put reckons that gathering and keeping information about the client will be useful for future client profiling and crucial for FOLD to improve its services.

In order for the user to create and manage information about cases some parameters are needed within CAMS. CAMS needs to add, delete, update and manage information from the following entities:

· Client

· Contractors

· Grant Office

· Professionals

· Grant Type


Requirement Description

9.1.1 CAMS shall allow the user to manage the following information as part of the client in 6 sections. 

9.1.1.1 Personal Details

	Field
	Comment

	Title
	Fixed parameter

	Surname
	

	Name
	

	Marital Status
	

	Telephone
	

	Mobile
	

	Address
	

	Postcode
	

	Email
	

	Gender
	Male/Female

	Ethnicity
	Fixed parameter

	Religion
	Fixed parameter

	Applicants NI Number
	National Insurance Number/ ID Number



	Partner NI Number
	National Insurance Number/ ID Number



	Applicants Date of Birth
	

	Partner Date of Birth
	

	Client lives with other occupants
	


9.1.1.2 Income Details

	Field
	Comment

	Pension
	

	Occupational Pension
	

	Income Support
	

	Pension Credit
	

	Other Income
	

	Savings:  More than Les than


	Either one or the other for the amount entered


9.1.1.3 Disabled Clients

	Field
	Comment

	OT/Name
	If OT is not in the list allow user to create and select an OT from this screen.

	Address
	Show automatically when the OT is selected from list



	Postcode
	Show automatically when the OT is selected from list



	Telephone
	Show automatically when the OT is selected from list



	Email
	Show automatically when the OT is selected from list




9.1.1.4 Property Details

	Field
	Comment

	Age
	Age of property

	General Property Type
	Fixed parameter. For a list of property types see Appendix

	Tenure
	Fixed parameter. For a list of tenures see Appendix

	Mortgage
	

	Loft Insulation
	

	Deed to be organized by: 
	Allow either one or the other. FOLD or CLIENT

	Name on Deeds
	Name of Bank or Building Society that hold the client’s deeds

	Where Held
	Address of organization above

	Prove of Title
	If client has selected FOLD to organize the deeds enable this control 

	Mortgages Consent
	If client has selected FOLD to organize the deeds enable this control 

	Landlord Consent
	If client has selected FOLD to organize the deeds enable this control 

	Tenancy Agreement
	If client has selected FOLD to organize the deeds enable this control


9.1.1.5 Data Protection

	Field
	Comment

	Names of other contacts allowed to receive information:
	Names of people authorized to receive information about the case. Allow up to 3 contact names + surnames


9.1.1.6 Comments: Allow user to type a comment about the client

9.1.2 The minimum information to create or update a client within CAMS shall be:

· Surname

· Address

· Applicant’s ID Number (For the initial and subsequent loads this value is not normally available because of data protection reasons. CAMS will create a temporal sequential auto-generated code with the alphanumeric format “NI000000#” (ie. NI0000001). This code will be displayed in the corresponding Applicants NI Number in the interface; it will  be up to the user to edit this value from CAMS in an individual basis, providing the right Applicant’s ID Number becomes available. For updates from the CAMS interface this value will always be compulsory.

9.1.3 CAMS shall allow the user to manage the following information as part of the contractor:

	Field
	Comment

	Company Name
	Compulsory field

	Address
	Compulsory field

	Postcode
	Compulsory field

	Telephone
	

	Fax
	

	Email
	

	Contact Name
	Allow name + surname

	Mobile
	

	Preferred location to work
	List of locations in NI. Fixed Parameter. For a list of locations see Appendix

	Warranty
	Warranty schemas that the contractor uses. Display abbreviation 

	Value of work
	Reference amount to know the contractor’s worth

	VAT Registered
	If VAT Registered selected force VAT number

	VAT Number
	


9.1.4 CAMS shall allow the user to manage Grant Offices with the following information:

	Field
	Comment

	Grant Office
	Compulsory field  For list of GO see Appendix

	Abbreviation
	Compulsory field.  For list of abbreviations see Appendix

	Address
	

	Post Code
	Compulsory field.  Allows to enter a post code

	HA
	Allows to pick up a HA

	TA
	Allows to pick up a TA

	Housing Advisors assigned to <Grant Office name> 
	List displaying HA currently assigned to the GO. Functionality to add/remove HA from this list must be included

	Technical Advisors assigned to the <Grant Office name>
	List displaying TA assigned to the GO. Functionality to add/remove TA from this list must be included


9.1.5 CAMS shall allow the user to manage professionals with the following information:

	Field
	Comment

	Surname
	Compulsory field.  

	Name
	

	Profession
	Compulsory field.  

OT, Architect, Other – Fixed Parameter

	Telephone
	

	Mobile
	

	Address
	Compulsory field.  

	Post Code
	Compulsory field.  

	Email
	


9.1.6 CAMS shall allow the user to manage Grant Types with the following information:

	Field
	Comment

	Grant Type
	See Appendix for more information.

	Abbreviation
	See Appendix for more information.

	Threshold for grant type
	In months. Numbers from 1 to 12. This field will be just for displaying purposes. Threshold for Grant Types shall be managed within the Targets Parameterization module


	9.2. Initial load/Import 

	Traceability-#:  CMS01_RQ509

	Priority: 
	High

	Business Impact of a Defect: (a factor when assessing risk)
	High

	Prototype screen associated
	Import Work in Progress to CAMS



Business need

There are more than 2600 cases (created since 1995) recorded in this main spreadsheet. All these cases need be imported onto the CAMS database. The number of cases has grown at an average rate of 40% in the last 3 years and between HA and TA an average of 300 cases each are managed at any time. 

Due to policies within FOLD, most users shall have restricted access to the organization’s network outside the office, for this reason some users working offsite will need to continue filling up their case progress off line using a new proposed spreadsheet format and load this information in CAMS once in the office. 


Requirement Description

9.2.1 The following values need to be imported from the consolidated spreadsheet into CAMS:

	Field in Spreadsheet
	Definition
	Corresponding field in CAMS interface

	CASE INTERNAL ID
	- This is an auto-generated  field required in order to have a unique identifier for the case.  
	Case Int.ID

	NAME, ADDRESS
	Contains surname, title(s), initial(s), address (sometimes telephone) all this information is not following a standard.
	Surname

Address

	DOB
	Client’s Date of Birth
	Date of Birth

	TEL
	Client’s telephone number
	Telephone

	HA
	Housing Advisor’s initials
	Abbreviation

	SCHEDULE
	Date the list of referrals is received. 
	Referral Schedule

	CLIENT
	Date client contacted FOLD for the first time
	Client Contact

	VISIT
	Date the client was visited for the first time
	Client Visited on

	AMENDED SCHEDULE
	Amended date given by the GO. This value overrides the visit date for timescale calculations
	Amended Schedule

	GO
	GO abbreviation
	Grant Office

	G.TYPE
	Grant type’s abbreviation in case. 
	 Grant Type



	REF.NUM
	Case Reference Number. 
	 Ref Num



	S.G.TYPE
	Simultaneous Grant type’s abbreviation in case.
	S.G.Type 

	S.REF.NUM
	Simultaneous reference number 
	 S.Ref Num

	APPLICATION
	Date the grant application was made to the HE
	Application

	APPROVED
	Date when FOLD gets approval back from the GO
	Approval

	REVISED SCHEDULE
	Date that may come with the grant approval or after the job has started on site. This date is not changing target set for the completed and paid. However if more recent, it overrides the Grant Approval date to calculate the reminder to issue the SL21 form. See requirement 9.3.2 for more information


	Revised Schedule

	ON SITE
	Date the contractor starts the job on site
	On Site

	COMP ON SITE
	Date the job was completed on site and all the documentation was received
	Completed on Site

	COMP
	Date the contractor was paid
	Completed and Paid

	 OVERALL COST
	Amount of money estimated by the contractor to complete the job for G.Type (according to the grant needs)
	Overall Cost



	GRANT
	Amount of money granted to complete the job for G.Type
	Grant



	S.OVERALL COST
	Amount of money estimated by the contractor to complete the job for S.G.Type
	S. Overall Cost

	S.GRANT
	Amount of money granted to complete the job for S.G.Type
	 S.Grant

	CANC
	Date the case  is cancelled 
	Status

	REASON
	When a case is cancelled a reason for this need to be  stated by the user
	Reason

	COMMENTS
	Notes/Comments about the case
	Comments


9.2.2 In order to load the spreadsheet for the first time the following considerations are needed in respect of the data:

	Field in Spreadsheet /
	Comments

	CASE INTERNAL ID
	- All the cases to be imported shall have a sequential autogenerated case ID number 

	NAME, ADDRESS
	- Names and addresses are not standardized and will be too time consuming for the user to fix this in Excel. 

- Suggested: Separate in two strings:

Surname – From the beginning to prior the   address number to be placed in the Surname field in CAMS

Address – From the address number up until the end of the string to be placed in the Address field in CAMS.

- It will be then up to the user to amend the data from CAMS in an individual basis.

- A client can have one or more cases

- CAMS will create the client if this doesn’t exist. 

 

	REF NUM

S.REF NUM
	The reference number is coming from different GO. FOLD has no control over the reference number and some can be duplicated. Ref Numbers will be imported “as is” for the first time.


	Other fields to be considered internally


	Comments



	Stage
	CAMS shall use the date values in order to figure out the correct stage according to requirement 9.4.2.2 before importing the case.



	Status
	- All cases with COMP date will be imported in “Closed” status

- All cases with neither COMP date nor CANC date will be imported as “Normal” status

- All cases with CANC date and reason will imported with status “Cancelled”


9.2.3 CAMS shall record a log file pointing out the cases failing to import in the intial load. This log file will be provided to the user for him to repair the cases causing the problems; hence, the log must contain the necessary information to find out the source of the problem.

9.2.4 From Q1 (2006/2007) users shall be able to fill out their progress and import the data into CAMS using the following Excel structure:

Case Internal ID ¦ Surname ¦ Name ¦ Title ¦  Address ¦ DOB ¦ Tel ¦ App ID.Num | HA ¦ Schedule ¦ Client ¦ Visit ¦ Amended Schedule ¦ GO ¦ G.Type ¦ Ref Num¦ S.G.Type ¦ S.Ref.Num ¦  Application ¦ Approved ¦ Revised Schedule ¦ Contractor | On Site ¦ Comp on Site ¦ Comp ¦ Overall Cost ¦ Grant ¦ S.Overall Cost ¦ S.Grant   | Status | Canc Date | Reason Code | Comment

· The structure above shall be generated automatically displaying all the cases in status “Normal”, “Attention” and “Immediate Attention” belonging to the HA or TA requesting to work  “offline”.  HA shall not receive cases in stage SL21 onwards as these are assigned to the TA. 

· CAMS shall allow updates to fields belonging to the HA or TA according to permissions defined in requirements 9.9.3.1 and 9.9.4.1 respectively.

· CAMS shall allow the HA to import values for existing cases up until stage APQ, once the case reaches stage SL21, HA shall not longer be able to update their values 

· CAMS shall allow the TA to import values for cases from stage SL21 onwards. 

· Case Internal ID, App ID. Num and Contractor shall be read only fields.  The user shall not be able to update these values from the spreadsheet.

· CAMS shall search for the GO postcode numeric value and set this as a prefix for the Ref Num and S.Ref Num before importing the values.

· The user shall use the initials “N”, “A”, “IA”, “CA”, “CL” for the statuses Normal, Attention, Immediate Attention, Cancelled and Closed respectively within the spreadsheet in order to avoid typos.

· The GO shall use the GO’s abbreviation

· The G.Type and S.G Type shall use their corresponding abbreviations.

· Values that are not empty, once imported from the spreadsheet shall override the corresponding case and client values from the database. Empty values shall be ignored.
· The user shall set dates for SUBSEQUENT LOADS with the format dd-MM-yyyy (Eg. 10-Oct-2005). The spreadsheet must have this format by default.
· Providing the HA does not have the client’s Applicant ID Number, since the user wouldn't know what the next temporal sequential Applicant’s ID Number is, the HA will have to create the client and case from CAMS rather than from the Excel. The client’s Applicant ID Number will be treated as the client’s code.
The following shall be the process used to validate and load cases from the auto-generated spreadsheet:
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9.2.5 CAMS shall record a log file in the user’s PC with the results of the importing operation. It also needs to detect whenever a case from the Excel fails to import successfully pointing out the field(s) causing the problem. The log should indicate clearly a summary of the tasks (amount of cases imported, with failure, with success, etc) and details of the cases causing problems. The user shall be available to open the log file from CAMS.

9.2.6. The Import option shall allow the user to browse and select the Excel file to be imported. CAMS must recognize that the Excel has the correct format.

	9.3. Thresholds and Reminder Settings

	Traceability-#:  CMS01_RQ502

	Priority: 
	High

	Business Impact of a Defect: (a factor when assessing risk)
	Critical

	Prototype screen associated
	Thresholds and Reminder Settings



Business need

In order for FOLD to secure funding, Staying Put prepares reports to measure past performance in a quarterly basis. In 2003 Staying Put had over 2,500 on-going cases and completed a total of 986 grants applications in behalf their customers; with a turnover of £4.47 millions in 2002 Staying Put is currently working with the following targets:

· First Visit within 3 weeks: 90%

· Agency acceptance to documents completed: 50%

· Referrals received to completed & paid: 40%

Staying Put relies on HA and TA to attend cases promptly. Currently the system relies upon manual calculations depending on thresholds defined for grant types and reminders for crucial dates during the case lifetime. There is a need to use a computer system to automate this process. 


Requirement Description

9.3.1 The Grant Type shall be the basis to calculate and achieve targets for cases managed in CAMS. The user shall be able to manage thresholds for every Grant Type defined within CAMS. CAMS must be flexible for the user to change thresholds with time. Thresholds for Grant Types shall be defined as follows: 

	Grant Type
	Threshold (months)

	REN
	12

	DFG
	12

	REP
	12

	HRA
	6

	MWG 
	6


9.3.2 The user shall have the flexibility to set the following reminders within CAMS:

	Reminder
	Description
	Condition
	Assumes trigger

	1. Client first visit
	The user shall be able to set a threshold and a reminder to reach the calculated target from the date the client contacted FOLD or the referral schedule was issued to the target date to visit the client


	If Visit Target - Current Date  <= 1 week and   Visit Target <>  Current Date then 

 Change case status to “Attention”

 Else    

       If Visit Target = Current Date  then 

Change case status to “Immediate attention”

       End

End
	Threshold: 3 weeks

Reminder: 1 week before Visit Target expires

	2. Application Grant
	The user shall set a reminder to reach the calculated target from the date the client was visited (or amended schedule date was received whichever most recent) to the target date for the application to be sent to the HE
	If Target for Application – Current Date <=2 weeks and Target for Application <> Current Date then

     Change case status to “Attention”

Else

      If  Target for Application = Current Date then

Change case status to “Immediate attention”

       End

End
	Threshold: Variable(depends on Grant Type)

Reminder: 2 weeks before Target for Application expires

	3. Completed on site
	The user shall set a threshold and a reminder  from the completed on site date to the completed and paid date
	If Current Date - Completed on Site date >= 8 and < 10 weeks then

  Change case status to “Attention”

Else

     If  Current Date - Completed on Site date > = 10 weeks then

    Change case status to “Immediate   attention”

    End 

End


	Threshold:

10 weeks 

Reminder: Triggers in week 8

	4. Completed and Paid
	The user shall set a reminder to reach the calculated target from the date the grant was approved to the target date for completed and paid
	If Target for COMP – Current Date <=2 weeks and 

Target for COMP <> Current Date then

     Change case status to “Attention”

Else

     If Target for COMP = Current Date then

Change case status to “Immediate attention”

      End

End


	Threshold: Variable(depends on Grant Type)

Reminder: 2 weeks before Target for COMP expires

	5. SL21
	The user shall set a threshold and a reminder to reach the calculated target from the date the grant was approved (or revised schedule date was received whichever most recent) to the date the job starts on site
	If Target to issue SL21 – Current Date <=4 weeks and Target to issue SL21<> Current Date then

Change case status to “Attention”

Else    

If Target to issue SL21= Current Date then 

  Change case status to  “Immediate attention”

                End

End


	Threshold:12 weeks  in order to cover longest type of job.

Reminder: 4 weeks before the 

SL21 issued target expires.



	6. Sketch Plans
	The user shall be able to set a threshold and a reminder to reach the calculated target from the date the sketch plans are requested to the date these should be received
	If  Target to receive the Sketch Plans – Current Date  <=2 weeks then

Change case status to “Attention”

Else    

If  Target to receive the Sketch Plans = Current Date then 

    Change case status to    “Immediate attention”

                End

End


	Threshold: 

12 weeks

Reminder: 2 weeks before the

target to receive  Sketch Plans expires

	7. Working Drawings
	The user shall be able to set a threshold and a reminder to reach the calculated target from the date the working drawings are requested to the date these should be received
	If  Target to receive the Working Drawings  – Current Date  <=2 weeks then

Change case status to “Attention”

Else    

If  Target to receive the Working Drawings  = Current Date then 

    Change case status to    “Immediate attention”

                End

End


	Threshold: 24 weeks

Reminder: 2 weeks before the target to receive the Working Drawings expires

	8.

Proof of Title
	The user shall be able to set a threshold and a reminder to reach the calculated target from the date the Proof of title is  requested from the client to the date this should be received
	If  Target to receive the Proof of title – Current Date  <=2 weeks then

Change case status to “Attention”

Else    

If  Target to receive the  Proof of title    = Current Date then 

    Change case status to    “Immediate attention”

                End

End


	Threshold: 8 weeks

Reminder: 

2 weeks before the target to receive the proof of title  expires

	9 Landlord consent
	The user shall be able to set a threshold and a reminder to reach the calculated target from the date the Landlord consent is  requested from the client to the date this should be received
	If  Target to receive the Landlord Consent – Current Date  <=2 weeks then

Change case status to “Attention”

Else    

If  Target to receive the Landlord consent    = Current Date then 

    Change case status to    “Immediate attention”

                End

End


	Threshold: 8 weeks

Reminder: 

2 weeks before the target to receive the Landlord consent expires

	10. Mortgagee’s consent
	The user shall be able to set a threshold and a reminder to reach the calculated target from the date the Mortgagees consent is  requested from the client to the date this should be received
	If  Target to receive the Mortgagees Consent – Current Date  <=2 weeks then

Change case status to “Attention”

Else    

If  Target to receive the Mortgagees consent    = Current Date then 

    Change case status to    “Immediate attention”

                End

End


	Threshold: 8 weeks

Reminder: 

2 weeks before the target to receive the Mortgagees consent expires

	11. Estimates/New estimates
	The user shall be able to set a threshold and a reminder to reach the calculated target for each of the contractor estimates from the date these estimates are requested to the date this should be received
	For each estimate/re-estimate found

If  Target to receive the Estimate  – Current Date  <=2 weeks then

Change case status to “Attention”

Else    

If  Target to receive the Estimates   = Current Date then 

    Change case status to    “Immediate attention”

                End

End


	Threshold: 6 weeks

Reminder: 2 weeks before the target to receive estimates/restimates expires:

	12. SL20 
	The user shall be able to set a threshold and a reminder to reach the calculated target from the date the SL20 forms are requested to the date these should be received
	If  Target to receive the SL20  – Current Date  <=2 weeks then

Change case status to “Attention”

Else    

If  Target to receive the SL20   = Current Date then 

    Change case status to    “Immediate attention”

                End

End


	Threshold: 8 weeks

Reminder: 

2 weeks before the target to receive the SL20 expires


9.3.3 The user shall be able to manage thresholds for Grant Types in months. Reminder settings shall be managed in weeks. 

9.3.4 All Grant Types available and fields from 1 to 12 (from requirement 9.3.2 above) shall be listed automatically in order for the user to add, edit or delete thresholds or time scales to manage reminders. For variable thresholds (calculated depending on grant types) the corresponding reminder setting section threshold field shall display an “X” (denoting variable) and will not be editable (applicable only for “Application Grant” and “Completed and Paid”).

9.3.5 Changes will be committed into the database once the user clicks the Save button.

9.3.6 The following shall be the controls used in this screen:

	Control
	Description
	Functionality

	Grant Types Thresholds(months) Grid
	Contains all the Grant Types and thresholds set
	 

	Grant Type textbox
	Grant Type selected from the grid
	If the user selects the item from the grid, the grant type name will be displayed in read only mode

	Threshold (months) textbox
	Number in months, allow 1 to 12
	If the user selects the item from the grid, the grant type’s threshold will be displayed in edit mode

	Refresh List
	
	If the user clicks the refresh list button updates  the value from the threshold (months) textbox to the grid


	Control
	Description
	Functionality

	Reminder settings Thresholds(months) Grid
	Contains all the items (fields), thresholds and TTTRBRT values set
	 

	Item textbox
	Item selected from the Grid
	If the user selects the item from the grid, the item (field) name will be displayed in read only mode

	Threshold (weeks) textbox
	Number in weeks, allow 1 to 52
	If the user selects the item from the grid, the item’s threshold will be displayed in edit mode

	TTTRBRT
	Time to trigger reminder before reaching threshold.

Number in weeks, allow 1 to 52. Cannot be older than the threshold in weeks.
	If the user selects the item from the grid, the item’s TTTRBRT will be displayed in edit mode

	Refresh List
	
	If the user clicks the refresh list button update sthe value from the threshold (months) textbox to the grid


	Control
	Description
	Functionality

	Cancel
	
	Closes the Threshold and Reminders Settings screen

	Save
	
	Saves changes from the Grid to the database


	9.4. Case Management 

	Traceability-#:  CMS01_RQ501

	Priority: 
	High

	Business Impact of a Defect: (a factor when assessing risk)
	Critical

	Prototype screen associated
	Case



Business need

After the HA completes the first visit, he/she opens and works up with the case until it is handed over to the TA. During this time the HA is responsible for attending the case promptly according to the defined timescales. Equally the TA will be responsible for the case and corresponding timescales once the SL21 letter is issued. There is a need to manage the case with the right input information in order for CAMS to perform automatic calculations and drive the process through reminders.


Requirement Description

The Case screen shall be divided in sections according to the information needs within the case management process. Each section shall contain the following information:

9.4.1. Client: Contains basic information about the client

	Field
	Comment

	Surname
	The user shall be able to search and select the client from the system

	Name
	This information shall be displayed once the client is selected

	Address
	This information shall be displayed once the client is selected

	Postcode
	This information shall be displayed once the client is selected

	App ID Number
	The user will be able to enter the Applicant’s ID number and perform a search directly to gather the client’s information automatically without any need to open the Client Search screen. 




9.4.2 Case General Information: Case ID, stage and status at a glance

9.4.2.1 Case Internal ID: Case unique auto-generated internal identifier:

9.4.2.2 Stage: The stage shall show automatically depending on the dates set by the user during the process. A case can be created starting with a PRELIM or OG stage depending on the origin. The stage transition will be as follows:
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	Stage
	Definition
	Comment
	Minimum Dates required for this stage in CAMS
	Condition to change the stage

	PRELIM
	Preliminary
	Client has contacted FOLD for help  but there is no schedule issued yet. The client needs advise only.
	- Client Contact


	- Referral schedule

	OG
	On Going
	Referral Schedule date is issued. All referrals shall become cases in CAMS.
	- Referral schedule
	- Application

	APP
	Application
	Date application is made
	- Application
	- Approval

	APQ
	Approved Query
	Date approval is received
	- Approval
	- SL21 Issued

	SL21
	SL21 form issued
	Date SL21 letter is issued
	- SL21 Issued
	- On Site

	OS
	On Site
	Date contractor starts job onsite
	- On Site
	- Completed on site

	COS
	Completed On Site
	Date contractor completed job onsite
	- Completed on site
	- Completed and Paid

	COMP
	Completed & Paid
	Date FOLD receives all the documentation from the contractor
	- Completed and Paid
	      N/A


9.4.2.3 Status: The status shall indicate the level of attention the case needs. Five statuses differentiated by colors shall be used within CAMS

	Status
	Status Indicator in screen
	Transition
	Comments

	Normal
	Green
	- To Closed: Automatically when user sets COMP date

- To Attention or Immediate Attention: Automatically using threshold and target dates logic

- To Cancelled: Manually selected by the user


	No reminders activated. 

	Attention
	Yellow
	- To Closed: Automatically when user sets COMP date

- To Immediate Attention: Automatically using threshold and target dates logic

- To Cancelled: Manually selected by the user

- To Normal: - Automatically when all reminders are off

OR

Automatically when the manager turns off the reminders with the option Reminders set to “OFF” and saves the case


	At least one reminder is activated. The user shall need to take the necessary action to take the case back to “Normal” status

	Immediate Attention 
	Red
	- To Closed: Automatically when user sets COMP date

- To Attention: Automatically using threshold and target dates logic

- To Cancelled: Manually set by the user

- To Normal: Automatically when all reminders are turned off

OR

Automatically when the manager turns off the reminders with the option Reminders set to “OFF” and saves the case

	At least one reminder has escalated to the manager. The user shall need to take the necessary action to take the case back to “Normal” status

	Closed
	Blue
	- To Normal: Automatically, when user deletes the COMP date and saves the case


	When the Completed and Paid date is recorded 

	Cancelled
	Orange
	- To Normal: Manually selected by the user


	The case can be cancelled at any stage. The case can be re-opened in the future changing its status to “Normal”.  


9.4.2.4 Users shall not be able to change the status manually from “Attention” or “Immediate Attention” back to “Normal” as CAMS controls this functionality internally.
9.4.2.5 Reason: For any cancelled case a code and Reason needs to be selected. Reasons shall be displayed in the following format: “Code-Reason”. Eg (01-Deceased) 

9.4.3 Performance Measure: Display the “Y”/“N” flag depending on the target met/not met using the following formulas

	Target
	Condition

	First Visit within 3 weeks:
	If Client Visited <= Visit Target then  

    Set “Y”

Else

    Set “N”

End



	From visit or amended schedule to application:
	If Application <= Target for Application then

     Set “Y”

Else

    Set “N”

End

    

	From COMP to COMP target:
	If Completed and Paid <= Target for Completed & Paid then

    Set “Y”

Else

      Set “N”

End




9.4.4 Status Indicator/Attention information and Reminders ON/OFF: This section shall give crucial information to attend the case

	Field
	Definition

	Status Indicator
	Displays case status color

	Need Attention on
	Displays list of fields currently triggering the reminder for the user to take proper action:

The following fields shall be displayed within this section according to the corresponding reminder triggered:

-  Visit

- Application

-  COS

-  COMP

- SL21

- Sketch Plans

- Working drawings

- Proof of title

- Landlord consent

- Mortgagee’s Consent

- Estimates/Re-estimates

- SL20



	Reminders
	ON/OFF. Only managers shall be able to turn off/on reminders for a particular case. For any other users this option shall be disabled and the default value will be ON for all cases.

Cases with status Attention or Immediate Attention with reminders turned OFF by the Manager shall go back to status Normal once the user saves the case. (See status transition above)

When the user opens the case and the Reminders option is in OFF, the case shall not calculate and display reminder notifications, as it will keep its Normal status. The corresponding status and reminders will show up again only if  the manager decides to turn the Reminder option to ON and save the case




9.4.5 Case Management: Display and manage all the information according to the grant process needs for the HA and TA. The information needed to manage the case shall be distributed in sequential order: 

9.4.5.1 Visit/On Going: This section initiates the case with basic information
	Field
	Description
	Formula/Functionality

	Visit Target
	Target date to complete first visit
	Get most recent date from Referral Schedule, Client Contact 

Visit Target = most Recent Date + Visit threshold 



	Referral Schedule
	See requirement  9.2.1 for definition
	N/A

	Client Contact
	See requirement  9.2.1 for definition
	N/A

	Client visited on
	See requirement  9.2.1 for definition
	N/A

	Amended Schedule
	See requirement  9.2.1 for definition
	- An amended schedule must force the user to enter a comment in the Comments section

	Housing Advisor
	HA complete name
	- Display the HA creating the case.



	Grant Office
	See requirement  9.2.1 for definition
	- Display the GO that belong to the HA previously selected

- Once the GO is selected the Ref Num and S.Ref Num (when applicable) fields shall display the GO post code numeric characters as a prefix. Eg BT487EY shall display “487-“ as prefix.



	Grant Type
	See section 9.2.1 for definition
	N/A

	Ref Num.
	See requirement  9.2.1 for definition
	N/A

	Sim Grant Type
	See requirement  9.2.1 for definition
	N/A

	Sim Ref Num.
	See requirement  9.2.1 for definition
	N/A

	Simultaneous
	Flag indicating that the case has a simultaneous grant
	- Enable Sim Grant Type and Sim Ref Num if ticked.

- Set GO post code prefix in Sim Ref Num field


9.4.5.2 Architect: This section set the dates to follow up on the architect’s requested documentation
	Field
	Description
	Formula/Functionality

	Architect
	Surname + Name of architect
	The user shall be able to select the architect from the dropdown list. If architect not listed shall allow the user to add an architect to the list.

	Sketch Plans
	Proposed layout to meet HE/OT requirements
	See Requirement 9.3.2 to see reminder formula

	Working Drawings
	Final documents based on the sketch plans
	See Requirement 9.3.2 to see reminder formula

	Building Control/Planning Required?
	This is part of the working drawings. No need for reminders
	If ticked it will force the user to indicate “Building Control” as part of the documentation received in the “Work Completed“ tab before allow closing the case.


9.4.5.3 Contractor Estimates: This section manages the different contractor’s estimates/re-estimates and set the dates to follow up on these. It also allows assigning the contractor to the case directly.

	Field
	Description
	Functionality

	Contractor
	Company name
	The user shall be able to select the contractor from the dropdown list. If contractor is not listed shall allow the user to add a contractor to the list.

	Requested
	Date the estimates or re-estimates are requested
	

	Received
	Date the estimates or re-estimates are received
	


	Control
	Description
	Functionality

	Grid
	Contains all contractor’s original or new estimates (re-estimates) for the case
	- The grid shall display the Contractor’s Name, Requested, received and “New Estimate” flag.

- If Approval date for the grant application exists then 

 “New Estimate” = “Y” 

 Else “New Estimate” = “N”

  

	Add
	Add a new instance of contractor and his estimates to the grid
	

	Refresh List
	Updates an entry from the grid
	

	Remove
	Remove a contractor from the grid
	

	Assign Work
	Assign the contractor which estimates/re-estimates were accepted. 
	The HA shall be able to select and assign the contractor directly from this section. The contractor shall be displayed automatically in the SL21 tab – Contractor field


9.4.5.4 Client’s Documentation: This section manages the dates to follow up on the documentation needed from the client to complete the grant application:

	Field
	Description

	 -Requested

- Received
	Dates the documentation is requested and received for each of the documents below

	Proof of title
	Provides proof of ownership of the property which the client intends to adapt or renovate

	Landlord Consent
	If the client is a tenant, the landlord needs to grant permission for housing adaptations

	Mortgagee’s Consent
	Permission from the company that holds the client deeds (in case there is a mortgages or loan against the property)


9.4.5.5 Formal Application: This section manages the dates for the formal application, approval and SL20/SL21 letters.

	Field
	Description
	Functionality

	Target for Application
	Target calculated using the date of visit or amended schedule as reference and the grant type threshold (considering special situation for simultaneous grants)
	Get the most recent date from Referral Schedule, Client Contact, Amended Schedule

If only one Grant Type assigned to the case then

 Target for Application = most recent date +  Grant Type threshold defined

End

If  Simultaneous Grant Type assigned to the case then

Timescale = Grant with longest threshold for timescale

Target for Application = most recent date +  Timescale

End



	Application
	See requirement  9.2.1 for definition
	

	Approval
	See requirement 9.2.1 for definition
	

	Revised Schedule
	See requirement 9.2.1 for definition
	A revised schedule, must force the user to enter a comment in the Comments section

	Target to issue SL21
	Target calculated using the Approval or Revised Schedule date
	Get the most recent from Approval, Revised Schedule

Target for SL21 = most recent date +   SL21 threshold defined



	SL20 A B C
	SL20 A, B and C are forms the client need to return back to FOLD confirming/accepting terms.
	If “B” is ticked the “Money assigned to” label with the options “FOLD” and “Other” shall be enabled..

	Requested 
	Date the SL20 forms were requested
	

	Received
	Date the SL20 forms were received
	

	Money assigned to FOLD Other
	Confirmation of assignment states who shall be dealing with payments
	If FOLD is selected, once the case is handed over to the TA, enable and enforce selection of “Confirmation of assignment” date from the SL21 tab before the case changes to stage OS.

If “Other” is selected the textbox will be enabled and will enforce the user to enter the other assignee. 

	Client Portion Amount
	Client’s contribution when the contractor’s cost is higher than the grant amount
	Users shall be able to set this amount

	FOLD Interest
	Amount of the client portion
	Users shall be able to set this amount

	SL21 Issued
	Date form SL21 is issued to the selected contractor  (a copy is sent to client) confirming acceptance to start the job
	- SL21 issued must force selection of TA  from the SL21 tab section. 

- Once the case is saved it will be “handed over” to the TA. This means that the HA shall have his relevant sections locked (disabled).

- The HA shall have the fields locked (not amendable) from the following tabs: 

· Visit/Ongoing 

· Architect

· Contractor Estimates

· Client’s Documentation

· Formal Application

- The TA shall be able to unlock the case deleting the SL21 Issued field.  (See requirement 9.6 for automatic notifications)


9.4.5.6 SL21: This section manages the on site date, contractor and TA assignation once the SL21 letter is issued.

	Field
	Description
	Functionality

	Contractor
	Company name
	 - If the contractor was assigned already by the HA from the Contractor Estimates tab, the TA shall be able to change it.

	Technical Advisor
	TA surname + name
	- The dropdown shall be enabled for HA

	Confirmation of Assignment
	Date the HE confirms who shall be dealing with the payment
	

	On Site
	See requirement 9.2.1 for definition
	


9.4.5.7 Work Completed: This section manages the work status including documentation received to set Completed on site, the completed and paid dates and grant details

	Field
	Description
	Functionality

	Target for Completed and Paid
	
	If only one Grant Type assigned to the case then

Target for COMP = Approved +   Grant Type threshold defined

End

If  Simultaneous Grant Type assigned to the case then

 Timescale = Grant longest threshold for timescale 

Target for COMP = Approved +   Timescale

End



	Completed on Site
	Date FOLD received the requested documentation from the contractor
	

	Completed & Paid
	Date the job was completed & paid to the contractor
	- Alert the user that this action changes the status of the case to closed

- Changes automatically the case to status Closed.

- User needs to save the case to have this information  reflected in the database



	Documentation Received
	Details of documentation received by the contractor to set the Completed onsite date
	The “Building Control” tick box must be forced if the “Building Control/Planning Required” tick box from the Architects tab was selected. See requirement 9.4.5.2 for more information

	Grant Type
	Main Grant type selected in tab Visit/Ongoing
	

	Overall Costs
	
	For the main grant type

	Grant
	
	For the main grant type

	S.Grant Type
	Simultaneous Grant Type selected in tab Visit/Ongoing
	Display if the case has simultaneous grant type 

	S.Overall Cost
	
	For the simultaneous grant type

	S.Grant
	
	For the simultaneous grant type

	TOTAL GRANTS
	Overall Cost + S.Overall Cost

And Grant + S.Grant respectively
	Each in its corresponding box

	Client Portion Amount
	Client’s contribution when the contractor’s cost is higher than the grant amount
	This value shall be read only on this tab

	Date Received
	Date the client portion amount was received
	

	FOLD Interest
	 Amount of the client portion
	This value shall be read only on this tab

	Snag List
	
	


9.4.5.8 Comments: This section allows the user to enter new comments and see the history of previous comments. CAMS shall add a header (with date and login) to each new comment saved onto the database keeping a history of all previous comments displayed in a separate box. Case status manual changes shall be logged in the comments section automatically as displayed in the example below:
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9.4.6 The minimum information to create or update a case shall be:

· Client Information

· Status: “Normal” (selected by default)

· Client Contact date OR

· Referral Schedule
9.4.7 Cases in status “Attention” or “”Immediate Attention” with attended dates set by the user shall roll back to the “Normal” status once the user updates the case and there is no other reminder pending

	9.5. Case attention based on reminders

	Traceability-#:  CMS01_RQ503

	Priority: 
	High

	Business Impact of a Defect: (a factor when assessing risk)
	Critical

	Prototype screens associated
	Welcome to CAMS

Case Listing



Business need

HA and TA rely upon informal procedures to attend cases promptly, some HA use the email calendar functionality, others may depend on personal agendas or different manual procedures for reminders. There is a need to differentiate cases depending on the status and highlight those that need to be attended by the corresponding user between the timescales defined.


Requirement Description

9.5.1 Once HA or TA log-on onto CAMS they shall load a “Welcome” screen with a “Case Summary” and a “My Working Cases” section:

9.5.1.1 Case Summary: This section shall display the number of cases per each of the 5 case statuses for all the HA or TA regardless the stage.

9.5.1.2 My Working Cases: This section shall display the number of workable cases per statuses Normal, Attention and Immediate Attention for the HA or TA currently logged-on.  CAMS shall need to differentiate whenever the case is before or after stage SL21 in order to display the case for the HA or TA respectively (once the case is in SL21 stage the HA is not responsible for the case anymore).
9.5.2. After logging-on Managers or AO users shall see only the Case Summary section within the “Welcome” screen

9.5.3. All users shall be able to access the “Search Cases” screen from the “Welcome” screen.

9.5.4. HA or TA shall be able to view (“Case List” screen), cases with Normal, Attention or Immediate Attention status independently.

9.5.5. The following shall be the case fields displayed within the “Case List” screen:

   Case Int.ID | Surname | Name |  Visit  | GrantOffice | G.Type | Ref.Num |S.G.Type |S.Ref.Num |Stage | Application | Approval  | OnSite     | CompOnSite  | COMP    | 

9.5.6. Users shall be able to select and open a case from the “Case List” screen, the case will open in view mode.(the user shall be then able to modify the case or close the case screen).

9.5.7. Users shall be able to view cases displayed on the “Case List” screen in Excel. The list needs to display as header the user login, date and status of the cases being listed.

	9.6. Automatic notification delivery 

	Traceability-#:  CMS01_RQ504

	Priority: 
	Medium

	Business Impact of a Defect: (a factor when assessing risk)
	Medium

	Prototype screen associated
	Case – Formal Application tab



Business need

When the SL21 is issued the case is responsibility of the TA. The TA then creates an entry in his/her Spreadsheet and starts working with the information needed from this stage onwards. The HA uses an informal process to coordinate and notify the TA about the handover process. There is a need to coordinate the stage transition from APQ to SL21 or from SL21 back to APQ and notify HA, TA and managers about this process in order to attend the case properly and manage any unexpected situation that may arise.


Requirement Description

9.6.1 CAMS shall send an email notification when the HA or AO sets the SL21 date and updates the case: The TA assigned to the case shall receive an email notification (with copy to the managers that have the “Activate email notification” option selected) stating that the case has the SL21 letter issued. Details of the email shall be:

Subject: SL21 Issued: <Case Int. ID> - <Applicants NI Number>
Body:
Client’s Surname: <SURNAME>


Client’s Name: <NAME>

9.6.2  When the AO or TA deletes the SL21 date (unlock) and updates the case, the HA been working with the case shall receive an email notification (with copy to the managers that have the “Activate email notification” option selected) stating that the case is unlocked. This means that he/she can go back and amend his/her section. CAMS must force the user to enter a comment before saving the case under this event.  This situation may happen for example when the contractor cannot do the work and the HA need re-estimates. The case shall roll back to the previous stage automatically. Details of the email shall be:

Subject:  Case unlocked: <Case Int. ID> - <Applicants NI Number>
Body:  Client’s Surname: <SURNAME>


Client’s NAME: <NAME>

	9.7.  Case Searching capabilities

	Traceability-#:  CMS01_RQ505

	Priority: 
	High

	Business Impact of a Defect: (a factor when assessing risk)
	Medium

	Prototype screen associated
	Search Cases



Business need

Currently HA, TA and AO rely upon filtering and searching hundreds of cases in Excel. There is a need to filter, search and display information from all the existing cases in the CAMS database.


Requirement Description

9.7.1 The user shall be able to search cases using the following filtering options:

	Field
	Description

	Case Internal ID
	Case internal auto-generated number. This a unique identifier for the case

	Grant Type
	The user shall be able to pick the Grant Type with the option to search simultaneous.

	Surname

Address
	The user shall be able to type part of the initial string to perform the search. Eg Rob shall display Robinson, Roberts, Robins etc 

	Postcode
	The user shall be  able to enter the post code

	Housing Advisor
	The user shall be able to pick the HA assigned to the case

	Technical Advisor
	The user shall be able to pick the TA assigned to the case

	Grant Office
	The user shall be able to pick the GO. 

	Stage
	The user shall be able to pick the stage

	Status
	The user shall be able to pick the status

	Ref Num
	The user shall be able to enter the reference number with the option to search simultaneous

	Contractor
	The user shall be able to pick the contractor


9.7.2. The following shall be the case fields displayed within the “Search Cases” screen:

   Case Int.ID | Surname |   Visit  | GrantOffice | G.Type | Ref.Num |S.G.Type |S.Ref.Num |Stage | Application | Approval  | OnSite     | CompOnSite  | COMP    |Status  | Contractor       

9.7.3. The user shall be able to select and open a case from this screen.

9.7.4. The user shall be able to  view the list displayed in the grid in Excel. The list needs to display as header the user login, date and parameters used to get the results being listed.

9.7.5 The user shall have a separate menu option to search cases by Case Internal ID. If the case ID is found it shall open the case directly.

.

	9.8.  Clients Searching and Listing

	Traceability-#:  CMS01_RQ602

	Priority: 
	Low

	Business Impact of a Defect: (a factor when assessing risk)
	Low

	Prototype screen associated
	Client Listing



Business need

Currently information about the client is gathered using the visit sheet and then filed in physical archives. There is a need to search and display information about clients using filtering options within CAMS.


Requirement Description

9.8.1 The user shall be able to search for clients using the following filtering options:

	Field
	Description

	Surname

Name

Address
	The user shall be able to type part of the initial string to perform the search. Eg Rob shall display Robinson, Roberts, Robins etc 

	Postcode
	The user shall be able to enter the post code

	Applicants NI Number
	

	Gender
	

	Religion
	The user shall be able to pick the user’s religion

	Applicant’s age
	The user shall be able to type an age and select “Older Than” or “Younger Than”

	Visited between …and
	The user shall be able to enter the range of dates when the user was visited. 

	- With Pension

- With Income Support

- With Other Income

- With Occupational Pension

- With Pension Credit s


	These are income filtering options

	Savings:  More than/Les than


	Either one or the other for the amount entered. List shall display amount entered in corresponding S>Amount or S<Amount columns


9.8.2. The following shall be the client’s fields displayed within the “Client Listing” screen:

   |Surname |Name  |Address | Postcode | Gender | Religion | Age | Pension| O.Pension |Inc.Sup. |P.Credit. | O.Income | S>Amount | S<Amount

9.8.3. The user shall be able to select a client from the list and assign it to the case or select and open the client..

9.8.4. The user shall be able to view the list displayed in the  Excel. The list needs to display as header the user login, date and parameters used to get the results being listed.

	9.9. User management and security

	Traceability-#: CMS01_RQ506

	Priority: 
	Medium

	Business Impact of a Defect: (a factor when assessing risk)
	Low

	Prototype screen associated
	User Management

Login screen



Business need

Currently access to case information is restricted to individual users. Case information is not shared and once merged users can freely alter or modify fields from any of the sections within the Excel Spreadsheet. There is a need to coordinate access at different levels depending on the user and stage of the grant process. There is also a need to authorize some users with access to CAMS outside FOLD’s network.


Requirement Description

9.9.1 CAMS shall manage security levels depending on the group users are assigned to: Four groups need to be defined: HA, TA, AO and Manager. 

9.9.2 All users shall be able to search and view cases or client information.

9.9.3 The HA group shall have the following privileges:

9.9.3.1 Create and modify cases with the possibility to amend the case main section as well as the following tabs within the Case screen:

· Visit/Ongoing

· Architect

· Contractor Estimates

· Client’s Documentation

· Formal Application

· Comments

· SL21: Only allow assignation of TA

9.9.3.2 Full access to all sections within CAMS excepting the “Threshold and Reminder Settings” and “User Management” screens which shall be accessible in Read Only mode.

9.9.3.3 Delete own cases 

9.9.3.4 Update existing cases and create new cases using the Import functionality in the Excel

9.9.4 The TA group shall have the following privileges:

9.9.4.1 Not be able to create new cases but with the possibility to amend the case main section as well as the following tabs from cases assigned:

· Formal Application: Only allow “SL21 Issued”

· SL21

· Work Completed

· Comments

9.9.4.2 Not able to delete any existing case

9.9.4.3 Full access to all sections within CAMS excepting the “Threshold and Reminder Settings” and “User Management” screens which shall be accessible in read only mode.

9.9.4.4 Update existing cases using the Import functionality in the Excel

9.9.5 The AO group shall have the following privileges:

9.9.5.1 The AO shall be able to view and modify all fields from existing cases regardless of ownership.

9.9.5.2 The AO shall be able to create or delete cases

9.9.5.3 The AO shall have the “Work Offline” menu option disabled.

9.9.5.4 Full access to all sections within CAMS excepting the “Threshold and Reminder Settings” and “User Management” screens which shall be accessible in read only mode.

9.9.6  The Manager group shall have the following privileges:

9.9.6.1 Managers shall have full access and grants to all sections within CAMS.

9.9.6.2 Managers shall be able to create/update users and assign/re-assign them to groups.

9.9.6.3 Managers shall be able to turn ON/OFF reminders from any case. This section shall be always enabled for managers only.

9.9.7 Reports shall be equally accessible for all the users at any moment.

9.9.8    The user screen shall have the following information:

	Field
	Description

	Surname

Name


	

	Abbreviation
	Name and Surname’s initial letters

	Email
	

	Access Group
	- HA

- TA

- AO

- Manager

	Activate email notification 
	Tick if the user shall receive email notification in response to events described in requirement 9.6

	Allow user to login outside FOLD
	Tick if the user shall be allowed to login onto CAMS using an Internet connection outside FOLD’s premises

	Login
	

	Password
	


9.9.9    All fields above shall be compulsory to create or update a user.

	9.10. Log changed /deleted cases

	Traceability-#: CMS01_RQ507

	Priority: 
	Low

	Business Impact of a Defect: (a factor when assessing risk)
	Low

	Prototype screen associated
	N/A



Business need

There is a need to provide a logging method to track every case update or deletion for technical audit purposes in the future.


Requirement Description

9.10.1 An internal mechanisms shall be implemented to track case updates and deletions. The log shall be recorded when the case changes its stage and status (manually or automatically).  No reports are expected.

	9.11. Help – User Manual

	Traceability-#: CMS01_RQ511 

	Priority: 
	High

	Business Impact of a Defect: (a factor when assessing risk)
	Low

	Prototype screen associated
	N/A



Business need

Because some users lack of experience using computer systems, a user manual detailing how to use the system need to be accessible from CAMS.


Requirement Description

9.11.1 The user manual shall be in a PDF format and accessible through a link from every page within CAMS, through the menu bar or direct link. The manual shall contain detailed step-by-step information about CAMS functionality, correct usage and options illustrated with screenshots.

	9.12. Case status management & escalation procedure

	Traceability-#: CMS01_RQ508

	Priority: 
	High

	Business Impact of a Defect: (a factor when assessing risk)
	Critical

	Prototype screen associated
	N/A



Business need

Although statuses are not formally defined with the current system, HA and TA chase cases with dates due in order to keep the performance targets within Staying Put. There is a need to change the status of the cases automatically depending on the target dates and the defined timescales to trigger reminders in order to support the HA and TA and take proper action.  


Requirement Description

9.12.1 CAMS shall run in a daily basis a batch program against the database server (proposed time 2.00 am) to read all the cases in status “Normal” and “Attention” and execute each of the formulas defined in requirement 9.3.2 

9.12.2 Cases in status “Normal” shall change to status “Attention” providing the current date falls due between the dates defined for reminding depending upon the threshold values for the particular case.

9.12.3 Cases in status “Attention” shall change to status “Immediate Attention” if the current date reaches the target date for the particular case. The batch program shall change the status and send an email notification (escalate) to all the managers with the email notification option activated.

9.12.4. Changes in the status shall apply for cases with the reminders option turned ON. For cases in OFF, the status will remain “as is”.

9.12.5 CAMS shall detect the last day the batch (service) was run as schedule. The user will get a message in a visible part in the Home page stating: 

If batch was successful (display date, time and number of cases with status changed):

Case status change process run on: 06/04/2006 - 2:00 AM - ##  Cases had their status changed.

If bacth was unsuccessful: (display in RED)

Case status change process run on 05/04/2006 - 2:00 AM - The process did not run as scheduled, please contact your IT support

	9.13. Export to excel

	Traceability-#: CMS01_RQ510

	Priority: 
	Medium

	Business Impact of a Defect: (a factor when assessing risk)
	High

	Prototype screen associated
	Export Cases



Business need 

There is a need to generate the consolidated spreadsheet as this information is still expected by the HE in order to assess FOLD’s performance.


Requirements Description

9.13.1 CAMS shall allow exporting cases for specific quarters within any business year specified into Excel. FOLD defines quarters as follows:

	April     -    June
	Q1

	July       -    September
	Q2

	October -   December
	Q3

	January -   March
	Q4


9.13.2 The Export screen shall have the following information:

	Field
	Description/functionality

	Year
	Shall display the current business year according to the current calendar quarter by default. The user shall have the option to enter any business year. CAMS shall validate the entry (only one business year calendar at a time)

	Quarter
	Display:

Q1, Q2, Q3, Q4, All

The current quarter shall be displayed by default.

 

	Status
	Shall display all the statuses defined for the case plus “All”.

Item “All” shall be displayed by default

	Remove personal Information
	The user shall be able to tick this option to exclude client personal information (Surname, Title, Initial, Address, Tel)

	Remove Case Internal ID
	The user shall be able to tick this option to exclude the Case Internal ID


9.13.3  The report shall display:

· All the cases in status Normal, Attention and Immediate Attention found in CAMS using as the basis the referral schedule or client date (whichever is available and older between the two) to mark the quarter that the case was initiated ie. Case A with referral schedule date as 03/04/2005 will show up from 2005-2006 Q1 – onwards (as it will be an ongoing case) but will not show up when the user selects a business year/quarter before 2005-2006 Q1.

· All the cases in status Cancelled with cancelled date falling specifically in the corresponding quarter 

· All the cases in status Closed with completed and paid date falling specifically in the corresponding quarter 

9.13.3 Cases shall be exported according to the parameters selected. The following shall be the full new structure in Excel for the Exported cases (without the “Remove Personal Information” and “Remove Case Internal ID” options selected):

Case Int.ID | Surname ¦ Name | Title ¦  Address ¦ PostCode | DOB ¦ Tel ¦HA ¦ Schedule ¦ Client ¦ Visit ¦ 3W.Target ¦ AmendedSchedule¦ App.Target ¦ GO ¦ G.Type ¦ Ref ¦ S.G.Type ¦ S.Ref.Num ¦ Stage ¦ Application ¦ App.T.Met ¦ Approved ¦ RevisedSchedule ¦ OnSite ¦ CompOnSite ¦ COMP ¦ COMP T.¦ COMP T.Met ¦ Overall Cost ¦ Grant ¦S. Overall Cost ¦ S.Grant ¦ Cancelled ¦ Reason

9.13.5 The following considerations are needed in respect of the data to be exported:

	Field in Spreadsheet
	Comment

	3W.Target
	Uses corresponding condition from requirement 9.4.3 to display “Y”or “N”

	App. Target
	Uses condition for Target for Application field in requirement  9.4.5.5

	G.Type
	Shall display the main grant type only.

	S.G.Type
	Shall display the simultaneous grant type

	S.Ref.Num
	Shall display the simultaneous grant reference number

	App.T.Met
	Uses corresponding condition from requirement 9.4.3 to display “Y”or “N”

	COMP T.
	Uses target for completed & paid from requirement 9.4.5.7

	COMP T.Met
	Uses corresponding condition from requirement 9.4.3 to display “Y”or “N”

	Cancelled
	Display date the case was cancelled otherwise display blank (empty string).

	Reason
	Display  only reason description if case cancelled 


	9.14. Number of cases with targets met/not met under grant type

	Traceability-#: CMS01_RQ512_1

	Priority: 
	High

	Business Impact of a Defect: (a factor when assessing risk)
	Critical

	Prototype screen associated
	Number of cases by grant type and targets report



Business need 

Currently management at Staying Put needs to wait up until the end of the quarter to get this report. There is a need to get this performance measure report at any time in order to help management with day-to-day decision-making and assess progress. 


Requirements Description

9.14.1 The user shall be able to select the year and quarter for the report to be generated. The Number of cases by grant type and targets screen shall have the following information:

	Field
	Description/functionality

	Year
	Display the current business year according to the current calendar quarter by default. The user shall have the option to enter any business year. CAMS shall validate entry (only one business year calendar at a time)

	Quarter
	Display:

Q1, Q2, Q3, Q4, All

The current quarter shall be displayed by default.

 

	Generate Report
	The user shall be able to generate the report with the ability to print and save it in  Excel format (as it is right now)


9.14.3 Visit to Application: This section shall count cases  displaying a breakdown by grant types.  The visit to application section shall have the following information:

	Field
	Description/functionality

	Grant Type
	Grant Type Abbreviation

	Total Cases
	Display the total number of cases with application date set falling under the year and quarter selected (for the grant type) 

	Targets Met
	Display the total number of cases from the Total Cases calculated above with target met  according to requirement 9.4.3

	Targets Not Met
	Display the total number of cases from the Total Cases calculated above with target not met  according to requirement 9.4.3

	% Cases on target
	(Target met/Total Cases)*100


9.14.4 Approval to Completed Onsite : This section shall count cases displaying a breakdown by grant types. The  approval to completed on site section shall have the following information:

	Field
	Description/functionality

	Grant Type
	 Grant Type Abbreviation

	Total Cases
	Display the total number of cases with   COS date set falling under the year and quarter selected (for the grant type)

	Targets Met
	Display the total number of cases from the Total Cases calculated above with target met  

	Targets Not Met
	Display the total number of cases  from the Total Cases calculated above with target not met  

	% Cases on target
	(Target met/Total Cases)*100


9.14.5. The following example illustrates how the counting will be performed to generate the report:

CLIENT A with a HRA and a DFG running simultaneously 
CLIENT B with a REN and a DFG running simultaneously 
CLIENT C with a DFG 
CLIENT D with a REN 

The correct counting will be: 

Total number of cases = 4 

Total number of cases under HRA = 1 
Total number of cases under REN = 2 
Total number of cases under DFG = 3 

 The above example demonstrates that the SUM of the total number of cases under the grant types above (6 in this example) will not necessarily equal the total number of existing cases found in the database, this need to be applicable when counting cases with breakdown by Grant Type.

9.14.6 The following report shall be used as example:
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	9.15. – Quarterly summary report

	Traceability-#: CMS01_RQ512_2

	Priority: 
	High

	Business Impact of a Defect: (a factor when assessing risk)
	Critical

	Prototype screen associated
	Quarterly Summary Report



Business need 

Currently management at Staying Put needs to wait up until the end of the quarter to get this report. There is a need to get a summary report giving detailed information about cases as required by management and the HE

Requirements Description

9.15.1 The user shall be able to select year and quarter with the same functionality as described in requirement 9.14.1

9.15.3 The user shall be able to select the year and quarter for the report to be generated. The Quarterly Summary Report shall have the following information:

	Field
	Description

	Referrals
	This will show a BLANK value, as the figure may consider other referral sources apart from CAMS.   This value will be set manually by the Admin Officer before sending the report to the HE

	New Cases
	Display the total number of cases with  client visited date set falling under the year and quarter selected

	Total of ongoing cases
	Display the total number of cases  in status Normal, Attention and Immediate Attention using as the basis the referral schedule or client date (whichever is available and older between the two) to mark the quarter that the case was initiated ie. Case C with client contact date as 31/07/2005 will start counting from 2005-2006 Q2 – onwards (as it will be an ongoing case) but will not count as a case before the business year/quarter 2005-2006 Q2.



	Completed applications
	Display the total number of cases with application date set falling under the year and quarter selected

	Approvals
	Display the total number of cases with approval date set falling under the year and quarter selected

	On site
	Display the total number of cases with onsite date set falling under the year and quarter selected but not with completed on site date set 

	Completed  on site
	Display the total number of cases with completed on site date set falling under the year and quarter selected but not with completed and paid date set 

	Completed and paid
	Display the total number of cases with completed and paid date set falling under the year and quarter selected

	Cancelled
	Display the total number of cases  in status Cancelled with cancelled date falling under the year and quarter selected
 

	PRELIM stage
	Display the total number of cases in PRELIM stage with Client Contact date falling under the year and quarter selected. See requirement 9.4.2.2 for more information about PRELIM

	Grant
	Sum up and display the grant for the cases  (Grant + S.Grant) with COMP date falling under the year and quarter selected

	Overall Cost
	Sum up and display the overall costs for the cases  (Overall Cost + S.Overall Cost) with COMP date falling under the year and quarter selected

	% of grants against overall costs
	((Grant + S.Grant) /(Overall Cost + S.Overall Costs))* 100

	Grant Type
	Display a breakdown by grant type of the total number of cases in status Normal, Attention and Immediate Attention using as the basis the referral schedule or client date (whichever is available and older between the two) to mark the quarter that the case was initiated ie. Case D with referral schedule date as 23/10/2002 will start counting from 2002-2003 Q3 – onwards (as it will be an ongoing case) but will not count as a case before the business year/quarter 2002-2003 Q3.

See example from 9.14.5 to consider counting cases by Grant Type. 

	% of visits completed within <threshold defined>
	Display the % of visits completed on target. The figure will be calculated as follows:  

(Cases with targets met/total number of cases with visit date falling under the year and quarter selected) * 100.  See requirement 9.4.3 for reference.


9.15.4 The following report shall be used as example:



	9.16. –- Work by individual areas report

	Traceability-#: CMS01_RQ512_3

	Priority: 
	High

	Business Impact of a Defect: (a factor when assessing risk)
	Critical

	Prototype screen associated
	Work by Individual Areas Report



Business need 

Currently management at Staying Put needs to wait up until the end of the quarter to get this report. There is a need to get a breakdown of work by GO and HA per quarter as required by management and the HE

Requirements Description

9.16.1 The user shall be able to select year and quarter with similar  functionality as in requirement 9.14.1

9.16.2 Since a GO can have more than one HA assigned, the report structure shall be dynamic displaying as many columns as GO and HA are assigned. For example Lisburn having Mary L. and Clare D. assigned need to be separated in two columns “L(ML)” and “L(CD)”.

9.16.3. CAMS shall consider situations where HA are swapped between GO. The report still needs to reflect the columns displaying the number of cases belonging to the old relation.
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9.16.5 The breakdown of work by area section shall be for the year/quarter selected and shall have the following information:

	Field
	Description

	Referrals
	This will show a BLANK value, as the figure may consider other referral sources apart from CAMS.   This value will be set manually by the Admin Officer before sending the report to the HE

	New Cases
	Display the total number of cases with  client visited date set falling under the year and quarter selected per each of the GO and HA assigned

	Completed Applications
	Display the total number of cases with application date  set falling under the year and quarter selected per each of the GO and HA assigned

	Approvals
	Display the total number of cases with approval date set falling under the year and quarter selected per each of the GO and HA assigned

	On site
	Display the total number of cases with onsite date set falling under the year and quarter selected but  not with completed on site date per each of the GO and HA assigned

	Completed on Site
	Display the total number of cases with completed on site date set falling under the year and quarter selected but not with completed and paid set per each of the GO and HA assigned

	Completed and paid
	Display the total number of cases with completed and paid date set falling under the year and quarter selected  per each of the GO and HA assigned

	Cancelled
	Display the total number of cases in status Cancelled  with cancelled date falling under the year and quarter selected per each of the GO and HA assigned

	TOTAL
	Sum up and display totals in vertical and horizontal sections


9.16.6 The following report shall be used as example:


	9.17. –- Grant Types by individual areas report

	Traceability-#: CMS01_RQ512_4

	Priority: 
	High

	Business Impact of a Defect: (a factor when assessing risk)
	Critical

	Prototype screen associated
	Grant Types by individual areas report



Business need 

Currently management at Staying Put needs to wait up until the end of the quarter to get this report. There is a need to get a summary of the grant type’s total workload (not just quarter) and work onsite (for quarter) per GO and HA as required by management and the HE

Requirements Description

9.17.1 The user shall be able to select year and quarter with similar functionality as in requirement 9.14.1

9.17.2 Since a GO can have more than one HA assigned the report structure shall be dynamic displaying as many columns as GO and HA assigned. See example from requirement 9.16.2.

9.17.3. CAMS shall consider situations where HA are swapped between GO. The report still needs to reflect the columns displaying the number of cases belonging to the old relation.

9.17.4 The breakdown of work by grant type section is a summary (snapshot in time) of the workload and shall display  cases in status Normal, Attention, Immediate Attention per GO and HA assigned (not for the quarter) and shall have the following information:

	Field
	Description

	Grant Type
	Display a breakdown by grant type of the total number of cases found in CAMS (under the grant type) but excluding cases with status cancelled or cases with status closed . See example from 9.14.5 to consider counting by Grant Type  



	TOTAL
	Sum up all the cases per each of the grant types and GO (sum up column). 


9.17.5 The breakdown of grant types with  SL21 by area shall consider cases with the SL21 date set but not with onsite date set yet falling under the year and quarter selected and shall have the following information:

	Field
	Description

	Grant Type
	Display the total number of cases found in CAMS with “SL21 Issued” date but not on site date yet See example from 9.14.5 to consider counting by Grant Type

	TOTAL
	Sum up all the cases per each of the grant types and GO (sum up column). 


9.17.6 The breakdown of grant types with onsite date by area shall consider cases with the onsite date set but not with completed on site date yet falling under the year and quarter selected and shall have the following information:

	Field
	Description

	Grant Type
	Display the total number of cases found in CAMS with on site date but not completed on site date yet  See example from 9.14.5 to consider counting by Grant Type

	TOTAL
	Sum up all the cases per each of the grant types and GO (sum up column). 


9.17.7 The breakdown of grant types completed on site by area shall consider cases with the completed onsite date set but not with completed and paid date yet falling under the year and quarter selected and shall have the following information:

	Field
	Description

	Grant Type
	Display the total number of cases found in CAMS with completed on site date set but not completed and paid yet . See example from 9.14.5 to consider counting by Grant Type

	TOTAL
	Sum up all the cases per each of the grant types and GO (sum up column). 


9.17.8 The following report shall be used as example:


	9.18. –Ongoing contractor workload comparison

	Traceability-#: - CMS01_RQ512_5

	Priority: 
	Low

	Business Impact of a Defect: (a factor when assessing risk)
	Low

	Prototype screen associated
	N/A



Business need 

Currently TA rely on personal judgement and scarce information to assess the workload of contractors.  There is a need to evaluate and compare the distribution of workload per contractor in order to distribute the work efficiently.


Requirements Description

9.18.1 The user shall be able to display a report with the following information:

	Field
	Description

	Contractor
	Display the company name

	SL21
	Display the total number of cases assigned to the contractor with SL21 issued date but not on site yet 

	Number of on site jobs
	Display the total number of  cases assigned to the contractor with on site date but not completed on site yet

	% of the total number of jobs onsite
	(Number of cases/TOTAL)*100

	TOTAL
	Total number of jobs with on site dates and SL21 respectively


9.18.2 The report shall be presented in ascending order by % of total.

9.18.3 The following report shall be used as example:


	9.19. –Individual contractor work stage analysis

	Traceability-#: - CMS01_RQ512_6

	Priority: 
	Low

	Business Impact of a Defect: (a factor when assessing risk)
	Low

	Prototype screen associated
	Individual contractor work stage analysis report



Business need 

Currently TA rely on personal judgement and scarce information to assess the workload of contractors per stage.  There is a need to examine in detail the stage each contractor is currently working on in order to distribute the work efficiently.


Requirements Description

9.19.1 The user shall be able to select the contractor from the list and generate the report.

9.19.2 The user shall be able to display a report with the following information:

	Field
	Description

	Contractor
	Display the company name

	Stage
	Evaluate the number of cases for the contractor for the following stages:

- SL21

- OS

- COS

- COMP

	Number of jobs
	Display number of cases found per each of the stages (snapshot) 

	% of the total
	(Number of jobs/TOTAL)*100

	TOTAL
	Total number of jobs 


9.19.3 The following report shall be used as example:


APPENDIX

Maintenance Parameters

· Grant Offices: 

	GO
	Abbreviation

	Ballyclare
	BC

	Ballymena
	BM

	Belfast North
	BN

	Belfast South & East
	BS

	Craigavon
	C

	Eniskillen
	E

	Lisburn
	L

	Newry
	N

	Newtownards
	NA

	Omagh
	O


· Title

· Mr

· Ms

· Mrs

· Miss

· Dr

· Marital Status

· Single


· Married

· Separated

· Cohabiting

· Divorced

· Widow/Widower

· Ethnicity

· White N.Irish

· White British

· Other

· Religion

· Protestant

· Catholic

· Other

· Property Types

· Detached house

· Semi-detached house

· Terraced/townhouse

· Detached bungalow

· Semi-detached bungalow

· Apartment

· Tenures

· Owner Occupied 

· Rented Public 

· Rented Private 

· Not classed/other 

· Rented NIHE 

· Rent free


· Main Locations in NI

· Antrim

· Ards

· Armagh

· Ballymena

· Ballymoney

· Banbridge

· Belfast

· Belfast City 

· North Belfast

· West Belfast

· South Belfast 

· East Belfast

· Carrickfergus

· Castlereagh

· Coleraine

· Cookstown

· Craigavon

· Derry

· Down

· Dungannon and South Tyrone

· Fermanagh

· Larne

· Limavady

· Lisburn

· Magherafelt

· Moyle

· Newry and Mourne

· Newtownabbey

· North Down

· Omagh

· Strabane

· Various

· Reasons to cancel a case and corresponding codes

	Code
	Reason

	01
	Deceased

	02
	Failed to provide required information

	03
	Got own contractor

	04
	Moved house



	05
	No reply to letters/contact



	06
	Not proceeding/not interested

	07
	Property sold

	08
	Not entitled to grant

	09
	Re-housed

	10
	Withdrawn application

	11
	Working with another agent


· Grant Types

	Grant Type
	Abbreviation

	Renovation
	REN



	Disabled Facilities Grant


	DFG



	Home Repair Assistance


	HRA



	Replacement


	REP

	Minor Works Grant
	MWG


· Warranty Schemas

	Warranty Schema
	Abbreviation

	Contractors Insurance Guarantee Services
	CIGS

	Federation of Master Builders
	FMB

	Building Guarantee Scheme
	BGS
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--15/08/05 – emkinley ----------------------------------------------------


Status has changed from Normal to Cancelled


---08/07/05---emkinley-------------------------------------------------


The client stated in a letter received on 07/07/2006 that he doesn’t want to cover the contribution of £150.


---02/07/05---rharper-------------------------------------------------


The client rang giving new contact information.
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Grant Types completed on site
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