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Task ID:  

[Insert Task Title / Name Here]

Part 1: General Information
	Date Submitted


	Submitted By:

	
	

	Functional Area Impacted:
	Date Needed:

	
	


	General Explanation of the Requested Change

	


	Task
	Name
	Contact Information

(Email & Telephone)
	Date

Assigned
	Date

Completed

	Functional Specification
	
	
	
	

	Approval Authority
	
	
	
	

	Finance Systems Approval
	
	
	
	


Part 2:  Functional Specification Instructions
	For new process / interfaces, the specification should include a detailed explanation of the interface, including:  

1. a detailed description of the interface

2. sample external input and output files and file locations
3. contact information for third party groups (external suppliers or departments) that provide or accept data
4. a detailed description of output reports or online forms needed to interpret or verify the data

5. Banner tables used or updated
6. what the job parameters should be and if each is required/optional or single/multiple entry
7. what the navigation to the interface should be (if the interface is to be accessed through Banner)

8. who should have access to the interface in the production environment

9. any known timing critical information regarding process dependencies up or down stream

10. the process flow (e.g. who initiates the interface, who processes it, etc.)

11. any security requirements of the data as it flows through the different systems

12. any backup and recovery requirements (e.g. input files should be kept at least 5 days)
13. job scheduling requirements (day and time, frequency, printing and email notification)

For existing process / interfaces, the specification should include a detailed explanation of the changes needed, including:

1. what specific changes are needed to the interface (refer to the list above for possible items that should be listed)

For new reports, the specification should include a detailed explanation of the report, including:

1. what information the report should include
2. what tables and fields the report should pull from (specify the data source(s):  Banner tables, ODS views and/or the EDW General Ledger Star Schema)
3. a mock-up layout of how the report should look with fields placed where they should be displayed
4. a list of all selection criteria, including all possible prompt requirements needed
5. a list of sort criteria
6. a list of calculations needed (please list the fields and their tables and specifically how they need to be calculated)
7. a copy of the current report, if there is one, and the process that occurs to run the current report
8. any security requirements / constraints that should be considered in the development / access of this report
9. a mock-up version with 2-3 records of expected production data to aid in report development

For existing reports, the specification should include a detailed explanation of the changes needed, including:

1. what specific changes are needed to the report (refer to the list above for possible items that should be listed)

For Banner patches, the specification should include a detailed explanation of the patch, including:

1. the exact patch ID number from SunGard

2. your SunGard service request number, if applicable

3. any documentation related to the patch that SunGard provided through your service request, if applicable

For new software installations, the specification should include a detailed explanation of the installation, including:

1. a detailed description of the software (attach supplemental documentation, e.g. PDFs, Word documents, etc.), including why the software is needed
2. contact information for the organization supplying the software

3. information regarding the underlying database (e.g. Oracle, SQL-Server, etc.)

4. information regarding related hardware needs and/or hosting options the supplier offers
5. detailed explanations for any interfaces that are needed (see the interface section above for applicable items)

For software upgrades, the specification should include a detailed explanation of the upgrade, including:

1. supplier instructions on how to perform the upgrade (refer to the list above for possible items that should be listed)

2. who will perform the upgrade (e.g. I/S or the supplier’s staff); if the supplier is to perform the upgrade, what system access do they require to successfully accomplish the upgrade tasks?

3. why this upgrade is needed (e.g. supplier support (include desupport date for current version), new features)



Part 2:  Functional Specification


Part 3:  Test Plan
	For all items, the test plan should specify the following information:

1. items needing to be tested, including the usual criteria that will be included

2. special cases the testing needs to include
3. the output of what the testing was and whether testing passed or failed
4. who will be responsible for testing and signingoff on the report to be moved to production
The results of each test need to be documented and stored with this document.

Note:  Regardless if this request is to enhance a current item (e.g. interface, report, patch, software upgrade), the entire object or business process needs to be tested in its entirety.  Even small changes could impact how data elsewhere in the object or business process  is handled.  Therefore, this test plan must fully encompass testing the entire range of features and functionality.
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