	STEPS USER REQUIREMENTS

	

	

	The purpose of this document is to perform a quick needs analysis so that the system can be configured according to the client’s expectations.  


	

	Version 1.0

	

	



This document must be completed in as much detail as possible to ensure a proper understanding of your requirements.  
For more information or help with this document you may phone: 083 959 0911 in South Africa.
If you need to do a presentation to explain the application to your colleagues we can provide supporting documentation. Please send an email with your contact details from our website at:

www.stepsdatabase.com
 
BACKGROUND
Please provide more information about your organisation;
History of company, Type of business, Number of employees, Contact details, Website (if applicable), etc.
	<your info here>



GENERAL
 What is your objective with this application – How would you like to use it? 
	<your info here>


PRICES
A basic package is provided to get you started. Additional functionality can be added as the need grows.
STARTER PACKAGE
Includes 4 different modules, Security, Navigation, 3 Governance Items and Reporting.

1. SECURITY
The basic security system includes 2 types of users: 
· One administrator account that can add, edit and delete data.
· One viewer account where people can view information without making any changes
[Note that additional users and groups with special access permissions can be created]
2. GOVERNANCE ITEMS
The base solution includes three governance items with an unlimited number of records that can be edited, tracked and reported on. Items are searchable and you may specify the fields that define each item. 
Example: You run a property agency. You need to manage buyers, properties, and contracts, therefore 3 Governance items must be configured: 
'Buyers' may have the following fields:
Name, 
Contact details, 
Buying area, 
Price range, 
Active (e.g. currently looking for property)
Type (e.g. investor, private)
'Properties' may have multiple fields that describe each property.
'Contracts' may have the following information / fields.
Contract Title
Contract Type
Client Name
Client Contact details
Contract Signed Date
Contract Status (e.g. Pending, Signed, Approved, Financed, Completed)
Contract Document (Uploaded to server)

3. REPORTING
The reporting module includes two custom reports that are created according to your requirements.
For instance: In our property agency example you may want to look at the following 2 reports:
- Report 1: All buyers that are currently active / looking to buy property
- Report 2: All properties that match their buying criteria.

4. NAVIGATION
The navigation system will be customised to allow and restrict access to the website depending on the functionality included.
Do you have additional requirements? 
We can develop any custom module based on your requirements and plug it into the STEPS Governance System. Give us your detailed requirements and we'll provide a quotation.
REQUIREMENTS / COST ANALYSIS
If it’s not clear what is required below you are welcome to phone, 083 959 0911 or email us through the Contact Us link on the www.stepsdatabase.com website.
	ITEM DESCRIPTION
	
	AMOUNT PER ITEM
	TOTAL

	
	(For Office Use)

	GOVERNANCE  ITEMS
Name the items that you would like to manage (3 modules are included in the starter pack / You may add additional governance items,  reports, users,  security groups, etc):
<your info here>

For each Item, what fields or data should be captured? (e.g. for document management you may need: document title, version, type, created by, created date, etc.)

<your info here>

ITEM: MyItemType
ITEM DESCRIPTION: 
Field1
Field2, Etc.
If the field is a drop down- or radio field, also specify the values/options that can be selected.
<your info here>
	
	
	

	REPORTING
Name the reports that should be created (2 reports are included in starter pack).  Also describe what you would like to see in each report.

Note that reports must be aligned with the information that is captured.  (E.g. For the document management item above you may expect a report displaying a list of documents that was created by a particular person because documents are captured per person).

Report  1: <your info here>
Report 2: <your info here>

You may add additional reports if needed.
<your info here>
	
	
	

	OPTIONAL MODULES
The following optional modules can be included. Please indicate if you need any of these;
BULK Email Facility (To send newsletters)
SMS Facility (Texting / Dependent on country) – Excluding cost per SMS message

<your info here>
	
	
	

	Need any special functionality?
 Describe it in detail so we can work out a quote.
<your info here>
	
	
	

	SECURITY
The starter pack includes 2 user accounts; 

· An Administrator account that can add, edit and update all information/users, etc, and
· A User account that can only view, add and update governance items.

Please provide the contact information for each of these users: 
(Name, Surname, Sex, Email, International cell number)
You will be able to add additional users when the application goes live.
<your info here>
	
	
	

	COMMENTS
Any other information that could help us understand your requirements will be appreciated.

<your info here>
	
	
	

	
Monthly Subscription Fee (1st Month)
	
	
	

	TOTAL COST:
	
	
	

	
	
	
	


(NOTE: This document only needs to be signed on acceptance of our quotation)

By signing this document you confirm that you have read and agree to the terms and conditions on the STEPS Website.

Prices are excluding VAT.
Features not specifically described in this document are not included.
Notice of 30 days must be given to un-subscribe and monthly subscription fees are payable in advance. A 50% deposit is required on commencement of the project and the balance BEFORE the system goes live.

Signature: 
_______________________

Signed by: 
_______________________   on behalf of _____________ ____________________ 


At 

_______________________ .  
        Date:__________________________________
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