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The Joint Nature Conservation Committee (JNCC) is looking to replace its overall Corporate Systems by April 2023. This is to strengthen corporate planning, reporting and audit processes and to bring them in line with the Agency’s needs. Resource availability and planning processes are the focus of JNCCs development priorities in this area.

This document specifies the requirements for the replacement systems following several workshops.

The following sections specify the functional requirements of the replacement systems for each of the functions. Within each line of the user story:

· “Must-have” user stories are denoted by having the * at the top right corner of the “No.” and font colour in black. 
· “Good-to-have" user stories are denoted by having the font in italic and colour in grey.
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	A 
	User Management  

	No. 
	As a 
	I want to 
	So that I can 

	1* 
	System Admin 
	create/edit/delete users accounts 
	add corresponding personnel to use the system 

	2* 
 
	System Admin 
	view users accounts 
	check if the users account details are correct 

	3* 
 
	System Admin 
	edit users accounts 
	update the users accounts details 

	4* 
	System Admin 
	delete users accounts 
	remove users from accessing the system 

	5* 
	System Admin 
	setup user permissions  
	enable users to have access to the right component/data/information 

	6* 
	System Admin 
	view users' permission 
	check if the users’ permissions are correct 

	7* 
	System Admin 
	edit users' permission 
	update the users' permissions to ensure that it is update to date and correct 

	8* 
	System Admin 
	remove users’ permission 
	remove users from accessing certain data/components in the system 

	9 
	System Admin 
	create/edit/delete different roles (e.g., line managers, project managers) 
	group the same type of users together and apply the same rules/permission to these users 

	10* 
	System Admin 
	create/edit the permission of different roles 
	create or change the level of access of the type of data/component that a role can have access to 

	11* 
	System Admin 
	assign users to different roles 
	users in the same group will be using the same type of logics/permission 

	12* 
	System Admin 
	edit users’ role 
	update users to the most current roles 

	13* 
	System Admin 
	remove users’ roles 
	remove users to be applied to same logic as the group 

	14* 
	System Admin 
	limit access to specific items /components/data to specific users 
	restrict to only specific users to access sensitive information 

	15* 
	System Admin 
	create/edit/view/delete custom subgroup 
	assign the access restriction to a group of users 
 

	16* 
	System Admin 
	limit access to specific items/components/data to a specific subgroup 
	restrict to only users in the specific groups to access sensitive information 


 
	B 
	CRM 

	No. 
	As a 
	I want to 
	So that I can 

	1* 
	Finance 
Team Member 
	create/edit/delete suppliers/customers 
	ensure the relevant suppliers/customers are in the system 

	2* 
	Finance Team Member 
	create/edit/delete suppliers/customers details (e.g., bank information, payment terms)  
	ensure that correct information is stored for any corresponding suppliers/customers 

	3* 
	Employee 
	request new supplier 
	request goods to be purchased from that new supplier 

	4* 
	Finance Team Member 
	approve/reject new supplier 
	ensure that only relevant suppliers are added in the system to be available to purchase goods from 

	5* 
	Employee 
	request new customers 
	request fund from the new customer 

	6* 
	Finance Team Member 
	approve/reject new customers 
	ensure that only relevant customers are added in the system to request fund from 
 

	7*
	Finance Team Member
	view the audit trial of the approval and rejection of new customers and suppliers
	keep the record of who and when the new customer/supplier are approved/rejected.


 
	C 
	Process Control 

	No. 
	As a 
	I want to 
	So that I can 

	1* 
	System Admin 
	setup/edit code reference table and linking 
	relevant category/personnel/project with corresponding details are linked in the system.  

	2* 
	Finance Team Member 
	setup/edit custom approval process/corporate logic 
	implement the corresponding process for any specific process or when specific criteria are met. (For example, in the purchase order process, for requisition that is lower than £2,000, only need to be approved by project manager but no need to raise PO and approved by the finance team).


 
	D 
	Letter Control 

	No. 
	As a 
	I want to 
	So that I can 

	1* 
	Finance Team Member 
	create/edit/delete email templates  
	reuse the same text in the email for the same occasion 

	2* 
 
	Finance Team Member 
	use variables (e.g., person’s name, project name) in my email templates 
	make the email template dynamically use the correct text for the specific variables 

	3* 
 
	Finance Team Member 
	create/edit/delete the trigger event/action to send specific email template 
	let the system automatically send the required emails when the specific actions are taken. 

	4* 
	Finance Team Member 
	specify the email receiver by variables (e.g., project manager, supplier contact) 
	make the email template dynamically send to the corresponding person 

	5* 
	Finance Team Member 
	send automatic emails to the users when there is new pending task for them 
	ensure that they are aware of the new task to be completed 

	6* 
	Finance Team Member 
	send automatic emails to notify the results of their requests (e.g., approved or rejected) 
	ensure that they are notified of the results of their request. 


 
	E 
	Integration 

	No. 
	As a 
	I want to 
	So that I can 

	1 
	System Admin 
	import/link Payroll data to the system 
	Enable relevant finance team members to analyse/report on payroll data 

	2 
	System Admin 
	import/link HR data to Finance System 
	Enable finance team to analyse/report on HR related data 
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	A 
	Bookkeeping 

	No. 
	As a 
	I want to 
	So that I can 

	1a* 
	Finance Team Member 
	have bank account connected with the system to feed bank transaction data automatically to the system 
	use the bank transaction data in the system (e.g., conduct bank reconciliation) 

	1b*
	Finance Team Member 
	import bank statement to the system
	use the bank transaction data in the system (e.g., conduct bank reconciliation

	2 
	Finance Team Member 
	integrate multi-currency bank account to the system that feed bank transaction data from different currencies (e.g., GBP, EUR, USD) to the system 
	use the multi-currency bank transaction data in the system (e.g., conduct bank reconciliation) 

	3* 
	Finance Team Member 
	conduct bank reconciliation in the system 
	match transaction in bank accounts with business accounts records (e.g., invoices expenses) 

	4* 
 
	Finance Team Member 
	add/import/post journals 
	ensure the transaction in bank accounts match with business accounts records 

	5* 
	Finance Team Member 
	be able to categorise capital expenses for fixed asset 
	account for the asset depreciation accordingly 

	6 
	Finance Team Member 
	set the depreciation rate for the fixed assets 
	ensure that the assets depreciate correctly 

	7* 
	Finance Team Member 
	 add/edit/delete flexible fields (e.g., business/non-business, funding type, Defra code)
	 categorise the booking for different items accordingly

	8*
	Finance Team Member
	assign/edit/delete flexible fields to different types of transaction/requisition/claims (e.g., number of miles on a business claim, destination on a business claim)
	report on the required elements 


 
	B 
	Expense 

	No. 
	As a 
	I want to 
	So that I can 

	1* 
	Employee 
	raise expenses claim 
	claim back expenses incurred through work 

	2* 
	Employee 
	view/amend expenses claim 
	make sure my claim is correct 

	3* 
	Employee 
	submit expenses claim 
	 submit my claim to be approved and paid 

	4* 
	Employee 
	delete expenses claim 
	delete a claim raised in error 

	5 
	Employee 
	take a photo of the receipt that I plan to make a claim of from my mobile phone 
	add the image as a proof in my expense claim on the go 

	6 
	Employee 
	submit my expense claim through my mobile phone 
	complete the expenses process on the go. 

	7* 
	Employee 
	raise a requisition for goods or services 
	raise a requisition required to complete my work

	8* 
	Employee 
	view the requisition for goods or services 
	check if my requisition details are correct 

	9* 
	Employee 
	amend the requisition for goods or services 
	ensure that the requisition details are up to date and correct 

	10* 
	Employee 
	submit a requisition for goods or services 
	submit my requisition to be approved 

	11* 
	Employee 
	delete a requisition for goods or services 
	delete a requisition raised in error 

	12* 
	Employee 
	create budget earmark 
	record the expected financial commitment that we are planning to make 

	13* 
	Employee 
	view budget earmark 
	check if the expected financial committed entered is correct 

	14* 
	Employee 
	edit budget earmark 
	ensure that the expected financial committed entered is correct 

	15* 
	Employee 
	delete budget earmark 
	remove the budget earmark raised by mistake 

	16* 
	Employee 
	create income earmark 
	record the expected income that we are planning to receive 

	17* 
	Employee 
	view income earmark 
	check if the income earmark is correct 

	18* 
	Employee 
	edit income earmark 
	ensure that the income earmark is correct 

	19* 
	Employee 
	delete the income earmark 
	remove the income earmark raised in by mistake 

	20* 
	Project Manager
/ Team Lead/
Finance Team Member 
	authorise/reject requisition 
	ensure that only correct expense is approved 

	21* 
	Finance Team Member
	automatically convert the approved requisition to a purchase order 
	ensure that the expected goods to be received is added 


 
	C 
	Goods Receipt Note 

	No. 
	As a 
	I want to 
	So that I can 

	1* 
	Employee 
	view the goods receipt notes 
	check if all the goods expected are received correctly 

	2* 
	Employee 
	view outstanding goods receipt notes 
	check the status of the goods (i.e., whether it is received or not) 

	3* 
	Employee 
	confirm/submit the receipt of an expected goods 
	enable the goods to be paid 

	4* 
 
	Employee 
 
	amend goods /services receipt note 
	make sure that the receipt note is correct 
 

	5* 
	Employee 
 
	delete goods /services receipt note 
	delete a receipt raised in error 

	6* 
	Finance Team Member 
	automatically create a  outstanding goods receipt notes after a purchase order is created 
	enable the team member who is responsible for purchasing the goods to confirm its receipt once it is time 

	7* 
	Finance Team Member 
	convert a goods receipt note to a corresponding bill to pay after checking that the invoice from the supplier matches
	pay the suppliers that delivered the goods 


 
	D 
	Sales Invoice 

	No. 
	As a 
	I want to 
	So that I can 

	1* 
	Project Manager/ 
Team Lead 
	create sales invoices request 
	request the right amount of fund from the customers  

	2* 
	Project Manager/ 
Team Lead 
	view sales invoices request 
	check if the sales invoices request details are correct 

	3* 
	Project Manager/ 
Team Lead 
	edit sales invoices request 
	ensure that the sales invoices request details are correct 

	4* 
	Project Manager/ 
Team Lead 
	delete sales invoices request 
	remove sales invoices request that were created by mistake or no longer needed 

	5* 
	Project Manager/ 
Team Lead 
	submit sales invoice in the system for approval 
	request the finance team to approve the sales invoice before sending to the customers 

	6* 
	Finance Team Member 
	approve/reject sales invoice 
	ensure that all the details in the sales invoice are correct 

	7* 
 
	Finance Team Member 
	view sales invoice 
	check if the sales invoice details are correct 

	8* 
	Finance Team Member 
	send sales invoice to the customers by email from the finance system 
	request the customers to pay the invoice  
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	A  
	Budget Management  

	No.  
	As a  
	I want to  
	So that I can  

	1*  
	Project Manager  
/Team Lead/  
Finance Team Member
	create project budget  
	allocate a specific amount of fund ready to be spent in the project  

	2*  
	Project Manager  
/Team Lead/  
Finance Team Member
	add/edit/delete flexible fields (e.g., custom rate per grade) for job code 
	conduct internal reporting based on the customised fields and their values

	3*  
	Project Manager  
/Team Lead/  
Finance Team Member
	view the project budget  
	check that the project budget is correct  

	4*  
	Project Manager  
/Team Lead/  
Finance Team Member
	edit project budget before submission 
	ensure that the project budgets are correct  

	5*  
  
	Project Manager  
/Team Lead/  
Finance Team Member
	delete project budget before submission 
	remove project budget created by mistake or no longer needed (only before submitting the project budget)

	6*  
  
	Project Manager  
/Team Lead/  
Finance Team Member
	submit the project budget for approval 
  
	request the right amount of fund to be spent  
  

	7*  
  
	Finance Team Member 
	approve/reject budget for each project in the system  
	ensure that the project budgets are correct  
  

	8*  
  
	Project Manager  
/Team Lead/  
Finance Team Member
	set the spending limit (e.g., % limit) for each project  
	ensure that no claims can be made that exceed the project budget within the expected range 

	9* 
	System Admin 
	Restrict the permission to edit/delete a budget to specific user(s) once the budget has been approved. 
	Only authorised personnel can change a budget once it has been approved 


  
	B  
	Time recording  

	No.  
	As a  
	I want to  
	So that I can  

	1*  
  
	Project Manager 
/ Team Lead  
	create/edit/delete projects  
	enable time logging in the projects required  

	2* 
	Project Manager 
/ Team Lead  
	archive projects  
  
	ensure no users can log time anymore in a project that already closed  

	3*  
  
	Employee  
	log my time spent on different projects  
	ensure that my time spent on the projects are registered  

	4*  
  
	Employee  
  
	view my time spent on different projects  
	ensure that my time spent on the projects are correct  

	5*  
  
	Employee  
  
	edit my time spent on different projects  
	correct any incorrectly entered time for the projects  

	6*  
	Employee  
  
	delete my time spent on different projects  
	remove any time that was entered by accident  

	7*  
	Employee  
  
	submit my timesheet   
	send my hours to the system   

	8* 
	System Admin  
  
	set the deadline for submitting timesheet  
	ask employees to submit their timesheet within a specific time range  

	9  
  
	Employee  
	be reminded of the deadline to submit my timesheet  
	ensure that I submit my timesheet in time  

	10  
	Employee  
	automatically submit the timesheet after deadline  
	ensure that my timesheets are registered in the system within a specific time  

	11
	Employee  
	track time on my mobile device  
	track my time when I was on site (i.e., not in the office)  

	12*  
	Project Manager  
/Team Lead/  
Finance Team Member
	time recording data to be updated weekly  
	generate reports on time-recording data on a timely basis  

	13  
	Project Manager  
/Team Lead/  
Finance Team Member
	time recording data to be updated in real-time   
	generate reports on time-recording data on a timely basis  

	14*  
	Project Manager  
/Team Lead/  
Finance Team Member
	monitor time spent on projects  
	ensure that hours working on the project meets expectation  
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	A  
	Financial reporting  

	No.  
	As a  
	I want to  
	So that I can  

	1*  
	Finance Team Member
	create a real time cash flow statement  
	understand the current cashflow   

	2*  
  
	Finance Team Member
	create a cashflow report for a specific time range  
	analyse historical cashflow  

	3*  
  
	Finance Team Member
	create a real time Balance Sheet  
  
	understand the current balance   

	4*  
	Finance Team Member
	create a balance sheet for a specific time range  
	analyse the historical balance   

	5*  
	Finance Team Member
	create a real time Profit & loss reports  
  
	understand the current profit and loss  

	6*  
	Finance Team Member
	create Profit & Loss reports for a specific time range  
	analyse historical profit and loss  

	7*  
	Finance Team Member
	create real time VAT reports  
	understand the current VAT 

	8*  
	Finance Team Member
	create VAT report for a specific time range  
	analyse historical VAT report

	9*
	Finance Team Member
	include job codes and other fields in the VAT reports
	view the VAT report with the relevant details

	10 
	Finance Team Member
	include nominal code and job centre in the VAT report  
	view the VAT reports of items with nominal codes and job centre  

	11*  
	Finance Team Member
	view nominal account transactions for different fiscal years
	analyse historical transactions  

	12*  
  
	Finance Team Member
	create month-end creditors reports  
	understand the amount of outstanding bills to pay  

	13*
	Finance Team Member
	create month-end debtor reports
	oversee the unpaid sales invoice

	14*  
  
	Finance Team Member
	generate current fixed assets registry report  
	understand the current fixed assets value  

	15*  
  
	Finance Team Member
	generate fixed assets registry report for each financial year  
	analyse fixed assets value overtime  

	16*  
  
	Finance Team Member
	create reports that includes payroll data  
	analyse payroll spending  

	17*  
	Finance Team Member
	create reports that include new starter’s salary data  
	conduct salary forecasting  

	18*
	Finance Team Member
	create reports that Integrate changes in employee’s salary for future dates  
	conduct salary forecasting  

	19*  
  
	Finance Team Member
	create/edit reports on different fields on different groupings and date ranges  
	flexibly analyse the specific data  

	20*  
	Finance Team Member
	save reports  

	retrieve the reports when need to analyse it again

	21*  
 
	Finance Team Member
	share reports  

	collaborate with my team  

	22*  
	Finance Team Member
	export reports  
	share it with external parties  


   
	B  
	Project reporting  

	No  
	As a  
	I want to  
	So that I can  

	1*  
	Project Manager  
/Team Lead/  
Finance Team Member
	generate reports to analyse actual spending for different projects  
	check how many funds already been spent on the project  

	2*  
	Project Manager  
/Team Lead/  
Finance Team Member
	generate reports to compare actual spending vs budget on projects (on both individual project level and all projects on aggregated level) and able to drill-down to different granular level (e.g., multiple choices of what level, team, nominal etc)
	ensure that projects spending will not exceeds its budget  

	3*  
	Project Manager  
/Team Lead/  
Finance Team Member
	generate reports to track the staff time spent on different projects   
	understand the staff time spent on this project  

	4*  
  
	Project Manager  
/Team Lead/  
Finance Team Member
	filter the report by time range  
	analyse the report for different time periods  

	5*  
	Project Manager  
/Team Lead/  
Finance Team Member
	drill-down the report to view the details of the data  
	see the detailed information of that data  

	6*  
  
	Project Manager  
/Team Lead/  
Finance Team Member
	customise the detail level (e.g., 1st level category, 2nd level transaction data) of the reports   
	view the detailed transactions of the report to specific level  

	7*  
  
	Project Manager  
/Team Lead/  
Finance Team Member
	save the report that I created as a template  
	reuse the same report setting in the future  

	8*  
  
	Project Manager  
/Team Lead/  
Finance Team  
	share ad-hoc reports (templates) in the shared folder 
  
	Enable others Project Managers to reuse my reporting  

	9*  
  
	Project Manager  
/Team Lead/  
Finance Team Member
	see others ad-hoc reports (templates) in the shared folder 
  
	I can see if there is a report already available instead of creating it myself  
  

	10*  
	Project Manager  
/Team Lead/  
Finance Team Member
	export my project data  
	I can manipulate my project data in a suitable tool (e.g., Excel)  

	11 
	Project Manager   
 /Team Lead/   
 Finance Team Member
	create chart (e.g., pie chart, line chart) from the data  
	visualise the project data in charts  


  
  
	C  
	Notifications  

	No.  
	As a  
	I want to  
	So that I can  

	1  
	Project Manager  
/Team Lead/  
Finance Team Member
	create/edit notification rules (e.g., when project spending reaches certain percentage of the budget, when new income arrives in the project)  
	be alerted on certain occasions  

	2  
  
	Project Manager  
/Team Lead/  
Finance Team Member
	create/edit notification frequency (e.g., notify in real time when the triggering event happens, summarise the notification and send on weekend   
	manage when I receive the notification  

	3  
	Project Manager  
/Team Lead/  
Finance Team Member
	have relevant links in the notification emails  
	click the links to view the information in detail in the system  


  
	D  
	Reports Running  

	No.  
	As a  
	I want to  
	So that I can  

	1  
	Finance Team Member
	run multiple reports at the same time  
	save time running them one by one  

	2  
	Finance Team Member
	schedule the reports to be run periodically (e.g., monthly)  
	automatically receive the reports in the specified time  
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	A 
	Overview 

	No. 
	As a 
	I want to 
	So that I can 

	1 
	Employee 
	see a summary of my current actions, orders, expenses, receipts, etc 
	quickly and easily see items that are in progress or need actioned so I can take any necessary actions to progress them 


 
 
	B 
	Help 

	No. 
	As a 
	I want to 
	So that I can 

	1 
	Employee 
	have on-line help available 
	access relevant help on how to use the system when I need to 



	C
	Audit Trial

	No. 
	As a 
	I want to 
	So that I can 

	1*
	System User
	view the audit trials for changes made to the system
	understand what changes were made by who and when



	D
	Closing Period

	No. 
	As a 
	I want to 
	So that I can 

	1*
	Finance Team Member
	close multiple periods (e.g., monthly) independently 
	balance the sales ledger, nominal leger and purchase ledger accordingly
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	A 
	Personal Information 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Employee 
	view my contact information (e.g., address, contact phone number) 
	check if my contact data is correct 

	2* 
	Employee 
	edit my contact information (e.g., address, contact phone number) 
	ensure that my contact data is correct and up to date 

	3* 
	HR Team Member 
	view employee’s contact information (e.g., address, contact phone number) 
	check if employee’s contact information is correct and up to date 

	4* 
	HR Team Member 
	edit employee’s contact information (e.g., address, contact, phone number)
	ensure that the employee’s contact information is correct and up to date 

	5* 
	Line Manager 
	view subordinates’’ contact information (e.g., address, contact phone number) 
	contact the team member when necessary 

	6* 
	Employee 
	view my bank account details  
	check if the bank account to receive salary from JNCC is correct 

	7* 
	Employee 
	edit my bank account details 
	ensure that the bank account to receive salary from JNCC is correct and up to date 

	8* 
	HR Team Member 
	be notified when employee changes personal information that affects payroll (e.g., bank account details) 
	ensure that the payroll information is updated  

	9* 
	Employee 
	view my emergency contact information 
	check if my emergency contact information is correct 

	10* 
	Employee 
	edit my emergency contact information 
	ensure that my emergency contact information is correct and up to date 

	11* 
	HR Team Member 
	view employee’s emergency contact information 
	contact the emergency contact when necessary 

	12 
	Line Manager 
	request a subordinate’s emergency contact information from HR
	contact the emergency contact when necessary 

	13* 
	HR Manager 
	view the list of all employees 
	check the complete list of employees 

	14* 
	HR Manager 
	filter the list of employees by status (e.g., current, past, future) 
	check the specific list of employees based on status 

	15* 
	HR Manager 
	search employees by name (e.g., first name, last name, full name) 
	find the specific employee by name 

	16* 
	HR Manager 
	search employees by staff number (unique identifier) 
	find the specific employee by staff number 


 
 
	B 
	Position Management 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	HR Manager 
	create position 
	add the corresponding job position in the system 

	2* 
	HR Manager 
	edit position 
	update the job position information 

	3* 
	HR Manager 
	delete position 
	remove the position that has been added by mistake 

	4* 
	HR Manager 
	archive position 
	hide the position that is not in used any more from the selection but keep the reference record 

	5* 
	HR Manager 
	view all positions 
	check the list of all position 

	6 
	HR Manager 
	create different types of positions by status (e.g., permanent, temporary) 
	distinguish the different types of positions 

	7* 
	HR Manager 
	link the cover position (e.g., maternity cover) to its original position  
	know which temporary job position is covering which job position 

	8 
	HR Manager 
	filter position by types (e.g., active, archived, temporary) 
	find the specific list of positions by type 

	9* 
	HR Manager 
	search position by name 
	find the specific list of positions by name 

	10* 
	HR Manager 
	add salary for a position 
	assign the salary to a position 

	11* 
	HR Manager 
	edit salary for a position 
	update the salary of a position 

	12* 
	HR Manager 
	delete salary for a position 
	remove the salary of a position 

	13* 
	HR Manager 
	add line manager to a position 
	set up the management chain for the position 

	14* 
	HR Manager 
	edit line manager for a position 
	update the management chain for the position 

	15* 
	HR Manager 
	delete line manager for a position 
	update the management chain for the position 

	16* 
	HR Manager 
	add a c0-line manager to a position 
	set up the management chain for the position 

	17* 
	HR Manager 
	edit a co-line manager to a position 
	update the management chain for the position 

	18* 
	HR Manager 
	delete a co-line manager for a position 
	update the management chain for the position 

	19* 
	HR Manager 
	assign a position to an employee 
	add the corresponding job position to an employee 

	20* 
	HR Manager 
	change the position of an employee 
	update the corresponding job position of an employee 

	21* 
	HR Manager 
	change the position of an employee for future date 
	plan the job position change for an employee 

	22* 
	HR Manager 
	view all the historical position that an employee has 
	view the historical job positions that the employee held before  

	23* 
	HR Manager 
	create department/team 
	add the department/team in the system 

	24* 
	HR Manager 
	change department/team name 
	update the department/team in the system 

	25* 
	HR Manager 
	assign employee to a department/ team 
	group the employees under their corresponding department/team 

	26* 
	HR Manager 
	edit employee’s department/team 
	update the department/team’s member 

	27* 
	HR Manager 
	view changes of the department/team 
	view the historical names and employee list 

	28* 
	HR Manager 
	archive a department/team 
	hide the department/team that is not used anymore from selection but keep the records 

	29* 
	HR Manager 
	delete a department/team 
	remove the department/team that is created by mistake 

	30* 
	HR Manager 
	view all departments/teams 
	get the list of all departments/teams 


 
 
	C 
	Working Pattern 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	HR Manager 
	edit the working patterns of an employee (e.g., part-time, 4 days a week) 
	know exactly which (half) day of the week the employee is expected to be working 

	2 
	Employee 
	view my own working pattern 
	check if the information is correct and/or up to date 

	3* 
	Team Lead/ 
Project Manager 
	view my team member’s working pattern 
	make planning accordingly 

	4* 
	Team Lead/ 
Project Manager 
	view my team members working pattern in a calendar 
	make planning accordingly 


 
 
	D 
	Starter 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	HR Manager 
	create a new starter with starting date 
	add this new employee to the system 

	2* 
	HR Manager 
	send automatic email to IT team upon the new starter’s start date 
	ensure that the new starter has the relevant equipment, software and access required to complete the job 

	3* 
	HR Manager 
	send automatic email to Line manager upon the new starter’s start date 
	inform line manager to complete the new starter task 

	4* 
	HR Manager 
	send automatic email to admin services upon the new starter’s start date  
	inform admin service team to complete new starter task 

	5 
	HR Manager 
	send automatic email to Finance & Planning Team  
	inform relevant team for any follow-up action 


 
 
	E 
	Leaver 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Employee 
	send a resignation request 
	request to leave JNCC 

	2
	Line Manager 
	approve/reject the resignation request 
	confirm the resignation 

	3* 
	HR Manager 
	be notified when a resignation request is sent 
	conduct follow-up actions 

	4* 
	HR Manager 
	review the resignation request  
	see the details of the resignation 

	5* 
	HR Manager 
	move an employee to leaver with leaving dates 
	move this employee from current employee to past employee when the leaving time comes 

	6 
	HR Manager 
	create/edit/view leaver questionnaire  
	capture the information why an employee wants to leave JNCC 

	7 
	Employee 
	enter and submit my leaver questionnaires 
	tell JNCC why I am leaving 

	8 
	HR Manager 
	download the leavers questionnaire 
	send to relevant personnel  

	9* 
	HR Manager 
	automatically delete data in certain fields (e.g., bank accounts details) 
	ensure that we are GDPR compliance (e.g., don’t keep personal details information for past employees that we are not allowed to keep) 

	10* 
	HR Manager 
	specify the fields whose data will be automatically removed when the employee leaves JNCC 
	control the fields that needs to remove data to ensure GDPR compliance 


 
[bookmark: _Toc90395071]3.2 Leave Management 
 
	A 
	Annual Leave 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Employee 
	request annual leave 
	book time off and holidays 

	2* 
	Employee 
	amend annual leave  
	change the annual leave time  

	3* 
	Employee 
	cancel annual leave 
	cancel the annual leave request created by mistake or not needed anymore 

	4* 
	Line Manager 
	approve/reject annual leave request 
	manage my team to ensure staff coverage is maintained 

	5* 
	HR Team Member 
	view all leaves requests (including cancelled ones) and their status 
	check if all leaves requests are dealt with and retain the historical record  

	6* 
	HR Team Member 
	edit the amount of annual leave per employee 
	ensure that each employee has the right amount of entitled annual leaves 

	7* 
	HR Team Member 
	create rules to automatically change the amount of annual leave per employees (e.g., set the default value as 25 days and increase it to 30 days after 5 years of employment) 
	ensure that the annual leaves increase correctly for employees 

	8* 
	HR Team Member 
	automatically calculate the correct proportion of annual leave for each employee depending on their working patterns (e.g., full-time, part-time, reduced hours) 
	ensure that all employee’s annual leaves are proportionate to their working patterns 

	9* 
	System Admin
	set the wait time window on request (e.g., if the leave request is not answered in 7 days, forward it to the next manager) 
	ensure that the unanswered leave requests were forwarded to the next responsible person 


 
 
	B 
	Sick Leave 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Employee 
	report self-certified sick leave 
	inform JNCC of my sick leave dates 

	2* 
	Line Manager 
	be notified if a team member is having sick leave 
	manage the team to ensure all required issues are dealt with during the team member’s sick absence 

	3* 
	Employee 
	view my sick leave record 
	see how many sick leave I have 

	4 
	Employee 
	View the amount of my entitled paid sick leave 
	know how many paid sick leaves I am entitled to have (especially useful as a new starter have limits in their paid sick leave) 

	5 
	Line Manager 
	View the amount of entitled paid sick leave for each of my team member 
 
	know how many paid sick leaves each team member is entitled to have (especially useful as a new starter have limits in their paid sick leave) 

	6 
	HR Manager 
 
	View the amount of entitled paid sick leave of all employees 
 
	know how many paid sick leaves each team member is entitled to have (especially useful as a new starter have limits in their paid sick leave) 

	7* 
	Line Manager 
	view team members’ sick leave records 
	see how many sick leaves each team member has 

	8* 
	HR Manager  
	view employees’ sick leave records 
	see how many sick leaves each employee has 

	9* 
	HR Manager 
	setup/manage rules of absence consideration points (e.g., 8 days absence in a rolling 12 months, and/or 3 absences within 3 months) 
	manage the thresholds of the absence records to alert managers 

	10* 
	Manager 
	be alerted if an employee’s sick leave reaches the consideration point 
	investigate potential issues in the absences 

	11 
	Employee 
	view my own Bradford score ((a tool used to measure employee’s absenteeism with a focus on highlighting frequent and short-term absences) 
	understand my own absent status 

	12 
	Line Manager 
	view my team member’s Bradford score 
	investigate potential issues in the absences 

	13 
	HR Manager  
	view Bradford score for each employee 
	investigate potential issues in the absences 


 
 
	C 
	Maternity Leave 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Employee 
	request maternity leave 
	book my time off for maternity reason 

	2* 
	Employee 
	amend my maternity leave dates 
	change the maternity leave time 

	3* 
	Employee 
	cancel my maternity leave 
	cancel the maternity leave request created by mistake or not needed anymore 

	4* 
	Line Manager 
	approve maternity leave request 
	manage my team to ensure staff coverage is maintained 

	5* 
	Employee 
	view my maternity leave 
	see my maternity leave 

	6* 
	Line Manager 
	view all the maternity leave records of my team member 
	check my team members’ maternity leaves 

	7* 
	HR Manager 
	view all the maternity leave records of employees (including the cancelled ones) 
	check employees’ maternity leaves 


 
	D 
	Flexitime Leave 

	No 
	As a 
	I want to 
	So that I can 

	1 
	Employee 
	request flexitimes leave 
	book time off to offset the additional hours that I worked beyond my contractual hours  

	2 
	Employee 
 
	amend my flexitime leave 
	change the dates of the requested flexitime leave 

	3 
	Employee 
 
	cancel my flexitime leave 
	cancel the flexitime leave request created by mistake or not needed anymore 

	4 
	Line Manager 
 
	approve/reject flexitime leave 
	manage my team to ensure staff coverage is maintained 

	5 
	Employee 
	view my flexitime leave 
	see my flexitime booked 

	6 
	Line Manager 
	view all the flexitimes leave records of my team members 
	check my team members’ flexi-time leaves 

	7 
	HR Manager 
	view all the flexitimes leave records for all employees 
	check employees’ flexi-time leaves 


 
 
	E 
	Leave Calendar 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Employee 
	see my own leave calendar 
	see the dates in the calendar of when I was/will be absent 

	2* 
	Line Manager 
	see each of my team member’s leave calendar  
	see the dates in the calendar of when the team member was/ going to be absent 

	3* 
	Line Manager 
	see the combined leave calendar of all my team members 
	I can manage my team to ensure staff coverage is maintained 

	4 
	Project Manager 
	see each of my team member’s leave calendar 
	see the dates in the calendar of when the team member was/going to be absent 

	5 
	Project Manager 
	see the combined leave calendar of all my team members 
	I can manage my team to ensure staff coverage is maintained 

	6* 
	HR Manager 
	see each employees leave calendar 
	see the dates in the calendar of when the employee going to be absent 

	7* 
	HR Manager 
	see the combined leave calendar of all employees 
	check and see if staff coverage is maintained 


 
 
	F 
	Automatic Out-of-Office Task Forwarding 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Manager 
	turn on “Out-of-Office” in the system automatically when it reaches my pre-recorded absence (e.g., sick, holiday) 
	ensure that my absences are notified if I forgot to manually turn on my “Out-of-office” in the system 

	2* 
	Manager 
	forward the tasks sent to me during my absence to the second manager in command 
	ensure that the tasks are dealt with in a timely manager while I am away. 


 
[bookmark: _Toc90395072]3.3 Training Management 
 
	A 
	Training  

	No 
	As a 
	I want to 
	So that I can 

	1* 
	HR Team Member 
	set up and edit the list of courses that employees need to complete 
	ask employees to complete the required training courses 

	2* 
	HR Team Member 
	customise the list of training courses to specific roles (e.g., line manager) 
	ensure different roles complete the correct training courses as required 

	3* 
	HR Team Member 
	set up and edit the attendance frequency (e.g., annually) and deadline for the list of training course 
	ensure specific training courses to be taken in required frequency 

	4* 
	Employee 
	view the list of training courses that I need to attend  
	check what training courses I need to complete 

	5* 
	Employee 
	enter the dates when I completed the training course 
	report my completion of the training courses 

	6* 
	Employee 
	edit the dates when I complete the training course 
	update the completion date to ensure that it is correct 

	7* 
	Employee 
	view the completion status of the training courses 
	check which training courses I still need to complete 

	8 
	Employee 
	be reminded of the deadline of training courses that I haven’t completed yet 
	ensure that I complete the required training courses within the deadline 

	9 
	Employee 
	input the hours that I spent on each required training course 
	report the hours that I spent on training 

	10* 
	Line Manager 
	view the completion status and date of the team’s training courses 
	check if my team members completed all the required training courses within the team  

	11* 
	HR Team Member 
	view the completion status and date of all employees’ training courses 
	check the completion status of all employees 

	12 
	Employee 
	request training courses to take 
	spend time training on courses that I chose 

	13 
	Line Manager 
	approve/reject training course request 
	control what training courses is suitable for the role 

	14 
	Continuous Professional Development (CPD) Manager/
Line Manager
	approve/reject training course request 
	control what training courses is suitable for the role 

	15 
	HR Team Member 
	link the external training courses (e.g., civil service learning) in the system 
	let employees to complete the courses within the same platform 

	16* 
	Employee 
	complete the training courses within the system and automatically record my completion status and date 
	complete the training courses in the same place without needing to search for the training content and come back to enter the completion data within the system 


  
[bookmark: _Toc90395073]3.4 Performance Appraisal 
 
	A 
	Mid-Year Indicative Rating 

	No 
	As a 
	I want to 
	So that I can 

	1
	HR Manager 
	create/edit the mid-year indicative rating form  
	capture the right information in the rating submitted by the line manager 

	2
	Line Manager 
	create the mid-year indicative rating for my team members 
	record the mid-year indicative rating for my team members 

	3
	Line Manager 
	edit the mid-year indicative rating for my team members 
	correct and update the mid-year indicative rating for my team members 

	4
	Line Manager 
	delete the mid-year indicative rating for my team members 
	remove the mid-year indicative rating that was created by mistake or not needed anymore 

	5
	Line Manager 
	submit the mid-year indicative rating for my team members 
	confirm the mid-year indicative rating to be stored in the system 

	6 
	Line Manager 
	view my team’s past mid-year indicative rating 
	check my team members previous rating 

	7
	HR Manager 
	view selected employee’s mid-year indicative rating 
	check the employee’s previous rating 


 
 
	B 
	Final Performance  

	No 
	As a 
	I want to 
	So that I can 

	1* 
	HR Manager 
	create/edit the final performance rating form  
	capture the right information in the rating submitted by the line manager 

	2* 
	Line Manager 
	create the final year performance rating for my team members 
	record the final performance rating for my team members 

	3* 
	Line Manager 
	edit the final year performance rating for my team members 
	correct and update the final performance rating for my team members 

	4* 
	Line Manager 
	delete the final year performance rating for my team members 
	remove the final performance rating that was created by mistake or not needed anymore 

	5* 
	Line Manager 
	submit the final year performance rating for my team members 
	confirm the final year indicative rating to be stored in the system 

	6* 
	Line Manager 
	view my team’s past final performance rating 
	check my team members previous rating 

	7* 
	HR Manager 
	view selected employee’s final performance rating 
	check the employee’s previous rating 


 
[bookmark: _Toc90395074]3.5 Reporting 
 
	A 
	Create/Edit/Save/Share/Download Reports 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	HR Team Member 
	build custom matrix table reports from the data in the HR system 
	analyse the HR data 

	2* 
	HR Team Member 
	use filters (e.g., current employees) to customise the report  
	analyse the specific aspect of the HR data 

	3* 
	HR Team Member 
	use calculation (e.g., sum, average) to customise the report 
	analyse the specific aspect of the HR data 

	4* 
	HR Team Member 
	use calculated columns to customize the report 
	analyse the specific aspect of the HR data 

	5* 
	HR Team Member 
	use grouping functions to customise the report 
	analyse the specific aspect of the HR data 

	6* 
	HR Team Member 
	save the report as template 
	reuse the same report setting 

	7* 
	HR Team Member 
	share the report template 
	enable my team members to use the same report setting 

	8* 
	HR Team Member 
	use the shared report 
	use the report settings made by my team member 

	9* 
	HR Team Member 
	delete a report template 
	remove the report template that is not needed anymore 

	10* 
	HR Team Member 
	export the report to Excel  
	analyse it further in Excel or other tools (e.g., Power BI) 

	11* 
	HR Team Member 
	create charts in the report  
	visualise the data 


 
 
	B 
	Batch Report  

	No 
	As a 
	I want to 
	So that I can 

	1* 
	HR Team Member 
	run multiple reports at the same time 
	save time running them one by one 

	2* 
	HR Team Member 
	set the report (e.g., headcounts) to be run 
automatically in a specified time (e.g., every month end) 
	get the latest data on the right time 

	3* 
	HR Team Member 
	receive the batch reports produced in emails 
	use it for onwards transmission as relevant (e.g., to benefit providers to update on starter and leavers) 

	4* 
	HR Team Member 
 
	setup/manager probation reports at review points (e.g., month 3, 8 and 12) 
	ensure that all new starters are reviewed at the right time 

	5* 
	Line Manager 
	receive probation reports at review points  
	review the starters’ performance at review points 



	C
	Gender equal pay 

	No 
	As a 
	I want to 
	So that I can 

	1*
	HR Team Member 
	create/download gender equal pay reporting for specific time period
	fulfil regulatory requirements on reporting gender equal pay



	D
	Report with other data 

	No 
	As a 
	I want to 
	So that I can 

	1 
	HR Team Member 
	link and use the timesheet data when creating a report 
	create reports that use the timesheet data 

	2 
	HR Team Member 
	link and use the financial system data when creating a report 
	create reports that use the financial data 



	E
	Payroll modelling

	No 
	As a 
	I want to 
	So that I can 

	1 
	HR Team Member 
	download selected employee’s salary and other fields (e.g., gender, grade) to Excel
	flexibly conduct payroll modelling on the data

	2 
	HR Team Member 
	download selected employee’s historical pay data (e.g., start date and end date of holding specific position, annual salary for that time period) to Excel
	analyse the historical grade and pay data


 

[bookmark: _Toc90395075]3.6 Workforce Planning 
 
	A 
	Workforce Planning 

	No 
	As a 
	I want to 
	So that I can 

	1 
	Team Lead 
	create a request to add a new position in my team with the detailed information (e.g., role description, salary) 
	ensure that my team can operate with the right amount of resource 

	2 
	Team Lead 
	view the new position request 
	check if the details for the new position request is correct 

	3 
	Team Lead 
	edit the new position request 
	update the new position request details to be correct 

	4 
	Team Lead 
	delete the new position request 
	remove the new position request that is raised by mistake or not needed anymore 

	5 
	Team Lead 
	submit my new position review 
	ask for approval of the new position  

	6 
	HR Team Member 
	approve the new position request 
	convert this request to a recruitment post 

	7 
	HR Team Member 
	reject the new position request 
	ensure that the workforce planning is within the expectation 

	8 
	HR Team Member 
	automatically create a new job position when there an employee is leaving JNCC 
	plan the replacement resource for the leaving resources 


 
[bookmark: _Toc90395076]3.7 System Management 
 
	A 
	User Management  

	No 
	As a 
	I want to 
	So that I can 

	1* 
	System Admin 
	create/edit/delete users accounts 
	add corresponding personnel to use the system 

	2* 
	System Admin 
	setup/edit user permissions  
	ensure that each user have access to the right component/data/information 

	3* 
	System Admin 
	setup/edit role permissions 
	ensure that each role (e.g., admin, general users) would have access to the right component/data/information 

	4* 
	HR Team members 
	see the users who are actively using the system 
	know whether it might cause a conflict if I make a change in the system now 

	5* 
	HR Team members 
	force users to log out of the system 
	ensure no conflict of actions (i.e., the users and I are trying to edit the same data) when I make the changes 


 
 
	B 
	Making Changes 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	HR Team Member 
	save the changes that I made and deploy it to the system 
	make the changes that I made to be live in the system 

	2* 
	HR Team Member 
	schedule the change deployment (e.g., deploy the changes in a specific time) 
	select a time to publish changes when no one is using the application or the time when the changes should take effect 

	3 
	HR Team Member 
	automatically save the changes that I am making 
	prevent work loss when encounter a sudden internet breakdown 

	4 
 
	HR Team Member 
	have version control of changes 
	revert the changes back to a specific version when needed 

	5* 
	System Admin 
	have a test environment of the system 
	first test out the changes in the workflow before I make the changes to the production environment 

	6* 
	System Admin 
	copy changes that i made in the test environment to the production environment 
	transfer the changes that I made in the test environment to the production environment 


 
 
	C 
	Letter Control 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	HR Team Member 
	setup notification email to inform relevant personnel of specific changes (e.g., send emails to HR team member when employee changes) 
	ensure that relevant personnel are informed about changes and take follow-up actions 

	2* 
	HR Team Member 
	set up notification email to inform relevant personnel when there are pending tasks for them (e.g., approve/reject leave request) 
	ensure that the relevant personnel is informed about the “to-do” task 

	3* 
	HR Team Member 
	set up/edit the triggering events to send notification emails (e.g., change in personal details/working patterns/management chain) 
	ensure that specific changes/events can trigger the notification 

	4* 
	HR Team Member 
	periodic email to remind users to check and confirm if their details are correct 
	ensure that the personal details are up to date 

	5 
	HR Team Member 
	setup/edit email template for different cases (e.g., birthday, maternity back) and trigger the email on specific events or time 
	automatically send the right emails to the employees on the specific occasions 


 
 
	D 
	Hierarchy Setting 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	System Admin 
	adapt the hierarchy setting to JNCC’s 2x Team Leaders system. 
	set up the management chain and workflow correctly 


 
 
	E 
	Region Management 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	System Admin 
	create/edit/delete all UK regions (e.g.., England, Scotland, Wales, Northern Ireland) in the system 
	assign the employee to the correct UK regions and ensure their region-specific data (e.g., bank holiday) are considered in the system 

	2* 
	System Admin 
	create/edit/delete international regions in the system 
	assign the employee to the correct international regions and ensure their region-specific data (e.g., bank holiday) are considered in the system 

	3* 
	System Admin 
	assign/edit a geographical region to an employee 
	attach relevant geographical properties to an employee (e.g., annual holidays) 


 
	F 
	Integration 

	No 
	As a 
	I want to 
	So that I can 

	1 
	System Admin 
	Import/link payroll data into the system 
	Enable relevant team members to analyse/report on payroll data 
 

	2 
	System Admin 
	Import/link HR data into the system 
	Enable relevant team members to analyse/report on HR related data 


 
[bookmark: _Toc90395077]3.8 General 
 
	A 
	Login/Landing 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Employee 
	access the system through JNCC single-sign-on  
	login without any separate username and password 

	2* 
	Employee 
	easily one-click log out of the system 
	ensure that I log out of the system when I am not using it 

	3* 
	System Admin 
	customise the landing page component depending on the users’ role 
	show only relevant components (e.g., Line managers tasks) to the relevant personals when they login the system 

	4* 
	System Admin 
	send welcome/instruction email to new starter on their start date 
	ensure that they know how to use the application 

	5* 
	System Admin 
	automatically disable the login for an employee who leaves the company on their leaving dates 
	leavers don’t have access to the HR system anymore 


 
[bookmark: _Toc90395078]3.9 Succession Management 

	A 
	Succession Key Traits Tracking 

	No 
	As a 
	I want to 
	So that I can 

	1 
	System Admin 
	create/edit key traits to be measured for each role 
	ensure that the right key traits are measured towards the potential role 

	2 
	Line Manager 
	input/Update key traits information (e.g., performance, flight risk) of my team members 
	help identify where employees are in their career path and/or likelihood of leaving 

	3 
	Line Manager 
	view the current and historical key traits information of my team members 
	oversee the potential progression of my team members 

	4 
	HR Manager 
	view the current and historical key traits information of all employees 
	review the employee’s progression  


 
	B 
	Succession Plans & Talent Pools 

	No 
	As a 
	I want to 
	So that I can 

	1 
	HR Manager 
	create succession plan for different roles (e.g., executive roles, department managers) 
	make planning for the employee progression 

	2 
	HR Manager/Director/Line Manager 
	create a talent pool of different roles/positions 
	identify potential candidate to progress to the specific positions 

	3 
	HR Manager/Director/Line Manager 
	create/update relevant information for each employee in the talent pools 
	look at different aspects of the employee specifically for the suitability of the position 

	4 
	HR Manager/Director/Line Manager 
	visually compare employee performance to their potential with a convenient talent matrix to find suitable candidates for key roles.  
	analyse and identify the suitable candidates for the role 




[bookmark: _Toc90395079]4. Planning
[bookmark: _Toc85435560][bookmark: _Toc90395080]4.1 System Management  
 
	A 
	User Management 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	System Admin 
	create/edit/delete users accounts 
	add corresponding personnel to use the system 

	2* 
	System Admin 
	setup/edit user permissions 
	ensure that each user have access to the right component/data/information 

	3* 
 
	System Admin 
 
	setup/edit role permissions 
	ensure that each role (e.g., admin, general users) would have access to the right component/data/information 


 
	B 
	 Data Integration 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	System Admin 
	integrate data from JNCC’s financial system (e.g., project budget, spending per job code, charging rate per project)  
	use consistent financial data in the planning 

	2* 
	System Admin 
	integrate data from JNCC’s HR system (e.g., pro-rata holiday in the current financial year, training time. pay grade, which team people are in) 
	use consistent HR data in the planning 

	3* 
	System Admin 
	integrate data from JNCC’s time recording system (e.g., Hour spent per role/code per project) 
	use consistent time recording data in the planning 

	4* 
	System Admin 
	consolidate data from different data sources to generate combined data (e.g., combine charging rate per project from financial system and working hours per person per project in time recording system to derive the salary cost per project) 
	use the combined data to understand all aspects of the project 


 
[bookmark: _Toc85435561][bookmark: _Toc90395081]4.2 Opportunities Pipeline & Forecasting  
 
	A 
	Opportunities Set-up 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Bid Lead 
	create opportunities and enter relevant detail information (e.g., project title, start/end date, income) as per the data field in the current template 
	record the active opportunities 

	2* 
	Bid Lead 
	edit opportunities  
	update the details of the opportunities  

	3* 
	Bid Lead 
	archive opportunities 
	move closed opportunities to inactive while keeping the information 

	4* 
	Bid Lead 
	delete opportunities 
	remove the opportunity that is not relevant and/or created by mistake 

	5* 
	System Admin 
	set-up custom reporting windows (e.g., one financial year, 3 financial years or 5 financial years) 
	enable forecasting for different time windows as required 

	6* 
	Bid Lead 
	conduct opportunities forecasting for multiple time windows 
	forecast opportunities accordingly especially for projects that are across multi-years 


 
 
	B 
	Monitoring 

	No 
	As a 
	I want to 
	So that I can 

	1 
	Business Development Team Member 
	set up reminder to ask bid led to update their responsible opportunities 
	ensure that opportunities data are up to date 

	2 
	Business Development Team Member 
	set up an alert with a threshold of required resources of an opportunity 
	be warned of a project that require particularly large resources 

	3 
	Business Development Team Member 
	see person and time when each opportunity was last edited 
	know when the opportunity was last updated and by who 


 
 
	C 
	Control 

	No 
	As a 
	I want to 
	So that I can 

	1 
	Business Development Team Member 
	enable approval of resources from other team if cross-time collaboration is required for the opportunity 
	ensure that the team is informed of potential resources committed to an opportunity 

	2 
	Business Development Team Member 
	enable a sign-off process of an opportunity  
	ensure that each opportunity has been checked by the key personnel 
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	A 
	Project Setup 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Team Lead 
	create project and enter relevant information (e.g., outcome, deliverables) as per the data field in the current template 
	plan the required project with the specific details 

	2* 
	Team Lead 
	edit project details 
	ensure that project details are up to date 

	3* 
	Team Lead 
	archive project 
	ensure that no one would be updating planning of the projects that are closed 

	4* 
	Team Lead 
	delete project 
	remove projects that were created by mistake or not needed anymore 

	5* 
	Team Lead 
	transfer the relevant details from an opportunity when it becomes a project 
	ensure consistency of the information and avoid duplicated efforts 

	6* 
	Team Lead 
	indicate the certainty of the project  
	distinguish how many times planned are for potential projects and for how much certainty 


 
 
	B 
	Planning 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Team Lead 
	fetch the available working weeks (resources planning unit) for each staff for that financial year (excluding holidays etc) from the financial/HR system 
	understand the available resources for each personnel, especially for a new starter joined in the middle of the financial year 

	2* 
	Team Lead 
	assign task to an individual with the time required and the expected date range 
	plan the required resources and tasks 

	3* 
	Team Lead 
	show the roles and pay grade of everyone planned 
	understand the skills and seniority level required for that task 

	4* 
	Team Lead 
	assign task to an upcoming post 
	plan the resources against an upcoming post 

	5* 
	Team Lead 
	assign task to a “robot seat” 
	plan the unavailable resources for the required tasks 

	6* 
	Team Lead 
	indicate what weeks/hours are planned for contingency 
	distinguish the resources planned for certainty and for contingency 

	7* 
	Team Lead 
	use different rate for the same role/grade for different projects 
	flexibly adjust the costs/quote for different projects 


 
 
	C 
	Monitoring 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Team Lead 
	indicate the progress of the project work using the RAG rating (e.g., Red, Amber, Green) 
	communicate how the work is progressing 


 
 
	D 
	Cross-team collaboration 

	No 
	As a 
	I want to 
	So that I can 

	1 
	Team Lead 
	send notification to request resources from the other team lead if my project require their involvement 
	communicate and ask for the required resources from the other team 

	2 
	Team Lead 
	be notified if the other team request the resources from my team 
	be informed of any potential requirement on my team’s resources 

	3 
	Team Lead 
	approve/reject resources request from another team 
	ensure that my team has the relevant resources for our commitment. 
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	A 
	Data Injection & Update 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	System Admin 
	inject the require data automatically in the centralised database 
	fetch the required data from the relevant sources automatically 

	2* 
	System Admin 
	the centralised database to be updated daily 
	ensure the data are up to date 


 
	B 
	Opportunity Pipeline & Forecasting 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Business Development Team Member 
	report on the expected income per quarter 
	forecast the potential income per quarter 

	2* 
	Business Development Team Member 
	report on the win/loss ratio 
	understand the success rate of the biding  


 
	C 
	Overview 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Team Lead 
	visualize the planned time/costs per major categories (e.g., strategic theme, high-level output). 
	analyse the planned time/cost per categories 

	2* 
	Team Lead 
	compare actual time/costs spent per major categories (e.g., strategic theme, high-level output). 
	analyse the actual time/cost per categories 

	3* 
	Team Lead 
	compare planned vs actual time/costs spent per major categories 
	analyse the planned versus actual time/cost spent per categories 

	4* 
	Team Lead 
	filter the chart by categories (e.g., lead team, delivery team) 
	customise the data to specific fields 

		5* 
	
	
	


 
	 Team Lead 
	 show total resources within the team, including how many are planned, how many are used, how many are remaining 
	 understand how the resources are used within the team 

		6* 
	
	


 
	 Team Lead 
	 visualize the resources used/planned/remaining distributed by key categories, e.g., paygrade 
	 understand the pay grade level of the resources 

		7* 
	
	
	



	 Team Lead 
	 drill down the visualization by key categories, e.g., job code 
	 analyse further details of the resource's distribution 

	8*
	 Team Lead 
	 pivot the visualization of resources between weeks of time and cash costs 
	 analyse the resources in both time value and money value 


 
 
	D 
	Available Resources 

	No 
	As a 
	I want to 
	So that I can 

	1* 
	Team Lead 
	compare the weeks/hours planned per person versus his/her available working weeks 
	understand whether we are under or over planning a person 

		2* 
	
	
	



	 Team Lead 
	 compare the weeks/hours planned per team versus their available working hours 
	 understand whether a team is under or over planning 

	3* 
	Team Lead 
	oversee how much of the work planned per person is not certain and/or for contingency 
 
	understand how strict the time were planned for that person 

	4* 
	Team Lead 
 
	oversee how much of the work planned per team is not certain and/or for contingency 
 
	understand how strict the time were planned for that team 
 

	5* 
	Team Lead 
	see how many works are planned on “robot seat” 
 
	know how many works are planned on unavailable resources 

	6* 
	Team Lead 
 
	oversee how many works per team are planned on “robot seat” 
 
	understand how many works in that team are planned on unavailable resources 
 

	7 
	Team Lead 
 
	see the required skills of the work planned for the “robot seat” 
 
	see the required skills of the work planned for the “robot seat” 
 


 
	E 
	Scheduling 

	No 
	As a 
	I want to 
	So that I can 

	1 
	Business Development Team Member 
	run a monthly report on the KPI (e.g., expect income for the financial year) 
	receive the required report periodically 

	2 
	Team Lead 
	schedule the analytics reports to be run on a specific date/frequency 
	receive the required report periodically 


 
	F 
	Reconciliation  

	No 
	As a 
	I want to 
	So that I can 

	1 
	Manager 
	record the time spent on writing the bid to specific project 
	allocate the resources spent on winning the project to the project cost so that it reflects the true and complete costs of the project 


 
	G 
	Balance 

	No 
	As a 
	I want to 
	So that I can 

	1 
	Manager 
	understand the shortfall of the income  
	know how many more income is needed to balance the book 


 
	H 
	Flexible 

	No 
	As a 
	I want to 
	So that I can 

	1 
	Manager 
	flexibly create reports using the available/combined data 
	generate the specific reporting to fit my specific requirements 
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Environment  
· It must be cloud based instead of an on-premises solution. 
· The solution must be fully managed and supported and ready to be used, i.e., it must be a SaaS (Software as a Service) solution, instead of a bespoke solution. 
· The SaaS product must host the data in the UK. 
 
Security 
· Facilitate MFA (multi-factor-authentication). 
· Facilitate Single Sign-on. 
· When accessing through a browser, any traffic in transit needs to be encrypted end-to-end, (e.g., data encrypted using SSL certificates).
· Data security and privacy policies compatible with GDPR regulations.  
 
Compatibility 
· MFA and Single Sign-on compatible with Azure AD.
· Compatible with Windows systems on desktop/laptops and iOS on mobile devices.
· Compatible with Edge and Chrome web browser.
· Needs to be able to print to on premises printers. 
· Needs to be able to relay from Hybrid Exchange servers for email.
· Needs to be compatible with AD – Either Azure AD or On-Premises AD as single source of truth. 
 
Support 
· Provide customer and technical support.
 
Others 
· It is preferred that a single solution can meet all the requirements from Finance, HR, and Planning. 
· It is preferred that the reporting function of the application is not an Excel add-on, if it is, it is expected that the add-on is updated frequently to ensure that it is compatible with the latest version of Excel. 
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[bookmark: _Toc90395086]6.1 Licenses
 
(1) Finance
· 2-3 licenses for System Admin 
· 8-10 licenses for Finance Team Members
· 10-15licenses for Project Managers/Team Leads 
· 200 ~ licenses for other staff 

(2) HR
· 5-6 licenses for System Admin 
· 8-10 licenses for HR Team Members 
· 200 ~Licenses for other staff 

(3) Planning
· 2-3 license for System Admin
· 10-15 license for Team Lead/Business Development Team
· 200 ~ licenses for other staff

(4) Employee Self Service
· JNCC has approximately 250 staff and this number is increasing

[bookmark: _Toc90395087]6.2 Data Migration

It is required to migrate the existing data to the replacement system to keep the historical records.


[bookmark: _Toc90395088]Appendix A. Current Financial Management System

Kypera is the key financial management system that JNCC is currently using, combined with various Excel Spreadsheets, MS Access databases and the utilisation of Intranet.  

Kypera has 3 main components:  
· Kypera Financials: The core of the system and it is the main database. 
· Kypera Business: An application user interface that facilitates some process management. 
· Kypera XLR: An add-on in Excel that feeds Kypera Financials data into Excel Template that forms reporting. 
 
[image: Kypera component flow chart]
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This module is mostly used by the Finance Team. 

(1)  System Management  

	Task 1 
	Manage Users 

	Description 
	· Create/Edit/Delete users accounts  
· Setup/Edit user permissions  
· Setup/Edit role permissions 


 
	Task 2 
	Manage Suppliers/Customers 

	Description 
	· Create/Delete suppliers/customers 
· Create/Edit suppliers/customers details (e.g., bank information, payment terms)  


 
	Task 3 
	Setup/Edit Master Code List 

	Description 
	· The master code list is used to link category/personnel/project etc with corresponding details in the system (e.g., each job code is assigned to a specific PM, so Kypera Business knows who the requisition request goes to). 
· Note that the code is setup in Kypera Financials, but the approval part is setup in Kypera Business. 



(2) Financial Management 

	Task 1 
	Bank Reconciliation 

	Description 
	· JNCC holds bank accounts in Lloyds Bank and has 2 accounts: GBP and EUR.   
· JNCC has some income in Euros, but all Euros transactions are converted to GBP before moving to the financial management system.  
· Finance team match transaction in bank accounts with business accounts records (e.g., invoices, expenses) in standalone excel spreadsheet, while referencing the nominal balance from Kypera Financials 


 
	Task 2 
	Add Journal 

	Description 
	Add/Import/Post journals 


 
	Task 3 
	Manage Capital Expenses & Asset 

	Description 
	· Finance team assigns the capital expense as a separate code and manually finds it afterwards and adds it as Fixed Asset in Kypera Financials. 
· After the fixed asset being added in Kypera Financial, it calculates the depreciation accordingly. 


 
	Task 4 
	Add Budget 

	Description 
	Upload the budget spreadsheet into Kypera Financials 


 
	Task 5 
	Manage VAT  

	Description 
	· JNCC is partially exempted in VAT and Finance Team calculate the VAT returns with the specific VAT percentage in Excel Spreadsheet 
· Finance team then use PwC vat Efile to submit quarterly VAT reports to HMRC 


 
	Task 6 
	Generate Sales Invoice 

	Description 
	Project Manager/Team Lead fill in sales invoice in Excel template, send the invoice to Finance team, and the Finance team to post it in Kypera Financial. 


 
	Task 7 
	Extract Output 

	Description 
	Extract the output to Excel files 



[bookmark: _Toc87869518][bookmark: _Toc90395090]2.  Kypera Business 

All staff in JNCC have access to Kypera Business, however, some tasks are performed by all staff (e.g., expense claim) while some tasks are mostly conducted by finance team/project managers/team leads.  

(1) Process Control 

Finance team create and control the process and logic in the Kypera: 
 
	Task 1 
	Setup/Edit Approval Process/Corporate Logic 

	Description 
	· Decide which process/criteria requires what approval process. (e.g., Requisition for more than £2000 needs Finance approval while less than £2000 only need project manager approval) 
· Decide who should have access to what content (e.g., specific personnel to have access to specific Goods for receipt notes) 
· The approval paths that depend on job code/amount, and determine the different set paths for different values and persons 


 
	Task 2 
	Manage Operational Expenses 

	Description 
	· View expense details 
· Approve/reject expense  
· Set access limit to each project code 



(2) Requisition  

	Task 1 
	Create Requisition 

	Employees can create requisition following the below workflow: 
[image: Diagram
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	Task 2 
	Authorise/Reject Requisition 

	Project Manager/Finance Team can authorise or reject requisition following the below workflow: 
[image: Diagram
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	Task 3 
	Amend/Delete Earmark 

	Employee who created the earmark can amend or delete it:  
[image: Diagram
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(3) Goods Receipt Note 
 
	Task 1 
	Create goods receipt note 

	Employees who is responsible for the purchase orders can create a goods receipt note in Kypera Business to confirm that the goods are received: 
 
[image: Diagram

Description automatically generated] 



(4) View/Explore Information  

	Task 
	View Summary Information 

	Description 
	The Kypera business homepage contains a list of summary information areas. 
 
Most commonly used:  
· Awaiting Goods Receipt Note: Once you have set up a standard requisition but before you have paid for the product you are at a stage where you are Awaiting Goods Receipt Note. If you click on this row a list of current ‘Purchase Orders’ will appear, showing the money you are committed to spending.   
· Held Goods Receipt Notes: If you start the Goods Receipting process but do not ‘release’ then it will become a ‘Held Goods Receipt Note’. Note, the commitment will not show up on Kypera XLR. You can click on a held goods receipt note, edit and release it, or you can make it revert to ‘Awaiting Goods Receipt Note’ status by deleting it.   
· Held Requisitions: This lists your ‘earmarks’. If you start setting up a standard requisition, save it but do not release it then this will also appear under ‘Held Requisitions’. You can click on a held standard requisition, edit it and then submit it.     
· My Reports: This contains a list of all expenses claims forms that you have submitted. 
· Favourites: It lists all ‘favourite’ short cuts you have set up. It can be used to save time in entering information. 
· Completed Tasks: Contains details of when an ‘authoriser’ has released your requisition. This information will also be sent to you by email.  
· Information: Contains details of when an ‘authoriser’ has released or rejected your requisition. This information will also be sent to you by email. 
· Tasks: A task will appear in this row if you are required to check and authorise a requisition. 


 
	Task 
	Performing an enquiry 

	Description 
	· On the blue menu bar at the top of the page go to Reporting, Enquires, then select what you want to search for out of: Full requisition enquiry, Goods receipt enquiry, Full purchase order enquiry, Full invoice enquiry 
· Enter one or two search parameters to enable Kypera to locate the required record. For example, you may know the name of the supplier that it relates to. You can enter the supplier by typing in the first few letters of the supplier’s name, then clicking on the blue browse box and selecting the relevant supplier from the list. If you know roughly when the requisition/goods receipt/purchase order/full invoice was created, then it is useful to add this information by completing the creation date ‘from’ and ‘to’ boxes in order to narrow down the search.  
· Click on the ‘Search’ button at the top right-hand side of the screen. 
· Expand the list of ‘return results’ by clicking on the search criteria heading displayed. A list of all the return results should now be displayed. 
· To view a result, click on the magnifying glass symbol to the right of the relevant row.  



[bookmark: _Toc87869519][bookmark: _Toc90395091]3.  Kypera XLR 

Kypera XLR is a tool, used through Excel, which draws on the Kypera financial database to present the financial status of Teams, Projects, and Jobs Codes. The Finance Team used it to create and understand financial status. Project Managers/Team Leaders/ used it to create and understand team/project/job code reports. 

(1) Report Data 
 
[image: Diagram
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A typical report will look like this (Figure 1). Note, reports have the same format (with the same columns and rows) regardless of whether they are produced for teams, projects or job codes. 
 
[image: Table
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 Figure 1. An example of a typical Project report. 
 
Understanding the columns 
The columns refer to where the money currently is in the financial system – i.e. is it in JNCC’s budget, have we committed the money to be spent, indicated that the money is intended to be spent, or actually spent the money? 
 
Explanations of the different columns are provided below.  
 
Budget: Money allocated to the project/team from JNCC's budget  
· Actual: Supplier has been paid (money has been spent). Any figure under ‘Income’ indicates that the income has been invoiced or the income has been received. 
· Soft commitment- Purchase requisition has been raised but has not yet been authorised (the work is out to tender but has not yet been awarded). 
· Unreceipted Order- Purchase Requisition has been approved and has become a Purchase order. 
· Hard Commitments-Purchase Order has been received but supplier has not yet been paid. 
· Unapproved invoice- Invoice has been received and matched on the system but goods receipt has not been generated yet and supplier has not yet been paid. 
· Earmarked- budget and income earmarks that are needed but that are not yet ready to become purchase requisitions or commitments (e.g., T & S that hasn’t been spent yet or the contract technical specification is still being scoped out) and other requisitions that may have been put on hold. 
· Forecast (Total Actual, Committed & Earmarked) - Grand total considering all transactions on the system. 
· Forecast surplus / (deficit) - shows whether the team will be over or under spent when the projected expenditure less income receivable is compared to the budget. 
 
Understanding the rows 
The different Rows relate to different types of expenditure or income. 
 
· Salaries – if your project is income funded an amount will show here otherwise this should be blank 
· Administrative costs - primarily Travel and Subsistence for most projects 
· Scientific spends 
· Capital Costs 
· Overhead Recharges 
· Total Expenditure 
· Income 
· Net Cost/Call on GIA 
 
The report shows the forecast year end position in the bottom right-hand corner (-327.18 in the example above). The figure being a negative indicates that this team is overspent. Please note that Total Expenditure Row always reflects how much Grant in Aid is required once all the transactions on the system are taken into account. 
 
It is possible to adjust the Periods the report applies to by changing the numbers currently shown as 1 to 12 in the Period row of the report. This can be useful if you want to focus on transactions that have taken place in a particular month or quarter. 

(2) Project Managers/Team Lead/Finance Team 
 
	Task 1 
	Create a report 

	Description 
	· Open Excel and select ‘Yes’ to the question ‘Do you wish to log into Kypera XLR?’. (If this question does not appear ask IT Services to ensure the software is installed on your computer)  
· Click File, New, then select Shared. Choose the Finance [current financial year] tab and select ‘Basic Team Report’, ‘Basic Project Report’ or ‘Basic Job code Report’. 
· Enter the code for the team, project, or job code of interest in the relevant cell (E4) at the top of the table. Lists of team, project and job codes can be found on the intranet in the Finance Coding Lists Section. Make sure the code is preceded by an apostrophe so that Excel treats the code as a text rather than numeric field. The name of the team, project or job should appear to the right when you click out of the cell.   
· Click on the ‘Add-ins’ tab at the top of the screen 
· Click on ‘XLR’ and select ‘Recalc Workbook’ from the dropdown menu. 


 
	Task 2 
	Explore a report 

	Description 
	Performing a ‘Drill Down’ query 
· Right click on the cell you wish to investigate and select Drill Down. 
· Double click on Nominal and select an option from the list (normally the description field will give you most of the information you require).  
· A new worksheet will come up displaying the information you have requested. 
· If you need to retain information for future reference, then copy to a new workbook. You will need to do Paste Special and select Values otherwise the figures will reset to zero and would need to be recalculated again  
 
Performing a ‘Transaction Drill’ query 
· If you require more detailed information such as the date of a transaction, purchase order number, nominal code or job code you can find this information by performing a ‘Transaction Drill’.   
· Right click on the cell you wish to investigate and select Transaction Drill. 
· A box will pop up showing all the information that is available. Items in the right-hand side are the ones selected. If you require additional information, ensure that you select this in the left-hand column (so the item is highlighted) and then click the single green arrow pointing to the right-hand box.  
· Once you have selected all the items that you require click on the blue ‘tick’ icon in the bottom right of the screen. 
· A new worksheet will come up displaying the information you have requested. 
· If you need to retain information for future reference, then copy to a new workbook. You will need to do Paste Special and select Values otherwise the figures will reset to zero and would need to be recalculated again 



[bookmark: _Toc87869520][bookmark: _Toc90395092]3.  Processes outside Kypera 

(1)  Financial Forecasting  

JNCC Finance team conduct 2 types of forecasting:  
 
	Task 1 
	Salary Forecasting 

	Description 
	Combine data (manual process) from the below 3 data sources to create a costs centre level report to ELT monthly: 
· Get reports from OpenHR with employee details (e.g., employee role, salary) 
· Pay table (e.g., pay overtime, maternity pay) from payroll provider 
· Excel file from HR team where they fill in details of new starters with salary and start dates. 


 
	Task 2 
	Project Finance Forecasting 

	Description 
	Combine data from budget tables and actual spending data (manual) and create project finance reports monthly.  



(2)  Payroll 

JNCC currently uses SSCL to manage payroll, they also deal with statutory sick/maternity leave pay.  

(3)  Time Recording 

Every employee needs to complete an Excel template for the hours that they work on every day, specifying which hours are for which projects. Each week, the employees need to submit the fulfilled Excel spreadsheet and enter the hours for each project through Intranet. 



[bookmark: _Toc90395093]Appendix B.  Current HR Management System

OpenHR is the key human resources system that JNCC is currently using.  

OpenHR has 4 main components:  

	Components 
	Users 
	Main Purposes 

	Self-service 
	All employees 
	Manage their own human resources related tasks (e.g., book leave, change bank account and contacts, capture EDI data, appraisal)  

	Data Manager 
	HR team 
	Manage the human resources related tasks 

	System Manager 
	HR administrators 
	Manage the data and workflow related tasks 

	Security Manager 
	HR administrators 
	Manage the users and permissions 



[bookmark: _Toc90395094]1. Self-service 

This module is used by all employees for their human resources related tasks. 
 
[image: Graphical user interface, text, application, chat or text message
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	Task 1 
	Update personal information 

	Description 
	· Personal information includes address, bank details, EDI data, emergency contact, pension related information)  
· If payroll related data are changed, an email will be sent to HR to ensure the updates are reflected on the payroll.  


 
	Task.2 
	Book leaves 

	Description 
	· Employees use this section to request and record leaves, including holiday, sick leave, and maternity leave.  
· The leave request email will be sent to the line manager, if the line manager fails to respond within 7 days, a second email will be sent to the second line manager, if it also doesn’t respond for another 7 days, a 3rd email will be sent to HR to review the request.  


 
	Task 3 
	Training 

	Description 
	· Employees use this section to record what training they have conducted.  
· Some training courses are one-off, some training courses are recurring (e.g., once per year).  
· Some training courses are role-specific (e.g., for managers only), some training courses are generic (e.g., health & safety) 
· For each training course that the employee completes, they input the start date and end date to that training course 


 
	Task 4 
	Line managers tasks 

	Description 
	Line managers approve/reject leave request 
Line managers view leave calendar of subordinate 
Line managers enter performance appraisal 
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This module is used by HR Staff to manage the human resources related tasks. 
 
	Task 1
	Manage employee records 

	Description 
	· View/update data in the corresponding databases. The most used DBs are “Personal Records” and “Post Records”. For example, go to “Personal Records'' to view the list of all current employees, sort the list by different parameters (e.g., first name, last name, staff number). 
· Clicking on each entry will open the record and can update the relevant information about that employee 


 
	Task 2
	Manage employee’s working pattern 

	Description 
	· Enter employee’s working pattern (e.g., full-time, part-time, reduced hours) 
· Specify exactly which (half) day of the work is the employee expected to be working 


 
	Task 3
	Add new employee  

	Description 
	· Add a new employee and enter the start date 
· When reaching the start date, the new employee will be automatically moved to the “current employee” from the “new starter” 


 
	Task 4
	Change employee to leaver  

	Description 
	· Employee/Line Manager send email to HR informing a leaving employee with leave date 
· HR to update the employee to a leaver with an end date in the system 
· When reaching the end date, the employee will be automatically moved to “past employees” from the “current employees” 


 
	Task 5 
	Update employee working pattern 

	Description 
	· Update the working pattern of an employees, e.g., full-time, part-time, reduced hours 
· Specify exactly which day or half day of the work is the employee expect to be working  


 
	Task 6 
	Update employee annual leave amount 

	Description 
	· Set the amount of annual leave per employee 
· Employee’s entitled annual leave amount increase from 25 days to 30 days based on tenure 
· Currently need to manually update the correct amount of annual leave based on the working patterns (i.e., the system doesn’t automatically calculate the corresponding right amount of annual leave based on reduced hours) 

	Task 7
	Manage post 

	Description 
	· Update the line manager for a post 
· Distinguish the nature of the post by adding the “T” (temporary posts) and “M” (maternity cover) after the job pose id, so that they are clear which original post is the temporary post covering.  


 
	Task 8
	Manage current users 

	Description 
	· View the users who are using the system now 
· Force specific users to log out of the system when needed 


 
	Task 9
	Reporting 

	Description 
	· Build custom reports (i.e., matrix tables) from base/related tables 
· Utilise filters (e.g., current posts) and calculation (e.g., sum, average) to customise the reports 
· Set reports to be templates and share them so it can be reuse and/or used by other team members 
· Output the tables to excel 
· Some team members use Power BI to visualise the data in charts. 
· Batch reports are produced and sent to the HR inbox for onwards transmission as relevant e.g., to benefit providers to update on starter and leavers 
· Probation reports are sent to Line Managers at 3-, 8- and 12-month review points 
· An annual ‘reminder’ email is sent to staff to check their HR data is correct. 
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This module is used by HR administrators to manage the data and workflow related tasks. 
 
	Task 1 
	Manage tables and columns 

	Description 
	· Create/edit/delete tables in the system 
· Create/edit/delete columns/fields and their types in tables 
· Create/edit/delete table relationships 


 
	Task 2 
	Manage workflow 

	Description 
	· Create/edit/delete workflows the system 
· It is currently only triggered with internal system, but could potentially be triggered by external systems (e.g., time sheet to trigger some workflow here) 


 
	Task 3 
	View Management 

	Description 
	· Add/edit/delete the fields in each component 



[bookmark: _Toc90395097]4. Security Manager 

This module is used by HR administrators to manage the users and permissions. 
 
	Task 1 
	View Management 

	Description 
	· Add/remove users as data managers/administrators 
· Edit the permission of data managers 
· Currently users to access “self-service” is added by IT team 



[bookmark: _Toc90395098]5.  Processes outside OpenHR 

(1) Payroll Management 

JNCC currently uses SSCL to manage payroll along with statutory sick/maternity leave pay and JNCC is planning to continue using SSCL.   

(2) Time Recording 

Employees need to record their time in an Excel template, which includes the hours that they work every day and the hours worked on each project.  
 
The HR Team is not currently consuming timesheet data, but it could be useful to be able to link the time recording data to be analysed in the HR reports.  

(3) Workforce Management 

	Task 1 
	Workforce planning 

	Description 
	· Team Leads analyse the current and upcoming workload and budget to identify the potential changes in workforce 
· If a new job position is required, the Team Lead will send email to the HR team 


 
	Task 2 
	Recruitment 

	Description 
	· HR team conduct recruitment with internal team (i.e., no external recruiter or using any external tools) 
· HR team members track the application process using the civil service recruitment tracking system 


 




[bookmark: _Toc90395099]Appendix C. Current Planning System

The process of the planning is depicted in the below diagram: 
 
[image: Diagram
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The process of generating the capacity reporting is depicted in the below diagram: 
[image: Diagram
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[bookmark: _Toc90395100]1.  Opportunities Pipeline & Forecasting (OPAF) 

The main purposes for opportunities pipelines & forecasting are: 

· Keep a record of the non-core income planning 
· Inform where the non-core income is from 
· Monitor what covers the funding gap and how many percentage/ratios does it cover 
· Inform strategic planning, recruitment and future skills required (currently not conducted in the process) 
 
The OPAF is currently conducted in Excel spreadsheets and all JNCC staff have access to it.  The OPAF is used to forecast for 12 months and next 3 years. 

The main tab contains the below list of fields and information necessary to capture the key elements of the opportunity: 

	Field Name 
	Description 

	Unique ID 
	· This is automatically generated in the Excel template 
· Each opportunity needs to have a unique identifier 

	Date entered on OPaF 
	The first date when the opportunity was entered into the OPAF spreadsheet 

	Director 
	The name of the director of the team that is entering the opportunity 

	Team 
	The name of the team that is the leading the opportunity 

	JNCC bid lead 
	The name of the JNCC staff who is leading the bid 

	Project title (Short) 
	The short name of the project 

	Project title (Long) 
	The long name of the project 

	Project Region 
	The region of the project implementation 

	Funder/Fund name 
	The name of the funder or the fund 

	JNCC Role 
	The role of JNCC in the bid 

	Partners 
	· The partners that are submitting the bid along with JNCC 
· If JNCC is not the list, specify lead in bold 

	Project Value 
	The total value of the project 

	Go-No-go Score 
	Calculated by an Excel template with model 

	Approval level risk 
	Calculated by an Excel template with model 

	Likelihood of success 
	Calculated by an Excel template with model 

	Status 
	The status of the bid 

	Submission deadline 
	The deadline of the submission 

	JNCC theme 
	Which JNCC theme does the bid relates to 

	Post Bid Evaluation complete 
	Indicate whether the post bid evaluation has been completed 

	Date secured/signed 
	The date when the contract is secured and signed 

	Project Number 
	Project number is a form of linking and it is given by the Finance team after request 

	Jobcode 
	Jobcode is a form of linking and it is given by the Finance team after request 

	Project start date 
	The date when the project is expected to start 

	Project Manager 
	The assigned project manager 

	Total Income for each financial year 
	Also needs to note: 
-Any match funding or in-kind contribution when relevant. 
-Net and gross income 

	Name of the person who checked costing 
	Provide the name of the person who has checked the costing 

	Date last reviewed/update 
	The date when the entry/data/information of this opportunities was last reviewed/updated 

	Comments 
	Any additional comments 

	Seedcorn 
	Seedcorn is a % applied in the costing calculator to bids for income. The suggestion from BD team has been to set it at 20%, but it is flexible, and some bids do not or cannot include seedcorn. If the finances and the planning are going to align, seedcorn needs to be either be added into the planning, or removed in a consistent way from income received (e.g. into a central fund). 


 
The “Archive” tab is used to store the historical opportunities. 
 
The “F&P” tab is used to analyse the total income from all opportunities per quarter per financial year.  

[image: Graphical user interface, application, table, Excel
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[bookmark: _Toc90395101]2.  Capacity Planning  
 
The Planning spreadsheet template was created to temporarily serve the capacity planning process as a way of capturing what JNCC is going to deliver and how they relate to the project.   
 
Some projects can have a mix of sources of funding, e.g., partially funded by non-core and partially funded by GIA.  
 
The time window of the capacity planning is expected to be one financial year.  

(1) Output sheet 

This is the main sheet where the main deliverables and the master linking appear: 
 
	Field Name 
	Description 

	Output ID 
	· Each of these spreadsheets relate to a single team, but some output will need input from multiple teams. 
· An identifier to allow JNCC to join up different teams about the single output 
· There are no rules of how these IDs should be derived, but the only requirement is that it should be unique. 

	Output 
	A set of individual outputs, things that JNCC plans to deliver 

	Deliverable 
	· More specific deliverables within the Output 
· Multiple teams can work on the same output but different deliverables 

	Lead Team 
	The team that is leading the output 

	Delivery Team 
	The team to be delivering the specified deliverable in that line item 

	Director 
	The director of the leading team 

	Strategic Theme 
	Relate the output to JNCC’s strategies (currently 4) 

	High-level Output 
	Within the strategic themes 

	Performance Measurement 
	· Effectively a set of 30-40 more specific things that JNCC is going to deliver inside a year 
· Theoretically speaking should be completed, but sometimes spreadsheet might not have these populated  

	Job Code 
	· The code to join processes/components inside JNCC 
· A project can have one or multiple job codes, depending on whether it is needed to break out the spend inside the project. For example, if a project is running externally, you might need to report on different aspects of that project separately (e.g., how much staff time) and the job code gives a way of sub setting the project. 

	Project Code 
	Sometimes team use sub project code, e.g., 310a, 310b 

	OPaFID 
	Corporate mechanism, what are we looking for in funding, joining them in the system, manage how JNCC fund its gap 

	Funding Source 
	Assign to the most appropriate funding stream 
· Gov Non-Core 
· Income - Non Gov 
· G & Cs (Government & Corporate Services) (effectively a way to flag the overhead costs, thing that JNCC needs to do that is going to cost staff time, charge either part of core or non-core. 
· Marine 
· Reserved  
· UK Coordination 

	Certainty 
 
	· GIA (grant in aid, it means pretty much certain) 
· Confirmed 
· Very likely 
· Likely 
· Unlikely 
· Unknown 

	Approved 
	This was previously used for directors to approve the spending, but it hasn’t been used as much 

	Resources 
	For the deliverable, how many weeks of time for each grade (i.e., Grade 7, S, H, O) is needed to deliver that deliverable over the year.  

	Delivery Profile 
	In terms of which month, it would be delivered within as percentages, e.g., 10% of the deliverables to be done that month (rough estimate) 


 
(2) Staff sheet 
 
Staff Setup 
 
	Field Name 
	Description 

	Staff name 
	· The list of staff name within the team 
· This might need to be updated over the year with change in team member 

	FTE 
	· Full-time Equivalent the proportion of the year, how much time the person of the year is available. They can be full time, part time (e.g., 0.5) or because they join in the middle of the financial year (The current template wasn’t designed to suit the time planning of employee join after the financial year started, so a temporary work around has been increasing the “unavailable” time to adjust the available/pro-rata time) 

	Unavailable 
	· The amount of time that the employee will be unavailable (e.g., holidays). 
· Unavailable is default pro-rata but may be overridden in the case of planned sick or maternity/paternity 

	Overhead 
	· The amount of time that the employee needs to spend on overhead (e.g., training). 
· Overhead is default fixed at a certain number of weeks for each Grade 

	Assigned  
	The number of weeks that has been planned 

	Remaining 
	The remaining, if negative, means over committed 


 
Staff Work plan 
 
*One employee can appear in multiple row 
 
· Staff Member 
· OutputID 
· FTE Weeks 
· Staff Grade 
· Output 
· Deliverable 
· Funding Source 

[bookmark: _Toc90395102]3.  Reporting  

[bookmark: _Toc90395103]3.1 Opportunities Pipeline & Forecasting Reporting  

This is currently manually extracted from the Excel spreadsheet, showing the key statistics, for example, the values of the total potential income per quarter, the ratio of the win/loss effort.  

[bookmark: _Toc90395104]3.2 Capacity Planning Reporting 

Currently this is created by JNCC internal data team using Power BI.  Overnight, the Power BI collates all files and creates a table named “planning sheet” and builds dashboards based on the data. 

The current dashboards include a set of charts (e.g., pie chart, bar chart) showing the planned/actual time per output/strategic theme/grade etc, and it can be filtered by delivery team, lead team etc. 
 
The current dashboards are primarily designed for executives/director's level reporting, but dashboards also need to help team leaders in understanding resources planning. 
 
(1) Planned 

Planned Time (wks) per Lead Team/Strategic Theme/High-level Output/Performance Measure 

[image: Chart, application, pie chart
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Planned Time per Output 

[image: Chart, box and whisker chart
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Planned Staff Cost by Output ID/Source/Strategic Theme/High-level Output 

[image: Chart, pie chart
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Outputs by Q1 Rating 

[image: Chart, pie chart
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(2) Actuals  

Spent Weeks by Job Code 
 
[image: Chart, bar chart
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(3) Planned vs Actuals 

Planning vs Spent Weeks per Job Code
 
[image: Chart
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Spent Weeks vs Planned Weeks by Funding Source 

[image: Chart, bar chart
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Planned Staff Cost vs Actual Staff Cost YTD by Funding Source/High-level Output/Strategic Theme 
 
[image: Chart
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Planned Staff Cost vs Actual Staff Cost YTD by Lead Team 

[image: Chart, bar chart
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Planned Staff Cost vs Actual Staff Cost YTD by Delivery Team  

[image: Chart, bar chart
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[bookmark: _Toc90395105]Appendix D. Current IT Infrastructure 

JNCC manages its internal current corporate systems and IT infrastructure end-to-end with internal IT teams.  

	Category 
	Description 

	Device & OS 
	· All desktops and laptops are using Windows 10. (Approximately 90% users use HP while 10% use Microsoft Surface).  
· Corporate mobile phones are all iPhones (approximately half of JNCC staff have been assigned a corporate mobile phone).

	Email 
	· 99% of mailboxes are using 365 Exchange online.
· Some of the processes are currently still using Exchange on premise (e.g., emails sent from Kypera), ideally in the future would want to move to using online only.

	Collaboration 
	· Microsoft Team is the main communication tool (e.g., instant messaging, conference call). 
· File storage/collaboration use SharePoint or Team files (both on cloud).

	Browser 
	· Edge and Chrome on Windows desktops/laptops.
· Firefox is not a JNCC recommended browser, but some developers are still using it.
· iPhone use the Chrome browser, not Safari.

	Hosting 
	· Hybrid solution.
· On premises IT infrastructure is predominantly based on Windows servers.
· Some services using Cloud based infrastructure off premises.
· AWS hosting mainly for development purposes.
· Azure AD for corporate data and services.
· Some applications delivered through Teams.

	Development 
	· JNCC in house development team skill set includes Python, SQL and R.

	VPN 
	· VPN with split tunnelling.
· JNCC staff need to connect to VPN if they need to access internal services (e.g., intranet) but they can access the external services (e.g., MS Teams, email) without VPN. 

	Security 
	· MFA is being deployed to the organisation. MFA is being deployed for access to Office 365 only at present.
· All applications have Single Sign-on.
· Security policy is set up in Azure AD.
· MS Dynamics setup the security groups, managed and synchronised.
· GDPR policy implemented for data security and privacy.
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