[image: ]
Requirements Gathering
Table of Contents
Solution Background	2
Business Need	2
Solution Timelines	2
Communication & Responsibilities	2
Dundas Team	2
Client Team	2
Solution Scope/Deliverables	3
Requirements (Repeat for each Deliverable)	3
Mock Ups and Design	3
Target Audience	3
Business Objective/Metrics	3
Interactivity	3
Access/Security	3
Solution Integration	3
User Authentication	4
Data Sources and Backend Architecture	4



Solution Overview
The document purpose is to discover the Business Needs of the project including business objectives, current problems and situations to solve, assumptions and constrains. The document should provide a clear idea on the project scope, requirements and success criteria.

[bookmark: _Toc67558513]Solution Background
Is this a brand new solution or a change? If change, why? What lead to the project initiation?

[bookmark: _Toc67558514]Business Need
What business problems should be addressed? What benefits should the project bring?

[bookmark: _Toc21444081][bookmark: _Toc67558515]Solution Timelines
· Solution Design: Click or tap to enter a date.
· Development/Feature Freeze: Click or tap to enter a date.
· QA Testing: Click or tap to enter a date.
· Bug Fixes: Click or tap to enter a date.
· UAT Testing: Click or tap to enter a date.
· Go Live: Click or tap to enter a date.
· Other Dates: Specify other key project dates
[bookmark: _Toc21444082][bookmark: _Toc67558516]Communication & Responsibilities

[bookmark: _Toc67558517]Dundas Team
	Team Member
	Title
	Role & Responsibility

	
	
	



[bookmark: _Toc67558518]Client Team
	Team Member
	Title
	Role & Responsibility

	
	
	



[bookmark: _Toc21444080][bookmark: _Toc67558519]Solution Scope/Deliverables
Specify list of expected deliverables to be included as part of solution. Ex:
Sales Dashboard
Marketing Dashboard
Inventory Report
[bookmark: _Toc21444084]
[bookmark: _Toc67558520]Requirements (Repeat for each Deliverable)

[bookmark: _Toc21444085][bookmark: _Toc67558521]Mock Ups and Design
Provide any mock up or design screenshots 

[bookmark: _Toc21444086][bookmark: _Toc67558522]Target Audience

	User Group
	Business Need
	Skill Set
	User Story

	
	
	
	



[bookmark: _Toc21444087][bookmark: _Toc67558523]Business Objective/Metrics
Identify business need/problem this dashboard/report should solve. Add Filled in KPI Template spreadsheet 


[bookmark: _Toc21444088][bookmark: _Toc67558524][bookmark: _Toc21444089]Interactivity 
Specify an interactivity that is desired. Ex. Filtering between KPIs, live data, drill-downs, navigations to other Views etc.

[bookmark: _Toc67558525]Access/Security
Specify any data-level security between the different user groups. Specify any other security privileges between the user groups i.e. read access vs read and write access
[bookmark: _Toc21444100][bookmark: _Toc67558526]Solution Integration
If applicable, specify any desired integration of the BI solution. i.e. embedding in an existing web-portal, SharePoint, type of devices to be viewed on, public facing etc.

[bookmark: _Toc21444102][bookmark: _Toc67558527]User Authentication
How will users be authenticated into the solution? SSO, AD, Local Accounts, Federated Authentication, Existing User Management System etc.
[bookmark: _Toc21444104][bookmark: _Toc67558528]Data Sources and Backend Architecture
Provide list of each data source type to be used i.e. SQL, PostgreSQL, Excel etc.
Provide any details on required ETL, or high level relationship diagrams of data structures.
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KPI Template.xlsx


KPI Template.xlsx
KPIs

		KPI#		Business Group/Department		Business Objective		KPI Name		KPI Description		Measure(s)		Dimensions		Filters		Sort By		Targets and Comparison		States		Action/Outcome		Data Source(s)		Data Refresh Inteval		Comments

				What is the targeted business group/department that should be able to view this KPI?  		What is KPI purpose/business objective		Business name of the KPI		Business definition of the KPI		Required numeric fileds in the KPI. Include calculation rules in brackets		Category fields by which to group measures		By what fileds users should be able to filter the KPI? Specify default filter in brackets		By what fileds users should be able to sort the KPI? ? Specify default sorting in brackets		What do you want to compare your measures against? Targets, benchmarks other historical data etc..		How do you define criteria of success; What does it mean by bad vs good vs OK etc..		What is expected to happen if the numbers are in a specific state?		Where is the data coming from (database, excel/flat files, OLAP cube etc…) Specify the database type and field/column measures and dimensions are picked from etc..		Frequency of Data Update. 		Any additionl notes or comments about KPI

		1				Increase revenue		Number of Orders Over Time by Region		Amount of orders per month for the last year split by region		1. Order Count
2. Sales Amount [Order Count * Price]		1. Year/Month/Day
2. Region		1. Product [All]
2. Customer Type [Online]
		1. Order Count [Descenfing]
2. Region [No default sorting]
		Order Count to Last Year Order Count for the same time period		Orders <= Last Year Orders = Bad
Orders > Last Year Orders - Good		Bad: send email to region manager with the dashbaord image		ERP system; data is in SQL Server database; Orders stored in [dbo].[Sales], Region stored in [dbo].[SalesRegion]		Daily 		Example of KPI Definition
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