Annex D — Statement of Requirements — Vendor Compliance with Specifications

Annex D-Vendor ComplianceWith Specifications

Please indicate with an (X) in the appropriate column if the application supports the functionality identified. Please provide additional comr
where applicable. Further details on each function is located at the appropriate Annex.
ANNEX A B STATEMENT OF REQUIREMENTS B SYSTEM

Section Function Yes | No | Additional Comments
General
1. Record membership details for individuals,
institutions and administrators including listed
details.
2. Provide online inquiry and maintenance
3. Process billing for membership, subscriptions, PD,

events and other products

4. A full reconciliation of financial transactions
detailing opening balance, sales, payments, refund
applying credits and closing balance.

5. Provide mailing and emailing functions for
subscriptions, PD, events and other products.

6. Process all financial transactions for members,
conference delegates, exhibitors, sponsors and no
members.

7. Provide an electronic interface to in-house financia

system (MYOB)

8. Provide stock control and online stock sales to all
users.
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Section

Function

Yes

No

Additional Comments

Provide office-bearer information pertaining to
groups, Board of Directors and committees, includi
length of time office is held.

10.

Offer a reporting facility with fixed and ad hoc
reports for administrative and executive users.

11.

Provide functions for the organisation and tracking
attendance at events and courses for members an
non-members.

12.

Targeted marketing facilities via mail and email as
well as the provision to personalise marketing ema
and letters.

13.

Capability to capture prospective/lapsed members
separate to the main membership database with
ability to migrate prospective/lapsed members oncg
they are registered to the main database, including
bulk imports.

14.

Detailed data audit log able to report when, who an
what was changed in a record or part thereof.

15.

Ability to separate different types of financial
transactions, including membership, merchandise,
events, conferences and PD.

16.

Capability to search transactions against type of
transaction, monthly statistics, financials based on
fully paid/direct debits.

17.

Ability to bulk print membership cards, with name,
post nominals and other details captured/merged

from the database with specific criteria..
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Section Function Yes | No | Additional Comments
18. Ability to search names against lapsed members a
reallocate the membership number to prevent
duplications.
19. Ability to track length of membership for loyalty
program purposes.
20. Ability to search for and remove duplicate records.
21. Ability to bulk email members renewal notices in a

variety of formats.

22. Ability for members to pay their renewals online.

23. A process to link two members holding joint
membership to a single address.

24. A process to link personal members to companies
and vice versa.

25. Ability to attach electronic copies of documents or
correspondence with members to their record,
including scanned copies of their qualifications

26. Ability to link mailing list and subscriptions to permi
reports on number of journals/issues sent out. This
would include a field for the subscription agents
reference numbers.

27. Online application/order forms for membership,
events, merchandise and subscriptions.

28. Members only area that contains the listed featureg
Annex A, pg 40.
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Section Function Yes | No | Additional Comments

29. Board/Executive-only area that contains company
reports and documents.

1.1 Users Of The System

Provide appropriate access to the system for:

1.1.1 Administrative Users and National Office staff
1.1.2 Office-bearers
1.1.3 ALIA Members
1.1.4 General Public
1.1.5 Conference Delegates
1.2  Security
1.2.1 Access via user identification and password.

Authentication process to be supported across
existing ALIAnet website as well as within the
1.2.2 Membership Services System

Supplier to maintain server operating systems and
1.2.3 software with all published security patches.

Firewalls and anti-virus software to be used to prot
1.24 the Membership Services System (if offsite).

1.2.5 Backup of the Membership Services System must
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Section Function Yes | No | Additional Comments

occur twice daily, between 12pm and 2pm and
between 9pm and 11pm.

1.2.6 Backup of the database must not disrupt access.
The Membership Services System must always be

1.2.7 available to all users.

1.2.8 Secure offsite remote backups are required.
The supplier must maintain a high level of physical
security at a level that meets or exceeds standard

1.2.9 industry practice.

1.3 Internet Access to the
Membership Services

System
Must not be dependant upon users having any
1.3.1 particular hardware platform or operating system.
Must not be dependant upon users having any
particular browser and must be capable of supporti
1.3.2 at least 95% of browsers.
Must be workable at a minimum resolution of
800x600 and with 256 colours and be scalable up {
1.3.3 the current standard of resolution and colour depth
The system must not require any application softw.
to be installed on the userOs computer other than
1.34 otherwise required to use a browser.
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Section

Function

Yes

No

Additional Comments

1.4 Interaction With
Existing Alia Website

The Membership Services System is to appear as

1.4.1 part of the existing ALIA website.
The supplier must ensure that there is a seamless
1.4.2 integration of the two sites.

1.5 Performance
Reporting

Excellent performance of the system overall is

15.1 essential.

Response to a OsubmitO or Orefresh® action shol
15.2 one to two seconds maximum.

The supplier must allow for general network OlagQ
1.5.3 part of the response time.

1.6 Member Service
Details

1.6.1

The existing functionality as a minimum standard o
the current system is required.

1.7 Reporting

Reports must be run from the Membership Service

1.7.1 System.
Users must be supplied with a number of integrate
1.7.2 reporting mechanisms.
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Section Function Yes | No | Additional Comments
1.7.3 Ad hoc reporting is required.
Tenderer must ensure that reports work in
conjunction with the tools required to deliver these
1.74 reports.
A Odrag and dropO functionality for all staff membg
1.7.5 is desired.
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Section Function Yes | No | Additional Comments

1.8 Financial

The system is to provide payment methods using
Direct Debit, manual banking of cheques and credi
cards, manual banking of BPAY and online direct
1.8.1 payments using BPAY or credit cards.

Must cater for administrative users and individuals
1.8.2 alike.

Must provide individual summaries of financial
transactions and export data or summaries as files
1.8.3 be taken to other ALIA financial systems.

Required to handle GST in transactions, recognisir]
1.84 that overseas residents are not charged GST.

Must provide functionality for the ALIA renewal
process, which happens annually at the same time
1.8.5 all members.

The ability to bulk email invoices in a number of
formats, along with personalised/mail merged ema
1.8.6 containing ALIAOs corporate branding is required

The ability for members to pay their invoices online
1.8.7 is highly desirable.
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Section Function Yes | No | Additional Comments
Member Services Tenderer must provide at minimum functionality
System Details f_or the following fi_elds. Details regarding the
fields are located in the corresponding Annex
heading.

1.9  Member Details

191 Master ID

1.9.2 Customer reference number

1.9.3 Addresses

1.94 Category

1.9.5 Grade

1.9.6 Type

1.9.7 Length of Membership

1.9.8 Fees

1.9.9 Balance

1.9.10 Financial Flag

1.9.11 Financial to

1.9.12 Billing Instalments

1.9.13 Linked to

1.9.14 Name
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Section Function Yes | No | Additional Comments
1.9.15 AliaNEWS
1.9.16 PD
1.9.17 Sector
1.9.18 Interests
1.9.19 Marketing
1.9.20 Group
1.9.21 Region
1.9.22 Comment
1.9.23 Added
1.9.24 Changed
1.9.25 User

1.10 Member Name -

Institution
1.10.1 Company
1.10.2 Rep name prefix
1.10.3 First Name
1.104 Initial
1.10.5 Last name
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Section Function Yes | No | Additional Comments

1.10.6 Suffix

1.11 Member Name D
Other Members

1.11.1 Name prefix
1.11.2 First name
1.11.3 Preferred name
1.11.4 Initial

1.11.5 Last name
1.11.6 Suffix

1.11.7 Post nominals

1.12 Addresses

1.12.1 Address type

1.12.2 Addressline1,2&3
1.12.3 City

1.12.4 State

1.12.5 Postcode

1.12.6 Country

1.12.7 Email address
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Section Function Yes | No | Additional Comments
1.12.8 Phone
1.12.9 Fax
1.12.10 Mobile

1.13 Personal Details

1.13.1 Master ID
1.13.2 Prefix

1.13.3 First Name
1.13.4 2" Name
1.13.5 Last Name
1.13.6 Previous Name
1.13.7 Post-nominals
1.13.8 Preferred Name
1.13.9 DOB

1.13.10 inCite magazine
1.13.11 Gender

1.14 Group and
Committee Membership

1.14.1 Ability to export committee details and committee
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Section Function Yes | No | Additional Comments

contact details to the ALIA website.

1.14.2 Activity Code
1.14.3 Activity Description
1.14.4 Position Code
1.14.5 Position Description
1.14.6 From date

1.14.7 Through date
1.14.8 Committee Contact

1.15 Banking Details

Transaction details need to be recorded and amen
1.15.1 to suit each user.

No further banking details are to be recorded other
than those required to be captured for reporting an
for interfacing with the ALIA accounting package
1.15.2 (MYOB) and banks.

1.16 Qualifications

1.16.1 Qualification Code

1.16.2 Institute

1.16.3 Year Graduation
1.17 Awards
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Section Function Yes | No | Additional Comments
1.17.1 Award
1.17.2 Year Awarded

1.18 Member Services
Application Details

1.18.1 Join Date
1.18.2 Previous Application
1.18.3 Reason
1.18.4 Finish date
1.18.5 Category
1.18.6 Grade
1.18.7 Pending date
1.18.8 Pending code
1.18.9 Election date
1.18.10 Certificate number
1.18.11 User codes
1.18.12 Mail codes

1.19 Membership History
1.19.1 Category
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Section Function Yes | No | Additional Comments
1.19.2 Grade
1.19.3 Pending date
1.19.4 Pending code
1.19.5 Election date

1.20 Member Services Fees|

1.20.1 Class

1.20.2 Fee

1.21 Subscription

1.21.1 Ability to link members to subscription agents.

Ability to generate reports that provides a member
count for each publication a member has subscribg
1.21.2 to.

Ability to generate a mailing list for each subscribel

1.21.3 and subscription.
1.21.4 Master ID
1.21.5 Magazine
1.21.6 Start date
1217 End date
1.21.8 No. of free copies
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Section Function Yes | No | Additional Comments
1.21.9 No. sent
1.21.10 Delivery code
1.21.11 Freight amount
1.21.12 Total charge
1.21.13 GST amount
1.21.14 Invoice amount
1.21.15 Invoice number
1.21.16 Comment

1.22 Inventory B Stock

1.22.1 Item code

1.22.2 At least 50 words of text

1.22.3 Price(s), allowing changes relating Members priceg
1.22.4 GST

1.22.5 Image

1.22.6 Postage and Handling

1.23 Comments

It is desirable that in most areas a user can add a
1.23.1 comment that can later be read when looking at thg
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Section Function Yes | No | Additional Comments

particular data.

1.23.2 Comment reference
1.23.3 Comment
1.23.4 Time stamp

1.24 Professional
Development

The PD scheme must be integrated into the existin

1.24.1 PD web-based database.
1.24.2 Master ID

1.24.3 Year

1.24.4 Points accumulated
1.24.5 Score for year

1.24.6 Total points for triennium

1.25 Events and
Conferences Functionality

The Membership Services System must contain an
1.25.1 Events module.

The Events module must be a detailed event
management screen to easily view event informatig
1.25.2 or view delegate information quickly.

Events and Conference Management
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Section Function Yes | No | Additional Comments

The events module must integrate with the

1.25.3 membership database.

Have the ability to set up events and conferences
1.25.4 through simple step by step processes.

Contain manual event codes that correlates with th
1.25.5 finance departmentOs job numbers.
1.25.6 Flexible module design to manage any type of eve

Management of Registration

Ability to register delegates through simple step by

1.25.7 step procedures.

Different registration fee categories with the ability
1.25.8 to add/edit registration codes.
1.25.9 Import name and address information.

Online Registration

Have a functional Internet interface for online
1.25.10 registration.

Fully featured and customisable outline registration
1.25.11 form.

Automatically add PD points when members use th
1.25.12 online registration.

Ability to have a customisable acknowledgement a
1.25.13 confirmation letter.
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Section Function Yes | No | Additional Comments

Ability to generate automatic acknowledgement via
1.25.14 email immediately after submitting registration.

Invoicing

Different invoice formats which are editable througt

1.25.15 word or excel.
1.25.16 Ability to email invoices.
Ability to edit and change invoice templates to suit
1.25.17 the event or conference.
Financial
1.25.18 Provide multi-currency support.
1.25.19 Link to finance departmentOs MYOB screen.
Produce event balance reports during the event
1.25.20 period.
1.25.21 Provide profit and loss statements.

Notes Section

1.25.22 Separate fields for different requirements

Dietary requirements registered and saved to
members details so when members register for a n
1.25.23 event, their requirements are automatically added.
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Section Function Yes | No | Additional Comments

Delegates Lists

1.25.24 Assign an event title for a delegate list

Different types of delegate lists are required as wol
1.25.25 of PDF formats.

Sponsorship Tracking

1.25.26 View sponsorship historical data.

Name Badges

1.25.27 Ability to design and print name badges.
1.25.28 Templates for name badges.
Mail Merge

Mail merge excel documents for mailing lists, letter
1.25.29 and name badges.

Training Manuals

Provide online wizards to guide the user through th
1.25.30 important steps of event set-ups and registrations.

Reports

Ability to save and export reports in a range of
1.25.31 formats, including RTF, excel, HTML, JPEG or PD

Statistics reports to be created from data from eack
1.25.32 field delegates.
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Section Function Yes | No | Additional Comments
1.25.33 Produce table and seating lists.
PD
1.25.34 Add PD points to events or conferences.
1.25.35 Link member PD points to events.

Communication

Personalised broadcast email/SMS (including hom

1.25.36 and work emails)
Issue tax invoices and confirmation letters via lette
1.25.37 fax or email, either singly or broadcast.
1.25.38 Ability to send bulk emails to delegates, vendors, e
1.26 Notes

ALIA to be able to define new flags for fields and
1.26.1 use them without requiring system changes.

1.26.2 Ability to edit or view several members at one time

Displaying of fields on screen is not important as
long as the same functionality is present and items
1.26.3 are connected in a logical manner.
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ANNEX B B STATEMENT OF REQUIREMENTS - PROFESSIONAL DEVELOPMENT

Section Function Yes | No | Additional Comments
1 Overview
Functionality of the PD module needs to be linked {
1.1 the membership database & the Events module.
2 Desired Features

Easy to use and view, intuitive interface with as fev

2.1 Oclick/tabsO as possible.
Single screen and/or ability to navigate quickly
2.2 between screens.
Development of form letters with merge fields
2.3 automatically imported.
3 Functional

Requirements

3.1 PD Registration Form
Online and downloadable in MS Word/MS Excel/p(
3.1.1 format.
Automatic confirmation of online registration by
3.1.2 email and when registration processed manually.
3.1.3 Ability to form letter/merge fields and urls.
3.14 Link to member record to include registration date.
3.2  Application Forms
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Section Function Yes | No | Additional Comments

Online and downloadable in Ms Word/MS Excel/pd
3.2.1 format.

3.3 Alerts

Receive automatic notification when member is
eligible to use CP post nominal, apply for CP
3.3.1 certificate and Associate Fellow.

3.3.2 Form letter/merge fields functionality

Training alerts to target mailouts or broadcast ema
for PD events by special interest, previous training,
3.3.3 or sector categories.

3.4 Record Keeping

3.4.1 Online portfolio to track PD points.
3.4.2 Automatically linked to events module to capture:
3.4.3 PD Provider
3.4.4 Course name
3.4.5 Date completed.
Sessions attended, points accumulated and tally of
3.4.6 points.
Online portfolio is to be linked to a memberOs reco
3.4.7 and be accessible to both ALIA and member.
3.4.8 Functionality to enable PD points to be allocated
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Section Function Yes | No | Additional Comments

automatically to a memberOs record when registral
is processed by ALIA.

Capability to download record sheet of PD activitie
3.4.9 in MS Word/MS Excel/pdf format.

3.4.10 Capability to attach record sheet to member record

3.5 PD Reports

3.5.1 Reports to be professionally designed.

3.5.2 Capability to insert graphs, pie charts, etc
Capability to create, customise and edit current

3.5.3 reports

3.54 Standard reports required:

3.5.5 Total number of ALIA members

Total number of PD scheme members by category
3.5.6 and state

Total number of PD scheme members including

357 contact details
3.5.8 Certified Practitioner recipients
3.5.9 Associate Fellows

Audit history, including compliant, non compliant
3.5.10 and withdrawn status

3.5.11 Online portfolio report
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Section Function Yes | No | Additional Comments

Audit selection of participants, allowing a random

3.5.12 selection of members to be selected
Process to prevent auditing of members previously|

3.5.13 audited in the last 3 years.
Target mailouts or broadcast emails for PD events

3.5.14 special interest, previous training or sector categor

3.5.15 Other reports documented in Events module.

4 PD Scheme Snapshot

4.1

Migration of PD activities and PD points table to ne

system.
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ANNEX C B STATEMENT OF REQUIREMENTS B MEMBERS ONLY & ECOMMERCE

Section Function Yes | No | Additional Comments
General
Interface for Members only Portal to support a widg
range of browsers and have simple controlled acceg
1 to a limited number of functions.
eCommerce product to be used by members and
2 general public for purchasing products from ALIA.
eCommerce interface to be support a wide range g
browsers and present a simple to use store and
3 shopping cart.
1. Portal
Provide secure login facility to identify current
members of ALIA and provide them with the ability
1.1 to:
1.2 Change personal details
1.3 Review membership details and renew membershi
1.4 Control membership to groups
15 Submit change of employers
1.6 Purchase merchandise at members only rates
1.7 Access additional services
1.8 Office bearers will require the ability to manage
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Section Function Yes | No | Additional Comments

membership for groups they oversee.

2 Secure Login Facility

Access to Members only section and Portal availak
2.1 only to current financial members of ALIA.

Creation of cookie via login process to verify valid
2.2 member for Portal and ALIA web site.

2.3 Ability for members to change password.

Facility to email new passwords to members that
2.4 have forgotten their current password.

2.1 Change Personal

Details

Each member will be provided the ability to change
the following fields of their personal record:

2.1.1 Preferred name

2.1.2 Address

2.1.3 Phone

2.14 Fax

2.1.5 Mobile

2.1.6 Personal email

2.1.7 Preferred contact
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Section Function Yes | No | Additional Comments
2.1.8 Password
2.1.9 Interests
2.1.10 Sector

2.2  Review Membership
Details and Renew

Membership

Members provided the ability to renew their current
membership standing and be allowed to renew the

221 membership through making an online payment.
Current membership standing will display

2.2.2 membership grade, expiry date, renewal required.
Payment taken through secure gateway or batch in

2.2.3 the database application.

2.2.4 Allow high security of member records
Business rules associated with the membership
renewal will automatically be applied and the

2.25 membership details updated accordingly.
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Section

Function

Yes

No

Additional Comments

2.3 Control Membership
to Groups

23.1

Provide a list of groups and a simple checkbox to
allow the user to join or remove themselves from
general membership to a group.

2.4 Submit Change of
Employers
Specific employer information will be displayed
24.1 upon request to the member.
Creation of online form to allow members submit
2.4.2 change of employer.
Change of employer form posted as a note against
individual member to be actioned by the membersh
2.4.3 department.
2.5 Office Bearer Access

Members who are office bearers provided addition

25.1 access to the groups of which they control.
Office bearers given ability to download a report of
all members. Report will contain memberOs positig
25.2 in group and contact details.
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Section Function Yes | No | Additional Comments

3 eCommerce

Simple to use storefront provided to members and
3.1 non-members.

eCommerce facility to be integrated with the

3.2 membership database.
3.3 Show items on sale, specials and limited offers.
3.4 Display items group by type.

Prices shown for items will be retail and membersh
price where offered. Membership prices will only b
35 available to financial members of ALIA.

Ability to include or exclude GST for
3.6 domestic/overseas payments

Members will be provided with discounts on items
3.7 selected at memberQOs price.

Payment will be accepted through an online payme
gateway or through a database batch process. Ord
will only be processed once a payment has been

3.8 recorded.
3.9 Integration with a secure payment system
3.10 Ability to upload merchandise images.

92



