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[bookmark: _Toc321388350][bookmark: _Toc330896689][bookmark: _Toc120694427]PROJECT SCOPE

[bookmark: _Toc120694428][bookmark: _Toc330896692]Inclusions

The standard operating procedures of each unit is attached where a tick represents possible automation and a cross is not likely to be automated. 

[bookmark: _Toc120694429]Demand Management

· The solution must enable the creation of the DMP template; 
· The solution should enable the consolidation of  all DMPs; 
· All DMPs above R1m should translate into a procurement plan;
· The solution should enable the monitoring of daily and monthly procurement plan Implementation, and send alerts and notifications to users.
· The solution should generate monthly and quarterly procurement plan status reports;
· The solution should enable the compilation of Specifications/ Terms of reference for procurement below R1m.
· Strategy unit to produce the APP, AOP and KPIs that has costs and in alignment with the demand management plan.
· Business to update the demand plan template by 31 March of each year;
· All projects that are above R1m in value will be transferred to the procurement plan;
· All projects below R1m will be facilitated through the quotation process;
· The system must provide the evaluation process;
· The system must rank the quotations;
· The system does the evaluation;
· The SCM Manager confirms the evaluation outcome;
· All templates should be part of the SAGE platform;
· The system must issue the PO;
· The approved PO  should follow a workflow process;
· is communicated to the winning bidder through email address;
· The system must validate the budget committed;
· The system should enable document management and storage,
· The system should allow 2 signatories;
· SLA template to be generated from the platform;
· All legal contract document to be compliant with the law;
· The system should allow document management workflow;
· Integrate the travel management process end-to-end.
· The system should interface with the scanner to read and record the barcodes of the assets;
· The system provides the lifespan of the assets;
· The system should record the delivery of goods through a scanner;
· The system should reconcile the invoice and the services rendered
· The system generates the payment notice as per the services rendered;
· The system confirms the banking details of the vendor;
· Payment is to be made within the prescribed time;
· The system reconciles the payment and the balance;
[bookmark: _Toc120694430]Quotations 

· The solution should enable the users to compile RFQs on the platform.
· The solution should facilitate approval of the Business case and Gap analysis and BSEC on the platform.
· The solution should enable the receiving and uploading of the RFQs on the platform, 
· The solution should interface with CSD to enable sourcing of quotations and outside csd 
· The solution should activate the closing of RFQs.
· The system should verify for compliance checks and compilation of comparison schedules; 
· The system should enable the evaluation of tenders;
· The system should enable the approval of the recommended Supplier;
· The system should issue the Purchase Order (PO);

[bookmark: _Toc120694431]Bids 

· The system should enable the users to compile and submit business case, gap analysis and the terms of references on the platform.
· The system should enable the users to compile submissions for the appointment of bid specifications and evaluation.
· The system should enable users to evaluate the offers online.
· The system should enable the approval of the Terms of Reference by the approving authority.
· The system should enable the SCM to publish the advert.
· The system should activate the closing of the bids.
· The system should enable compliance checks and compilation of comparison schedules.
· The system should enable the verification of compliance.
· The system should enable the approval of the BAC, and Bid Evaluation Committee online by the approving authority.
· The system should enable the creation of the bid file for the contract signing, PO and reporting. 
· The system should enable the safekeeping and archive of records;

[bookmark: _Toc120694432]Logistics
Procurement of goods

· The solution should enable the receiving of all relevant documents for issuing the PO.  
· The system should enable the users to capture and issue the PO,
· The solution should enable the user to issue and submit the authorized PO to the awarded Supplier/service provider;
· The solution should accommodate the management of lead times; 
· The system should record the receiving and issuing of goods.
· The system should pre- authorize invoices; 
· The system should submit pre-authorized invoices to Finance;
· The solution should update the PO register;
· The solution should manage variation of scope and orders upon approval is granted;
· The solution should enable the safekeeping and archive of information/records.  

Procurement of services

· The solution should enable the receiving of all relevant documents for issuing the PO and signing the contract.  
· The system should enable the users to issue and submit the authorised PO to the awarded supplier or service provider;
· The solution should enable the user to sign the contract online;
· The solution should enable the users to receive and sign off the services. 
· The solution should pre-authorize invoices for services  received;
· The system should submit pre-authorized invoices to Finance;
· The solution should update the PO and contract register
· The solution should manage variation of scope and orders upon approval is granted; 
· The solution should publish the services required in all relevant prescribed sites; 
· The solution should enable the users to update the system on the de-briefing process;
· The solution should enable the safekeeping and archive of information/records.
· The solution should enable the user to electronically or digitally sign the contract,


Acquisition of assets for new employees

· The system should enable the acquisition of assets for new employees;
· The solution should enable the replacement of assets and update the records accordingly;
· The solution should enable the replacement of assets that still have a book value;
· The system should enable the re-assessment of assets that have fully depreciated;
· The solution should enable the disposal of old, redundant assets, unserviceable and usable assets. 
· The solution should enable the user to capture additional assets on the assets Register;
· The solution should enable the users to monitor the movement of assets, update and keep records;   
· The solution should enable the electronic barcoding and labelling of assets. 
· The solution should enable the receipt for assets and keep the records;
· The system should enable the distribution of programmed assets to users and update the asset register accordingly.
· The solution should archive assigned assets;
· The solution should enable the movement of assets and update the records accordingly.
· The solution should enable the recognition of assets due to loss, disposal and donations/transfers. 
· The solution should enable the recording of depreciation / amortisation of assets.
· The solution should enable the maintenance of assets.
· The solution should record the insurance of assets;
· The solution should perform monthly reconciliation; 
· The solution should conduct asset quarterly and yearly  verification;

[bookmark: _Toc120694433]Specifications and TORs process

·  Business manager to provide specifications and TORs  of goods on the SCM compliant template.
· The documents must be approved by the relevant executive or the CEO;
· Business manager to provide the TORs for services
· Specifications and TORs template to be provided by SCM and standardised into the system
· Approved specifications, the system to issue the RFQ to the CSD;
· RFQ template to be provided by the SCM;
· The system must provide the evaluation process;
· The system must rank the quotations;
· The evaluation of bids must be done directly on the system
· The system must produce the the evaluation outcome
· Migrate the solution to be on the cloud;
· The solution must Interfaces and integrates with internal systems. 
· The solution must be available on all devices, laptops and cell phones. And IOS and Android devices.
· The solution should have integrated reporting capabilities that incorporates the use of AI to improve routine processes efficiency;
· The solution should have document management capabilities and generate electronic signature.
· The document generations system should involve logic-based systems that use pre-existing text and/or data segments to compile a new document. 
· The solution should automate manual tasks such as filing; completed documents, managing retention periods, and monitoring folders - all while centrally managing and sharing the files and folders through role-based access.
· The solution to automate the flow of files and agreements between business systems and the document system, eliminating human error during the filing process.

[bookmark: _Toc120694434]PO Process
· The system must issue the PO;
· The approved PO should follow a workflow process
· is communicated to the winning bidder through email address
· The system must validate the budget committed;
· The PO must be approved by the relevant authotrity

[bookmark: _Toc120694435]Contracting
· SCM to provide the template
· The system should enable document management and storage,
· The system should allow 2 signatories
· The SLA should be generated by the system;
· All legal contract document to be compliant with all laws;
· The system must allow uploading of contracts
· The system should alert the owner three months prior the contract expires for renewal;
[bookmark: _Toc120694436]The delivery of the goods

· The system should record the delivery of goods through a scanner;
· The system to allow for the delivery of the goods/ services to be matched to items that were ordered per line item.
· The delivery of goods notice should be in line with the inventory of such goods.
· The system should enable the entire value chain.of  inventory management, 

[bookmark: _Toc120694437]Automation of the Accounts payable 

Accounts payable (AP) processes include collecting, processing, and paying invoices from suppliers who have provided products or services to the client. In accounting, these transactions are written into accounts payable on the account before payment is made. 
· The solution should automate invoices to allow finance teams to concentrate on higher value-added activities. 
· The solution should allow invoice automation to allow for complete automated processing of most of invoices.
·  The solution should allow for invoices to be received through Electronic Data Interchanges (EDI) and 
· The solution should allow for invoices to be generated with purchase order numbers (PO) since purchase order should include all the necessary details about the invoice. 
Therefore, getting the purchase order is enough to process the invoice. However, a significant share of invoices is submitted as images without purchase orders.
· The solution should extract relevant invoice details via invoice capture, validate them, identify duplicates and create relevant accounting entries automatically
· The system should reconcile the invoice to the purchase order and the quotation that was finally selected (3-way match);
· The system to allow to uploading of the invoice of supplier
· The solution should have the ability to view status of procurement process stage by all users through dashboard;
· The solution should streamline the Accounts Payable Payment Process with Seamless Data Capturing to Gives Greater Accuracy - Saving Money, Valuable Time, and Resources.

[bookmark: _Toc120694438]Payment of invoice

· The system to generate the payment notice as per the services rendered;
· The system to confirm the banking details of the vendor;
· The system to allow payment to be made within the prescribed time;
· The system to reconcile the payment and the balance.

[bookmark: _Toc120694439]Automation of invoice payments to the banking platform

Source-to-pay (S2P) is the process of selecting a supplier for completing all their payments. It is also called purchase-to-pay or procure-to-pay (P2P). Since S2P processes include collecting invoice and payment data from multiple systems such as supplier emails, ERP, CRM, banks, and retailers, and since not all of these systems have simple integration methods, they usually require some sort of manual labour:

· The solution should allow for the encryption of files between the AP system and the banking system;
· The solution should validate bank account numbers upfront to avoid last-minute rejected payments on payday;
· The system should validate and verify creditor bank account numbers as you capture them in the accounting, billing or ERP software;
· The system should seamlessly upload payment files;
· The system should dictate the levels of access, and the number of authorisers per payment batch, and use One Time Pins (OTPs) or two-factor authentication to authorise payments;
· The system should lock payments so that they cannot be edited once they have left the accounting system;
· The system should choose from someday and dated payments;
· The system should send proof of payment automatically when authorising payments;
· The system should automate the reconciliation of creditor payments.

[bookmark: _Toc120694440]Financial Close

Financial close is the monthly practice of going through a company’s transactions in the preceding month, closing out the temporary accounts, and posting the retained earnings onto the company’s permanent records. Financial close is a lengthy process, comprising roughly of eight steps. During the process, accountants have to sort through all the transactions that have been carried out during the month, post them on the general ledger, reconcile the balances, post the closing entries, and create the company’s financial statements for the past month. Completing these menial, labour-intensive, and time-consuming tasks manually could result in accountants overlooking some transactions, or making erroneous entries. That is why it could be useful for businesses to automate their financial close, thus allowing the software to take care of the process, under the oversight of the personnel.

[bookmark: _Toc120694441]Automation of the bank reconciliations

The solution should automate reconciliation of the system account and bank statement.
[bookmark: _Toc120694442]Automation of the assets to the financial reporting system

· The system should generate the depreciation batch;
· The system should match the depreciation to integrate directly to the GL upon running;
· The system should allow posting to be done automatically after batch validation;
· The solution should categories asset to be in line with approved policies;
· System should flag assets that have reached life span;
· System should have restricted access to change in useful life, and cost once assets is loaded in the system;
· System should have audit trail of end to end changes effected;
· System should automatically reconcile monthly the register to the gL and for the reconciling items to be flagged for clearing;
· System should not allow override of depreciation rates or useful life;
· System should produce report of override, changes made to all application fields, authorisation levels;
· System should have insurance values uploaded when additions are loaded this must be mandatory field;
· System should have audit trail where revaluations are done by date and user details;
· System should allow asset to be derecognised in line with the policy conditions;
· System should categorise between leased, inventory and capitalised transactions;
· System should have two-factor authentication to the preparer and reviewer.

[bookmark: _Toc120694443]Financial Planning and Analysis

Financial planning includes the task of the preparation and compilation of financial statements which can be at least partially automated. The tasks include:
· The solution should generate standardized financial reports
· The solution should consolidate and validate budget and forecasts inputs
· The solution should allow data collection and cleaning for analysis

[bookmark: _Toc120694444]Account Reconciliation

Account reconciliation is another low-skill task for finance teams. However, any mistakes might cause significant disruption to businesses. 

· The solution should log in automatically and extract relevant information from ERP systems
· The solution should cross-check balances from the bank statement to general ledgers
· The solution should prepare reconciliation statements on a standardized format

[bookmark: _Toc120694445]Automation of the budget 

· The solution should allow approval levels to the DOA through workflows;
· The solution should monitor budget spend and evaluate performance of budget per unit;
· The solution should have escalation capability of budget underspend;
· The solution should have linking of budget to performance management of the organisation and users;
· The solution should have ability to perform midterm budget reviews;
· The solution should have ability to monitor budget variances through variance report and allow for motivations to be submitted;
· The solution should have the ability to submit budget inputs on the systems for consolidation;
· The solution should have an escalation of the budget process;
· The solution should have automation of the budget to the performance management systems of the Agency and the HR module/function.

[bookmark: _Toc120694446]Integration between payroll and the GL 

Salaries and Benefits

Remuneration structure which offers the ability to structure different salary packages such as CTC, Salary + Benefits or even Net Up structures. 

· The solution should link pay scales to employees to automate salary increases in a specific month;
· The solution should capture salary details (Unlimited payroll definitions);
· The solution should setup according to statutory deductions (SARS Alignment/ Tax tables).
· The solution should align to company’s remuneration approach (as per conditions of service)
· The solution should display of salary related information.
· The solution should facilitates salary package break down.
· The solution should full history of salary changes.
· The solution should various employee benefits management (Where applicable).
· Hours of work and rate of pay (as per conditions of employment).
· The solution should Banking details management (History, cross checks with other financial or supply
· The solution should chain management modules, duplicates, etc.)
· The solution should manage adhoc claims (Subsistence & Travel Claims, acting, secondments etc.).
· The solution should manage third party payments  (garnishees, union, SARS, etc.)
· The solution should have multiple payrolls (based on conditions of service if need be).
· The solution should run adhoc payroll runs/ sub periods 
· The solution should run dummy payroll runs.
· The solution should have different payment method (EFT)
· The solution should generate payslip and IRP5 (email and / or print).
· The solution should Link with the company’s account management modules.
· The solution should General Ledger interfaces.
· The solution should be Bank-file management (Banks integration).
· The solution should What if scenarios (without affecting live data).

Automate Payslips & IRP5’s:
· The solution should send from the payslip and IRP5 using a secure password
· The solution should receive a payslip & IRP5 on ESS
· The solution should receive payslip & IRP5 on Mobile App
· The solution should receive payslip & IRP5 via Infoslips secured with 256-bit encryption

[bookmark: _Toc120694447]Integration to HR 
Leave Management
· The system should be configured for the leave function to meet company policies and conditions of service.
· The system should build certain rules in to monitor the leave on Mondays & Fridays, as well as before and after a public holiday. 
· The system should define each leave type clearly by using different colours. 
· The system should link complex calculations to automate the leave calculation. 
· The system should schedule leave reports to managers or can be displayed them online via the Self-Service portal. 
· The solution to having a powerful and flexible rule-based set-up.
· The system should create leave entitlements as per the conditions of employees for each employee.
· The solution should create a history of leave taken (all leave types)
· The solution should capture all other types of leave taken;
· The solution should display leave by Division/ Department/Section/ cost centre level
· The solution should display Financial accrual and liability of leave days
· The solution should be able to calculate Leave balances at any given moment.
· The solution should produce leave reports per leave type, Division/ Department/Section/ cost centre etc.
· The solution should allow for overtime management capabilities and links to the payroll module.
· The solution should allow for shift management or work scheduling especially for standby allowances or overtime working.
· The system should configure the leave function to meet our policy’s needs. 
· The system should build certain rules to monitor the leave on Monday & Friday’s, as well as before and after a public holiday with each leave type is clearly defined by using different colours. 
· The system should automate the leave calculation 
· The system should schedule leave reports to managers or can display on online via Self – Service portal

Job Profiling
The job management gives complete control and visibility of each job/position specification and requirements within the organisation. 
· The solution should enable the definition of job families and multiple positions created from the job families;
· The solution should have a wizard template to guide in updating required positions;
· The solution should enable the excessive amounts of data to be linked to the  job/position such as job grade, job title, performance areas & indicators, key skills, competencies, pay scales for vacant positions, etc.;
· The solution should be capable to contain full comprehensive information on employees;
· The solution should enable the automatic history of movements within the organisation and previous employment;
· The solution should record assets registered against employees (cars, laptops, cameras, phones etc.);
· The solution should be able to record employees’ competencies and key performance indicators in order to draw;
· The solution should enable the creation of a suitability gap report to assist in the development of employees; record market-related salary information; record prior learning, qualification and experience for the position; record affiliations and memberships required for the position.

Organisational Structure
· The solution should enable the definition of the organisational structure hierarchy (Divisions/Business Units/ Sub-Units/
· The solution should enable the definition of Departments/ Regional Offices/ Cost Centres etc.).
· The solution should enable the definition of Job Titles & Position; competency profiles, Grades; EE Occupational Categories & Levels/ Core vs support roles. 
· The solution should enable the differentiation between core and support functions in the company: This option should be only available on the job screen. 
· The solution should store the budget information/ management based on the approved organisational structure.

Performance Management
· The solution should enable the manager to define position key areas of performance, and performance cycles, to set up performance scorecards and provide scorecard access through the Web Self-Service Portal to complete the review process;
· The system should include tools and functions to assist HR and Line Management to follow and complete the performance review process;
· The system should enable multiple reviews, such as 180° or 360° reviews;
· The solution should enable free-format reviews in a questionnaire or tree-structure format;
· The solution should create position profiles with key performance areas/ indicators/ activities/ outputs;
· The solution should enable that performance Appraisals based on the position's profiles;
· The solution should ensure that performance assessment is based on a rating scale and weights;
· The solution should enable self-assessment & by Line Manager Review 
· The solution should enable escalation and dispute resolution;
· The solution must generate the performance scoring;
· The solution should align the Talent management;
· The solution to map the career path management;
The solution must align performance contracting to Company values.
· The solution must align all KPIs in the process flow to ensure the full commitment of the activity;
· The solution must define position key areas of performance, and performance cycles, to set up performance scorecards and provide scorecard access through the Web Self-Service Portal to complete the review process.

Training and Development
· The solution must generate Workplace Skills Plan(WSP) and Attended Training Register (ATR); 
· The solution must generate skills plans for various workplaces, individual companies or a group of companies. 
· The solution must generate training transactions per employee or set up a training schedule to link multiple employees to a training course. 
· The solution must record all details required on training schedules such as the details of learnerships and recognition for prior learning, NQF levels and unit standard information.
· The solution must generate training requests based on performance issues (personal development plans/ pdp’s)
· The solution must generate Training reports for compliance with Skills Development Act, Workplace Skills Plan (WSP), Annual Training Plan (ATR)
· The solution must generate Employee qualifications as per SAQA’s framework.
· The solution must have Skills audit capabilities.
· The solution must generate a Training budget
· The solution must generate the Workplace Skills Plan(WSP) and Attended Training Register (ATR) to offer the ability to generate skills plans.
· The solution must generate Implementing of all components of Employment Equity, developing numerical goals and targets, and printing all statutory equity reports (EEA2, EEA4 and EEA13) for the Department of Labour.
· The solution must retrieve data in a more user-friendly manner for various reporting mechanisms to analyse and interpret HR data.

Employment Equity
This intended to implement all components of Employment Equity, developing numerical goals and targets, and printing all statutory equity reports (EEA2, EEA4 and EEA13) for the Department of Labour showing on a real-time basis the difference between targets set and the actual targets.
· The solution must have EE Format as per the Department of Labour;
· The solution must capture designated employer’s details as per EEA2 Progress report (All sections including qualitative assessments.
· The solution must generate the EEA2 template & EEA4 (income differential) forms.
· The solution must capture EE Plan as per department of labour’s template
· The solution must map to the Disciplinary modules per gender and race
· The solution must map to Training completed per gender and race

Reporting
Data captured must be retrieved in a more user-friendly manner to analyse and interpret HR data.
· The solution must capability for users to design and deliver reports that visualize data using charts, graphs, and video files.
· The solution must generate Variance reports on payroll transactions as well as any other finance related data like budgets (per Division/ Department/Section/ cost centre etc.)
· The solution must generate The facility to generate organisation structure charts.
· The solution must produce statutory reports (payroll, skills development etc.)
· The solution must facilitates the viewing of HR related data in a graphical format
· The solution must generate Standard graphs: age analysis, years of service, head count and salary by grade.
· The solution must extract/view data in a quick format.
· The solution must create drill downs, what-ifs and graphics
· The solution must enable Users to create own reports and include with the standard reports menus
· The solution must Ability to design standard reports (leave trends, EE etc.) in order to share and view interactive reports and dashboards securely over the Internet. Such reports are scheduled to be delivered on specific times and to specific recipients as per the report requirement specification document or standard HR practice.

[bookmark: _Toc120694448]Travel Management
· Automate the entire travel management process end-to-end;
· The solution should allow the users to make the request to travel online and be able to monitor the progress of the approvals.
· The vouchers should be loaded into the system;
· The solution should integrate the travel management process end-to-end into the financial system.
· The system should provide notifications on the flights’ delays

[bookmark: _Toc120694449]Asset management
· The system should interface with the scanner to read and record the barcodes of the assets;
· The system to provide the lifespan of the assets;
[bookmark: _Toc120694450]Annual Renewal of Software Licence and Support
· The system should enable the renewal of the annual licence for 150 users to access the system;
· The system should send alerts for upgrades to the latest version of the software;
· The system  should provide monthly support offering for the solution of technical support service and maintenance of the system;
· The solution should assist internal client users with technical support queries related to day-to-day operations;
· The solution should assist internal client users with job training of the modules;
· The solution should assist with basic onsite data fixes, scripts and triggers;
· The solution should assist with updates and upgrades;
· The solution should assist with a general health check of the system;
· The solution should conduct Adhoc backup and restoration procedures

[bookmark: _Toc120694451]Document Automation
· Document automation should enable the generation and processing of electronic documents.
· Document generations systems should involve logic-based systems that use pre-existing text and/or data segments to compile a new document. configurable logic that bolsters your contracts management.
· Automate manual tasks such as filing completed documents, managing retention periods, and monitoring folders - all while centrally managing and sharing your files and folders through role-based access.
· Automates the flow of files and agreements between business systems and the system, eliminating human error during the filing process.

[bookmark: _Toc120694452]Transition Management
· The service provider must provide change management strategies, communications and training to the project team and users alike and share the training manuals for reference.
[bookmark: _Toc120694453]Exclusions

· The system will not include the bidding of projects electronically.
· The system will not automate the sitting of committees. BSC, BEC & BAC;
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