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Purchase Order Portlet  

1.1 
se of this document is to collect, analyze, and define high-level needs 

1.2 

 will be 

 
ent and should be defined 

cope will also be limited by those items 

1.3 cronyms and Abbreviations 
ns used in this 

e: Axium’s Web Portal 
ccounting 

unting 
hart of Accounts 

1.4 

 the ‘Web Purchase Order Project’ 
document written by Morgan Hew.  See: Advantages from New PO Web 
Portal & Specs - Proposal 011806.doc 

ussion 
2.1 PO Portlet 

2.1.1 Create

: 
reate New PO 

 

1. Introduction 
Purpose 
The purpo
and features of the Purchase Order Portlet.   
Scope 
Stakeholders have identified new requirements. These requirements are 
described and discussed in this document.  The scope of this document
limited to the features required for a stand-alone web based purchase order 
system  They will not include integrations with the Visual Max or Axium 
Production Accounting systems.  These integrations will be defined in separate
projects.  Reporting will not be included in this docum
as a separate project/iteration.  This s
noted in the Assumptions section of this document. 
Definitions, A
The following is a list of definitions, acronyms and abbreviatio
document. 

• DPO – Digital Production Offic
• APA – Axium Production A
• VM – Visual Max Acco
• COA – C
• PO – Purchase Order 

References 
The following is a list of documents referred to from within this document.  

• This document was initially based off of

 
2. Feature Disc

 New PO 

Use Case 
Name

C

Use Case ID:  
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Use Case Create New PO 
Name: 
Use Case ID:  
Actor:  
Summary: s it for approval. User creates a new PO and submit
Primary Scenario: w PO. 

se Order screen with 

w” 

 metadata: 

 Placed by 
 manually enter a Vendor or 

 Code – User can manually enter a 
oose one from a dropdown list 

red. If manually entered, 
DB for later use. 

l and validates that all 
d correctly. 

6. PO has a status of Open 

 1. User 
2. System

selects to create a ne
 displays New Purcha

the following: 
• Status of “Ne
• System generated PO#? 
• ?? 
3. User enters PO
 
HEADER INFO 
• Issue Date (automatic?) 
• Description 
•
• Vendor – User can

choose one from a dropdown list of Vendors 
previously entered. If manually entered, system will 
store entry in DB for later use.  

 
LINE ITEM DETAILS 
• Location

Location Code or ch
of Codes previously ente
system will store entry in 

• GL Code (from COA?) – need more info 
 Cost •
• Description 
• 1099? – need more info 
• Total (should this be system generated or can user 

enter manually or both?) 
 
4. User selects to save the PO 
5. System calculates the Tota

required fields have been entere

Alternate 
Scenarios: 

User selects to cancel out of creating the PO 

Exception 
Scenarios: 

s User doesn’t enter required field



Feature Document Version:           0.2  
Purchase Order Portlet Date:  9/30/2010 10:45:00 

AM 
C:\Documents and Settings\chris curry\Desktop\PDFs and Documents\MAIN_RESUMES--
SEND OUTS\workflow_docs\DPO Requirements - Features Document - Purchase Order 
Portlet.doc 
 

Confidential ©AXIUM, 2010 Page 5
 

PO Use Case 
Name: 

Create New 

Use Case ID:  
Pre-conditions: User is logged in 
Post-conditions: PO is created with a status of “Open” 
Questions/Issues: Nee od t  define required fields  

Should we import Vendor info and COA? 
 

2.1.2 Submit PO 

e Use Cas
Name: 

Submit PO 

Use Case ID:  
Actor: Purchaser 
Summary: User submits an “Open” PO for approval. 
Primary Scenario: user selects a PO with a status 

out to specified 

 

1. From a list of POs, 
of Open and selects to Submit it for Approval 

2. System sends notification(s) 
Approvers 

3. Status of PO is changed to “Submitted for Approval”
Alternate 
Scenarios: 

User selects to cancel out of submitting the PO 

Exception 
Scenarios: 

 

Pre-conditions:  in 
PO has a status of “Open” 
User is logged

Post-conditions: O is created with a status of “Submitted for Approval” 
er(s) 

P
Notifications are sent to Approv

Questions/Issues: 
view? 

 

Need to define level(s) of approval 
Can user submit from a list view as well as the detail 
Would be beneficial if multiple POs needed to be submitted.

 

2.1.3 Approve Pending PO 

Use Case 
Name: 

Approve PO 

Use Case ID:  
Actor: UPM, Production Coordinator 
Summary: User approves a PO with a status of “Submitted for 

Approval” 
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Use Case Approve PO 
Name: 
Use Case ID:  
Primary Scenario: t of POs, user selects a PO with a status 

r(s) 
– Initiator of PO and (Accountant?) 

5. Status of PO is changed to “Approved” 

1. From a lis
of Submitted for Approval  

2. System displays the PO 
3. User selects to Approve the PO 
4. System sends notification(s) out to specified use

Alternate User selects to cancel out of approving the PO 
the PO Scenarios: User Rejects 

Exception 
Scenarios: 

 

Pre-conditions: ser is logged in 
tus of “Submitted for Approval” 

U
PO has a sta

Post-conditions: PO is approved with a status of “Approved” 
Notifications are sent to initiator and Accountant? 

Questions/Issues:  
 

2.1.4 Finalize PO 

e inalize PO Use Cas
Name: 

F

Use Case ID:  
Actor: Accountant 
Summary: ith a status of “Approved” User approves finalizes a PO w
Primary Scenario: ects a PO with a status 

of Approved 

? 

1. From a list of POs, user sel

2. System displays the PO 
3. User enters Account and Vendor information? 
4. Status of PO is changed to

Alternate 
Scenarios: 

 

Exception 
Scenarios: 

 

Pre-conditions: User is logged in 
PO has a status of “Approved” 

Post-conditions: PO is finalized and sent to Vendor 
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 Use Case Finalize PO
Name: 
Use Case ID:  
Questions/Issues: What does the accountant do to finalize exactly? And is this 

even in out system of in APA? 
 

2.1.5 Edit Existing PO 

2.1.6 Edit Draft/Open PO  

Resubmit PO 

ejected PO 

on of PO 

2.1.12 nter Invoice (Invoice Received) 

.1.13 Approve Invoice 

2.1.15 lose Invoice 

2.1.16 View Notifications 

2.1.17 Delete Notification 

2.1.18 Send Notification (Send Email?) 
 

 
3. Additional Features 

 

2.1.7 Edit Rejected / 

2.1.8 Cancel Pending/R

2.1.9 Request for Clarificati

2.1.10 Print PO 

2.1.11 Fax PO 

E

2

2.1.14 Pay Invoice 

C
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 Elements 

ON NAME: 

: 

E: 

AX: 

PURCHASE ORDER PO # 

4. Form
 

HEADER 

PRODUCTI

ADDRESS

PHON

F

 

 

BODY 

O: T ENTITY: 

 SHIP TO: 

 ATTN: 

ATTN: PHONE: 

 

ADDRESS 

 

FED TAX ID: ORDER DATE: 

INCORPORATED: 
⁮YES        ⁮NO      STATE:____________ 

EQUESTED BY: DEPT: R

 

PURCHASE  ⁮ 

RENTAL       ⁮     

RENTAL DATES START:____ END:_____ 

KLY ⁮    MONTHLY ⁮   

EXTENDED ⁮ 

TERMS: 
DAILY ⁮    WEE

 

APPROVALS:   DEPT:__________       ACCTG:____________       UPM:_____________ 

 

 

LINE ITEMS: 

ET CODE 

QTY. ITEM DESC. UNIT 
RICE 

EXTENDED 
RICE 

ACCOUNT/ 

S P P
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   TAX:  

   TOTAL:  

 

 

DATA DEFINITION 

OURCE ATA TYPE FIELD S D

HEADER 

PRODUCTION NAME   

ADDRESS   

PHONE   

FAX   

PO # System generated  

   

BODY   

TO   

ENTITY   

SHIP TO   

ATTN   

PHONE   

ADDRESS   

FED TAX ID   

ORDER DATE   

INCORPORATED   

STATE   

REQUESTED BY   
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EPT   

PURCHASE/RENTAL   

TERMS   

APPROVALS   

   

LINE ITEMS   

ACT./SET CODE   

QUANTITY   

DESCRIPTION   

UNIT PRICE   

EXTENDED PRICE System generated (qty.*unit 
price) 

 

TAX System generated   

TOTAL System generated (ext. price*tax 
rate) 
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5. Work Flow 
 

Future Proposed PO Workflow

VendorsPurchasing 
(Buyer)Accounting UPM Production 

Receives & 
Process PO

Releases 
purchased items

Send Invoice to 
Bill-To Location

Print & Fax 
authorized 

PO to vendor

Approves invoice Approves invoicePays Invoice 
in Accounting 
System And

Marks as 
Paid in Portal

Reviews and 
approves Web PO 

draft (click on 
“UPM Approval” 

button 

Initiates purchase

Receives e-
notification / 
message to 
approve PO

Keys in PO 
draft on Web 

Portal
(free text)

Fill in Acct 
and Vendor 

info to finalize 
PO on Web 

Portal

Receives e-
notification / 
message to 
finalize PO

Receives e-
notification / 
message to 
approve PO

Reviews and 
approves Web PO 

draft (click on 
“Production 

Approval” button 

Accounting
System

Integration

Receives invoices 
from vendors.

Inputs into Portal.

Audit pending & 
closed PO results 

on Web Portal 

All Approved?

YES

Receives e-
notification / 
message to 
finalize PO

Receives e-
notification / 
message to 
finalize PO

All Approved?YES

END

START

 
 



Feature Document Version:           0.2  
Purchase Order Portlet Date:  9/30/2010 10:45:00 

AM 
C:\Documents and Settings\chris curry\Desktop\PDFs and Documents\MAIN_RESUMES--
SEND OUTS\workflow_docs\DPO Requirements - Features Document - Purchase Order 
Portlet.doc 
 

Confidential ©AXIUM, 2010 Page 12
 

6. Page Flow 
 

<Process Name>

U
P

M
<R

ol
e 

1.
.N

>
Pu

rc
ha

si
ng

   Approve Purchase Order

Pr
od

uc
tio

n
U

P
M

Ac
co

un
ta

nt
Pr

od
uc

tio
n

Create PO
Submit

For
Approval

<<System>>

View
Notification

Dashboard
Portlet

(Action Menu 
Section)

Email 
Notifications

Input Form
(free text)

Approvers
(Configurable)

Example: 
Production & UPM

View
Notification <<System>>

View
Notification

Notification / PO 
Details

Dashboard Portlet
(Notifications 

Section)

Dashboard Portlet
(Notifications 

Section)

Notification / PO 
Details

All Pending 
Approvals 
Complete?

Email 
NotificationsApproved

Finalizers
(Configurable)

Example: 
Accountant

Dashboard Portlet
(Notifications 

Section)

Notification / PO 
Details

Dashboard Portlet
(Notifications 

Section)

Notification / PO 
Details

View
Notification

Dashboard Portlet
(Notifications 

Section)

Dashboard Portlet
(Notifications 

Section)

Notification / PO 
Details

Notification / PO 
Details

Input Form
(Validated

COA / Vendor)
Finalize PO Send to

Vendor

Print?
Fax?

To Vendor

To
Vendor
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   Approve Invoice

A
cc

ou
nt

an
t

U
P

M
<R

ol
e 

1.
.N

>
P

ro
du

ct
io

n
A

cc
ou

nt
an

t

From
Vendor Input Invoice

Submit
For

Approval
<<System>>

View
Notification

View
Notification <<System>>

View
Notification

Approved

View
Notification View Detail Pay Invoice

Input Form
(Validated text)

Dashboard Portlet
(Notifications 

Section)

Dashboard Portlet
(Notifications 

Section)

VM or APA?
Dashboard Portlet

(Notifications 
Section)

Email 
Notifications

Notification / 
Invoice Details

Invoice
Detail

Notification / PO 
Details

Dashboard Portlet
(Notifications 

Section)

Notification / PO 
Details

Dashboard
Portlet

(Action Menu 
Section)

Dashboard Portlet
(Notifications 

Section)

Notification / 
Invoice Details

Email 
Notifications

Notification / 
Invoice Details

Dashboard Portlet
(Notifications 

Section)

Notification / 
Invoice Details

All Pending 
Approvals 
Complete?

Payer
(Configurable)

Example: 
Accountant

Approvers
(Configurable)

Example: 
Production & UPM

Closed
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   Other Actions

P
ur

ch
as

er
A

cc
ou

nt
an

t
A

cc
ou

nt
an

t
<R

ol
e 

1.
.N

>
P

ur
ch

as
er

Create PO Save
Draft

Input Form
(free text)

Dashboard
Portlet

(Action Menu 
Section)

Database

Edit Existing
(Draft)

Input Form
(free text)

Dashboard
Portlet

(Action Menu 
Section)

Submit
For

Approval
<<System>>Email 

Notifications

Approvers
(Configurable)

Example: 
Production & UPM

View
Notification Finalize PO RejectNotification / PO 

Details
Notification / PO 

Details

Input Form
(Validated

COA / Vendor)

Dashboard Portlet
(Notifications 

Section)

Dashboard Portlet
(Notifications 

Section)

Notify 
1 level down

Example: 
Production & UPM

View
Notification Approve / Finalize Reject / Cancel

Dashboard Portlet
(Notifications 

Section)

Notification / PO 
Details

Notification
Item Details

Input Form
(Validated

COA / Vendor)

Dashboard Portlet
(Notifications 

Section)

Notify 
1 level down

Example: 
Production & UPM

Audit ??Dashboard Portlet
(Action Menu) Audit? 

 
 
 
 

7. Assumptions 
7.1 No Reporting – Crystal Reports or otherwise 

 

7.5 st of the following: 

 PO Form 

7.2 No APA Integration 

7.3 No VM Integration 

will be entered into DB manually7.4 COA and Vendor 

Screens will consi

7.5.1 Dashboard screen 
[sample image] 

7.5.2 Create/Edit
[sample image] 
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7.5.3 View PO 
ample image] 

 POs Studio or Production based? 

ill invoice ‘get’ into system? 

tion of entities: (Fields, types, validations, etc) 

 

 

w Management 

tegration 
Invoice Maintenance screen for VM or APA – “The Web portal must be able to display 
urrent Open and Closed PO from Visual Max (or APA). A new screen needs to be 

the Invoice Maintenance screen in Visual Max 
(or APA).” 

 
 

[s
7.5.4 Action Menu 

[sample image] 
 

8. Issues/Questions 
o Do we need to account for Recurring POs? 

o Are

o

8.1 

 How w

Defini

8.1.1 PO 

8.1.2 Vendor 

8.1.3 COA 

8.1.4 History

8.1.5 Invoice 

8.1.6 PO Item 

8.1.7 User 

8.1.8 User Type / Role

8.2 Work Flo

8.2.1 Configurable? 

8.2.2 Fixed? 

8.2.3 How to? 

8.3 Faxing from system 

8.4 APA Integration 

8.5 VM in

c
designed to display similar results from 
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Iteration Plan 

HTML Optimization and UI Upgrades 
1. Introduction 

The purpose of this iteration plan is to manage the scope and time line of the iteration and manage the 
effort spent on Axium Digital Production Office (version 3.0.6) HTML Optimization and UI Upgrades.. 

1.1 Scope 
This iteration plan is limited to the efforts surrounding version 3.0.6 which includes a number of HTML 
source code optimizations and UI Upgrades. There are separate iteration plans for other various parts 
included in this version of the Digital Production Office.  

1.2 Overview 
The following are the highlights of this project:  

• Remove multiple nested table structures in output HTML source code; 

• Provide for updated graphics to be smaller in technical size; 

• Provide more visually consistent themes between parts of the application; 

• Provide new functionality in the user interface (such as provide for ability of numerous 
productions on a single page); 

• Provide enhancements for page height and width considerations. 

2. Plan 

2.1 Included Defects and Enhancements (Opened) 
OP Owner ID Headline 

 ccurry AXIUM00032594 HT ML: Document Lis ts/S kin 
Upgrade 

 ccurry AXIUM00032715 
HTML – Upload Screen 
Updates 

 ccurry AXIUM00032716 HTML – Content Info Update 
 ccurry AXIUM00032717 HTML – Content Info Upgrade 

 ccurry AXIUM00032718 
HTML – Edit Subscribes with 
Portlets 

 ccurry AXIUM00032720 
HTML – Updates of History 
document lists 

 ccurry AXIUM00032721 
HTML – Edit Subscriptions 
within Portlets 

 ccurry AXIUM00032722 
HT ML - Maximized 
S kin/Document Lis ts  with F ilter 
C olumns  
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Iteration Plan 
Axium Location Manager 1.11 

1. Introduction 
This Iteration Plan describes the changes and extensions that should be applied to the current Axium Asset 
Manager release within the next Iteration.  

• Iteration 1.11 started on 05/01/2006 and is expected to be complete by 05/17/2006. 
• The next planned production release will be 1.11. build# to be determined 
• QA Start: 3 weeks after start. 05/17/2006 for 3 days 
• Production deployment of 1.11: on or after 05/20/2006  

1.1 Purpose 
The purpose of this iteration plan is to manage the scope and time line of the iteration and manage the 
effort spent on Axium Asset Manager. 

1.2 Scope 
This iteration plan is limited to the efforts around Axium Asset Manager and its components and does not 
include the other Axium image applications, Axium Portal or AxiCash. There are separate iteration plans 
for those applications.  

1.3 Definitions, Acronyms, and Abbreviations 
Image Applications – Asset Manager, Location Manager, Stock Footage 

1.4 References 
• AM Administration - Features.doc 

• AM Training - Image App Administration.doc 

1.5 Overview 
The following are the highlights of Axium Asset Manager 1.11:  

• Existing Bug fixes 

• Show Administration Features 

2. Plan 

2.1 Project Plan Brief 
Assigned: Harpreet Singh 

Start Date: 5/1/2006 

Due Date: 5/10/2006 

2.2 Included Defects and Enhancements (Opened) 
OP Owner ID Headline Status Priority Severity Est. H 

 meganf AXIUM00025404 
PDF Reports numerical mask, 
prints  Hex value and .00 for 
value format 

Submitted 
1-Resolve 
Immediately 

3-Average  

 troym AXIUM00025334 
Search should not limit buyer 
to Available to Share 

Submitted 
2-Give High 
Attention 

3-Average  

http://wiki.axium.com/confluence/download/attachments/Drafts/AM%20Administration%20-%20Features.doc
http://wiki.axium.com/confluence/download/attachments/277/AM%20Training%20-%20Image%20App%20Administration.doc
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 troym AXIUM00025344 
Visibility of Stealth assets still 
looking at DB 

Submitted 
2-Give High 
Attention 

3-Average  

 troym AXIUM00024617 
Security flaw in WebContent 
resources 

Submitted 
2-Give High 
Attention 

2-Major  

 

 

2.3 Included Fixes (Resolved) 
ID Headline Priority Owner Hours 

     

 

 

2.4 Excluded  
Not in the release 1.11 but planned for on of the following releases:  

ID Headline Priority Owner Hours 

     

 

3. Resources 
Name Tasks / Roles 

Megan Fox Requirements / Scope 

Troy McKinnon Project Management / Senior Architect 

Harpreet Singh Development 

Christopher Curry  User Experience/Interface Lead 

Robert Bell Production Support 

Thomas Lee Database Support / Integration Web Service 

Roman Gelfand  IT Support 

 

4. Use Cases 
The following Use Cases will be implemented in this Iteration:  

• Implement features/cases described in: AM Administration - Features.doc 

5. Evaluation Criteria 
• Check that all listed, opened issues are implemented 

• Check that all listed, resolved and opened issues have passed QA 

• New release has been deployed and to DEV, QA and production environment. 

http://wiki.axium.com/confluence/download/attachments/Drafts/AM%20Administration%20-%20Features.doc
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Business Case Example 

ABC Television is working on the production of two new shows: “Abacus” and “Broccoli”. The “Abacus” show has already been set up in the document management 
system, but the “Broccoli” show has not.  

Each television show in the document management system has the same general categories of documents. There are three primary categories: Creative, Production, 
and Finance. Under Creative there is a  Scripts subcategory, and under Production there is a Contracts subcategory.  The following diagram summarizes this folder 
structure: 

ABACUS

Finance

Scripts

Production

Contracts

Creative

 
 

John Jones and Sue Smith are two employees of ABC Television. Sue already has an account on the document management system, but John does not. Sue has full 
access to all of the Abacus folders, and receives email notifications whenever Finance and Contracts documents are uploaded or changed. 

 

The demonstration of Bidder’s solution should be based on the following scripts and aligned to the Business Case Example above.  Bidder has the liberty to populate 
additional files, data and screens for the Business Case Example to demonstrate the features of their solution as required. Bidder is allowed to use fictitious information for 
purposes of demonstrating the full breadth and extent of their solution capabilities. 

Time permitting, Bidder is encouraged to showcase their solution capabilities per the Business Requirements and Business Model provided as part of the Request for 
Information beyond the scripted areas presented herein. 

 

: This Demonstration Script contains information confidential and proprietary to Disney Worldwide Services, Inc. ("DWS").  The information 
contained herein may not be used, disclosed or reproduced for any purpose other than as required for the preparation of a proposal for the benefit of DWS without the prior written 
authorization of DWS, and those so authorized may only use the information for the purpose of evaluation consistent with the authorization.  Reproduction of any section of this 
document must include this legend. 
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1.0 Basics 
Allocated Time: 35 minutes  
 

Script 
Number 

 
Function / Feature Description 

 
Workflow 

 
Score 

1.1  Company Overview  Please provide a brief overview of your company  

1.2  Allowing new users to access the system.  John Jones is new to ABC and needs an account to access 
“Abacus” 

 Demonstrate what John needs to do, and actions that must be 
taken by an administrator, to give him access to the system.  

 Show what John will see the first time he logs in. 

 

1.3  Applying templates for user permissions and 
notifications 

 John’s role will be similar to Sue’s role. Demonstrate how an 
administrator can copy Sue’s settings and apply them to John’s 
new account. This includes what folders Sue has access to, and 
what email notifications she receives. 

 

1.4  Password Reset  John forgot his password. Demonstrate the steps he must take to 
regain access to the system. 

 

1.5  Help Screens  Please demonstrate the online help that is available to users  

1.6  Setting Up a New Project  Set up the new show “Broccoli”, which will have the same file 
structure as “Abacus”. Sue will have full access to the show, 
while John will not. 

 

1.7  Change Permissions  John will need to have limited access to the new “Broccoli” show. 
Change his permissions so that he can only access the Finance 
files. 

 

1.8  SAP Integration  No demonstration necessary. Describe whether your system can 
be integrated with SAP in terms of the user base. For example, 
can user IDs and passwords be tied to SAP?  Can your system 
detect when a user is terminated from SAP? 

 

1.9  Remote Access  No demonstration necessary. Describe how your system can be 
accessed remotely, for example from homes or hotel rooms. 
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2.0 Uploading Documents 
Allocated Time: 40 minutes  
 

Script 
Number 

 
Function / Feature Description 

 
Workflow 

 
Score 

2.1  Uploading Documents  Log on to the system 
 Upload a Word document into the “Contracts” folder for “Abacus” 
 Log metadata for the file: description “Vendor Contact 

Information”, last modified 4/12/2007 

 

2.2  Converting to PDF  Upload an Excel file to the “Finance” folder for “Broccoli”. The file 
should be converted to PDF format. 

 

2.3  Uploaded updated files  Upload a new Word document which will replace the one in the 
“Contracts” category for “Abacus”. This should replace the 
original file. 

 Upload a new Excel file which will be version 2 of the file in the 
“Finance” category of “Broccoli”. This should be kept as version 2 
and should not replace the original file. 

 

2.4 
 

 Ensuring filenames meet naming conventions  Upload a Word file to any show and category. The file should 
automatically be assigned a filename with the format “document 
type_description_date”.  

 The user uploading the file should be able to choose between 
document types Memo or Script, and enter a 15-digit description. 
The date field should be the date last modified, with the format 
20071104 (year-month-date) 

 

2.6  Uploading files to multiple folders  Upload a document to both “Finance” for the “Abacus” show and 
to “Contracts” for “Broccoli” 

 

2.7  Watermarking  Upload a document and watermark it so that it will be clearly 
labeled “DRAFT” whenever someone opens or prints it. 

 

2.8  Protection of folder hierarchy  Demonstrate whether regular (non-admin) users can add and 
delete folders, and which folders are protected from deletion. 
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3.0 Accessing Documents 
Allocated Time: 25 minutes  
 

Script 
Number 

 
Function / Feature Description 

 
Workflow 

 
Score 

3.1  Finding Documents Demonstrate the system’s capability to search for and find 
documents: 
 Search by keyword in the document name 
 Search by keyword in the body of the document 
 Search by keyword in the information saved with the document 

(for example, the document’s description) 
 Filter your search to look only in the “Abacus” show 
 Search for documents uploaded by a specific user 
 Search for documents uploaded within a specific date range 
 Search for documents modified within a specific date range 

 

 
3.2 

 Opening documents After performing a search, open documents from the following file 
formats: 
 Word 
 Excel 
 PDF 
 Movie Magic 

 

3.3  Saving documents  After performing a search, save a document to your hard drive 
without having to open it first 

 

3.4  Copying documents  Copy a document from the “Contracts” subcategory of “Abacus” 
and paste it into the “Contracts” subcategory of “Broccoli” 

 

3.5  Modifying Documents and Version Control  Open a document. Modify it and save as version 2. 
 Upload another file as version 3 of the same document. 

 

3.6  Reviewing Document History  For any file that was previously uploaded, look in the system to 
see when it was uploaded and by who. Also look to see who last 
modified it and when. 
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4.0 Customization 
Allocated Time: 25 minutes  
 

Script 
Number 

 
Function / Feature Description 

 
Workflow 

 
Score 

4.1  Customizing Notifications  John will now only be working on the Abacus show. Set his 
notifications so that he will only be notified to changes to files 
within the Finance and Contracts categories of “Abacus”. 

 Change the email address that John’s notifications are sent to. 
 Set John’s preferences so that all of his notifications will be 

delivered in one email, once per day. 

 

4.2  Authorization of assistants  Sue gave John authorization to modify her settings. Show how 
John can change Sue’s notifications so that she no longer 
receives notifications for “Broccoli’ show finance files. 

 

4.3  Customize Interface  Demonstrate how John can customize his interface to streamline 
access to what he needs the most. 

 John primarily needs to access the Finance and Contracts 
documents of “Abacus”, and frequently needs to upload files. 

 

4.4  Set preferred folder for uploads  John frequently uploads files to the Finance for “Abacus”. 
Demonstrate how he can set this as his default for uploads. 

 

4.5  Reports  Demonstrate how to generate the following reports: 
o List of all files in a particular folder, with last modified date
o List of all files uploaded within a date range 
o List of all user logins within a date range 

 

4.5  User-Friendly “Look and Feel”  No demonstration necessary. Reviewers will rate the software in 
terms of ease-of-use and user appeal. 
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5.0 Administration 
Allocated Time: 20 minutes  
 

Script 
Number 

 
Function / Feature Description 

 
Workflow 

 
Score 

5.1  Suspension of inactive accounts  Set the system so that any account that has been inactive for a 
year (no log-ons) is suspended 

 Show how an admin can go into the system and delete or re-
enable suspended accounts 

 Demonstrate how to set an individual user’s account so that it will 
never be suspended. 

 

5.2  Monitoring usage by a user  Check on a user’s account. View when they logged in, what 
documents they have uploaded or deleted, and what documents 
they have modified. 

 

5.3  Managing security  Select any file and allow John Jones to modify it, but set it to 
“Read-only” for Sue Smith. 

 

5.4  Changing folder hierarchy  For the “Abacus” show, add a “Cameras” subfolder to the 
“Production” folder. Move the “Contracts” folder from “Production” 
to “Finance”. 

 

 
 
 
 
 
 
 
 
 
 
 




