PART ONE:  DESCRIBE THE PROBLEM
[In this section, you should describe what you plan to use the data-base for, how you are currently dealing with the problem, what works, what doesn’t work, and what you would ideally like to have.]

PART TWO:  WORKFLOW ANALYSIS

[In this section, provide a work-flow analysis chart or outline of how the job starts from beginning to end.]  

TIPS: If you have Microsoft’s Visio program, and know how to use it, that is an excellent tool.  Otherwise, if you know Microsoft Word well, you can use the build in graphics features (Shapes, Lines, Text Boxes).  Otherwise, a hand drawn chart is fine too.  If that’s too complicated, a simple outline will do.  Or if you wish, use hand drawn charts to figure it out, and then convert them flow into an outline.  See examples below.

Example 1:  Flow chart



Example 2: Outline
1. Customer Contacts Company

a. Via Walk-in

b. Via Phone Call

c. Via E-mail

2. Check if customer is in database

a. If new customer, create new database record.

3. Assign Service Rep to customer

4. Service Rep process request.
PART THREE:  SYSTEM REQUIREMENTS / FEATURES

Basic system requirements:

[In this section, provide a list of basic system requirements.  If we have discussed topics that aren’t listed, or you feel you need to add a topic, feel free to do so.  The more information, the better.] 

Overall purpose:  (what is the database is supposed to do?)

Number of users:  (how many people will be using the database?)

Technical resources:  (The number and type of computers on the network that will be using the database.  Include operating system types, and if you plan on hosting the database on a server.  Examples: two Windows XP Pro workstations, two Mac OSX 3.9 workstations, two Windows Server 2003 station.)

Ease of use / security:  (How knowledgeable are the users in FileMaker Pro?  Do you want to incorporate restricted access to certain functions of the database?  If so, start thinking about user types and security levels.)
Support documentation: (Support can come in a variety of forms: built in help files, “?” buttons in various areas, word documents, videos, etc.)
Access:  (How will the users be accessing the database?  Internal network, from remote locations, via the web, etc.)
FileMaker resources:  (Which version(s) of FileMaker is installed on the various systems?  This may impact whether or not some of the requested features can be implemented)

Project Timeline:  (What is the desired target date for completion of the project?  And if that date can’t be met, what is the absolute latest “drop-dead” date that would be acceptable to have it up and running?)

Feature List:

[In this section, describe and rate each feature on a Priority “P” scale of 1-5, where 1 = critical and 5 = lowest priority.  Do not fill in the “D” difficulty column - that’s my job. ( ] 

	Area
	Feature Description
	P
	D

	Users
	User Name / Passwords: Need the ability to have individual user names and passwords for each user of the database
	1
	

	Customers
	E-mail confirmations:  Need the ability to quickly send an e-mail to customer to confirm, or for other correspondence
	3
	

	Customers
	Map to customer address:  Would LOVE to be able to click a button, launch a browser, and pull up a map of the customer’s address, but it isn’t critical.
	5
	


PART FOUR:  TABLE / FIELD REQUIREMENTS
[In this section, provide a list of tables and what fields you imagine need to be filled out.  A table is a source of data: customer records, user records, sales orders, system preferences, etc.  The fields are the actual areas where the information is filled out.  The examples below are fairly typical.  Do the best you can, but don’t worry about getting every single thing down, this is just a rough starting point.  The details will be worked out throughout the design process.] 

TABLE A:  System Users

FIELDS:

· User ID (Unique)

· User Name, First

· User Name, Last

· User Security Level (Admin, Customer Service, Accounting, etc.)

· User Picture / Photo

TABLE B:  Customers

FIELDS:

· Customer ID (Unique)

· Customer Name, First

· Customer Name, Last

· Customer Picture / Photo

· E-mail addresses (up to three)

· Phone numbers (include international dialing, up to five phone numbers)

· Phone number designations (where we can put the type of number: cell, home, work, etc.)

· Customer address, broken down into:

· C/O

· Street 1

· Street 2

· City

· State / Province

· Zip / Postal Code

· Country

· Notes field

· Customer’s Birthday (only day and month required, year optional)

· E-mail / Mailing-list groups the customer could be on.
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If new customer
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