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	functional Requirement #
	Functional Area
	Requirement Description
	Proponent’s Response
	Proponent’s Response Details

	REQ-1 
	Submit Expense Reimbursement
	Ability for employee to submit expense reimbursement request electronically

1. Ability to select from general employee expense reimbursement, travel, training, bike use, professional fee, mileage, uniform, vehicle insurance, hiring expense, general expense templates

a. Validation of data entered required. (ie employee #, GL, Cost Centre, Order, Network, WBS)

b. All expenses will be assigned the IA AP00 (GST Average method) Tax code which is consistent with the current practice

c. All foreign currency expenses allow for manual override of exchange rate, if applicable

2. Ability to access form from City of Vancouver intranet (for VPD employees – to access VPD Intranet)

3. Ability for employee to electronically sign the form

4. Ability for employee to attach or scan receipts to the submission

5. Ability to view status of submission
6. Ability to print forms and attachments if needed for back-up
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-2 
	Mobile access
	Ability to capture, submits, and approves reimbursement from a mobile device.
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-3 
	Expense Policies compliance and enforcement
	Ability to enforce expense policies during entire reimbursement process with pre-set parameters with reporting/monitoring capabilities.

**Please note that VPD may have different pre-set parameters from the CoV.  System should allow for different parameters for VPD employees**

Ability to enforce time sensitive restriction for expense receipt to ensure compliance with expense policies.

(VPD – for example, allow for pre-set per diem and mileage rates)
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-4 
	Expense Approval
	Ability for manager/supervisor to review/approve expense reimbursement request

1. Ability for system to identify appropriate manager or supervisor based in SAP hierarchy

2. (VPD) Ability for employee to manually override approving manager or supervisor for expense to be forwarded along

3. Ability for manager/supervisor to receive automated notification when request is submitted

4. Ability for manager/supervisor to review submission (including attachments) and send back for amendment if incorrect/incomplete

5. Multiple approval level based on expense type; for example, 

· VPD – All expenses including pre-travel (Except post travel) approval are employees to manager/supervisor approval to budget manager for 2nd approval (when applicable) to VPD AP for further review to payroll for payment

· VPD - Post Travels approvals should be employees to manager/supervisor approval to VPD AP for review to Budget Manager for final approval to Payroll for payment

6. Ability for submission to automatically route to Payroll for payment upon approval

a. DR Expense

b. CR Liability (Payroll Clearing)
c. Ability to view status of submission
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-5 
	Automated approval routing
	The ability to automatically route expense reports for approvals and post in ERP. Ability for multiple routing, ability for acting on behalf, ability to approve, reject either the individual expense item or the whole expense report, ability to have a reviewer role (especially applicable for GM and Director levels)

The approval hierarchy should be picked up from SAP (auto interface, which should transfer information on a daily basis). 

(VPD) Employees can also manually over-ride the approving manager of supervisor.

Multiple approval level based on expense type; for example, 

· VPD – All expenses including pre-travel (Except post travel) approval are employees to manager/supervisor approval to budget manager for 2nd approval (when applicable) to VPD AP for further review to payroll for payment

· VPD - Post Travels approvals should be employees to manager/supervisor approval to VPD AP for review to Budget Manager for final approval to Payroll for payment


	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-6 
	Trip Distance Lookup for Vehicle Expense
	VPL only. Populate the distance by entering start and end locations using the VPL mileage table.
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-7 
	Pre-Travel 
	 (VPD only) Pre-travel per diem to be automatically programed to be released to the employee 2 weeks prior to member leaving for the trip (vs when the employee enters the pre-travel information).

A report can be retrieved to highlight all the costs (by GL, cost centre, order #) for any pre-travels expenses that are still outstanding
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-8 
	Pay reimbursements via employee payroll
	All employee reimbursements, including Employee advances a paid through bi-weekly payroll.

This should be based on Employee Number as the key differentiator. The employee sub ledger ideally must still be in the FICO Module, with Payroll system having one Wage Type for all expense reimbursements

Ability to process reimbursement to employee’s next payroll run

a. Ability for expense reimbursement request to automatically integrate with SAP to facilitate processing

b. Posted/Approved submissions will be queued to be included in the next bi-weekly payroll run

i. DR Liability (Payroll Clearing)

ii. CR Cash 


	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-9 
	(VPD) Pay US travel advance via cheque
	 (VPD) instance should recognize US per diem advance and process cheque during cheque run based on an assigned date by Finance

Ability to process reimbursement to employee’s next cheque run

a. Ability for US travel per diem request to automatically integrate with SAP to facilitate processing

b. Posted/Approved submissions will be queued to be included in the next bi-weekly cheque run

i. DR Expense
ii. CR Cash
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-10 
	(VPD) SOFI reporting
	(VPD) Vendor invoice processed in SAP can be entered into program and assigned to multiple members

Expenses paid by Employee A (to reimburse Employee A) can be partially assigned to Employee B as Employee B’s travel expense
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-11 
	(VPD) Credit card charge assignment 
	(VPD) Allow transactions on departmental / ghost credit card to be assigned to member.  One transaction can be split and assigned to multiple members.

Also, transactions charged to a member’s credit card can be reassigned to another member.

Report can be retrieved for all credit card spend (grouped by each credit card) for a period of time.


	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-12 
	(VPD) Credit card charge assignment
	System to generate a warning message when total spend reaches a pre-determined % of the P-card’s credit limit.


	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-13 
	Fraud detection
	System can catch duplicate receipts submitted by different members
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-14 
	Credit Management of Per Diem overpayment and Personal Expenses
	(VPD) System will allow employee to mark P-card transaction or part of a P-card transaction as personal expense. 

System will automatically offset any personal expenses or per diem overpayment against any amount owing to employee.

**note:  employees are aware that they are not allowed to charge personal expenses on P-card:  however, there are rare occasions that the P-card is used in error**

If there is no amount to offset against, a report to be generated from the system of any amounts owing.
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-15 
	Cost Recovery
	VPD – Field to indicate that expense is cost recoverable, and allow for employee to enter information re: agency to bill
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-16 
	Integration with Travel Booking management
	Integration between travel provider and Expense platform to populate travel booking to expense reimbursement report.
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-17 
	Integration with Credit Card Provider
	BMO (Interface connection from BMO to Expense platform on a nightly basis to allow transactions to interface and be reconciled). 

Ability to differentiate transactions between “Reimbursement” 
and “City-paid”. 

Ability to not reimburse “City-paid” transactions. Ability to upload / scan receipts for “Reimbursements” and “City-paid” expenses. 

Ability to differentiate if the expense is Travel-related (SOFI) or not (non-SOFI)

Interface from expense platform to SAP to include “Reimbursements” and “City-paid” expenses
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-18 
	Integration with Credit Card Provider
	Ability to create and devise a separate process for Department / Ghost Cards administration.
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-19 
	Integration with the City SAP
	In-bound and out-bound integration with SAP – preferably real-time via API or else on a nightly file transfer basis

1. Interface with SAP to keep GL codes in sync.

2. Interface with SAP to keep valid Cost Objects in sync (e.g. Cost Centers, CO orders, , PM orders, Network Orders, WBS).

3. Interface with SAP to reimburse employee via normal Payroll runs.

4. Interface with SAP to provide appropriate financial postings to the specified cost objects and GL accounts.

5. Interface with SAP to sync employee organization hierarchy for claims approval.

6. Interface with SAP for user enquiry in T&E system to report on SAP claim payment status.


	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-20 
	Custom reports & analytics
	Ability to pull custom reports.

Ability to create custom reports based on user criteria

Examples for City critical reports:

· Statutory – SOFI, FOI, FS, etc. (reportable by employee number)

· Compliance – Policies, GL, Order, etc.

· Audit – Exceptions

· Management – Cost Center, Union, Exempt, etc.

· Report Manager – to create user-based reports as required


	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-21 
	Custom reports & analytics for VPD
	Examples of VPD requested custom reports:

· All expenses assigned to employee based on unique TCV #.  A unique Travel Claim Voucher # is assigned to a member for each trip.  For example, a group of members are going to a conference together would each have their own unique TCV#.  Also a member could go on several trips in a year, each trip would also have its own unique TCV# for the member.

· All expenses assigned to a specific employee

· All expenses by type of expense

· Other details re: to the trips, i.e.  # of days, destination, car rental days, cost of accommodation per night


	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-22 
	Reconciliation
	 Tool to reconcile transaction between T&E and SAP. Auto reconciliation between BMO P-card and Ghost Cards transactions in T&E and SAP, auto reconciliations between Ghost Cards and SAP P-card and Ghost Cards transactions are provided by a separate interface between T&E and BMO.


	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-23 
	Reconciliation Reminders
	Ability to forward auto reminder based on set schedules / user-defined schedules for “un-reconciled” transaction from BMO Platform
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-24 
	Audit management
	Audit feature customized for City and VPD to ensure compliance to Policies and pursue Exception Reports / Management

Ability for Accounting department to review (audit) and report on expense reimbursement requests

a. Ability for Accounting to review approved submissions for compliance to City policies

b. Ability to view status of submission

c. Ability to store forms and attachments in SAP

d. Ability to print forms and attachments if needed for back-up


	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-25 
	User Security
	User / Role-based security to assign roles based on hierarchy, functional assignment, usage
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-26 
	User Experiences
	User-friendly application with options to include “Comments”, “Warnings” and “Errors”
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-27 
	User Training 
	Including a sandbox environment for user training and testing new reimbursement form.
	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.

	REQ-28 
	Multiple organizations
	A separate instance for VPD for security purposes. The instance will connect to the same City SAP.


	Can you meet this requirement?  (Yes/Partially/No/Not applicable/Needs customization)  If customization is required, ensure Commercial Proposal pricing includes costs
	Provide details on how your solution can support this requirement (e.g.  features list, screen shots, website, links, additional documents, etc.).  Clearly state what, if any, of the requirement is not fully met.
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