Scripted Demo


1. General

The purpose of this scripted software demonstration is to help <<COMPANY>> determine the suitability of several application software packages for use at <<COMPANY>>. It is not expected that any single software package will be able to successfully complete all of the tasks. The objective is to provide all software vendors the opportunity to show how their product will perform certain specific tasks that are central to <<COMPANY>>’s operation.

At the end of the scripted portion of the demonstration, each vendor will have the opportunity to show features and functions that are not covered by the script, but are thought by the vendor to be major differentiators of the vendor’s software. If the vendor wants to take advantage of this opportunity, arrangements must be made in advance.

1.1. Measurements

The overall success of the demonstration will be gauged based on a number of factors. These include:

· Amount of time required to complete a task.

· Number of steps (screens, mouse clicks, fields accessed, etc.) required to complete a task.

· Perceived complexity of the task solution (i.e., level of application knowledge required).

· Expected frequency of the task in day-to-day operation of the software (more commonly used features will be considered more carefully).

1.2. Attendees

The product demonstration will be performed in the presence of a number of people who will be using the software on a daily basis, as well as the <<COMPANY>> project team that is tasked with selecting the new software. Observers should be able to ask questions and obtain clarification on points in the demonstration that are unclear. The answer to a question may be postponed until later in the demonstration, but all questions must be responded to prior to completion of the demonstration.

1.3. Software Components

<<COMPANY>> understands that certain areas of the software can be enhanced as a result of adding supplemental modules to the basic software package, and that some enhancement of the basic software will probably be necessary in order to complete all of the tasks in the demonstration. If the software is being shown with such enhancements, this fact must be mentioned prior to beginning the demonstration. During the course of the demonstration, as features are shown that are not part of the basic package, this must be mentioned at the time the specific task is demonstrated.

1.4. Definitions

Throughout this demonstration script, several terms are used that require specific definition. These are:

· Business Unit: One or more business units tracked within <<COMPANY>>. Typically, a business unit is either a department, division, or location. However, on occasion, <<COMPANY>> may want to define a “business unit” as a special project, a segment of a region, or a group of other business units.

· Software: The application software being demonstrated by the vendor.

2. Features Demonstration

The following sections define the minimum features that must be demonstrated to prove the software’s suitability for use at <<COMPANY>>. The demonstrations outlined here do not need to be performed in the specific order shown here, but all demonstrations must be performed. If the software being shown does not support a feature required for the successful completion of a demonstration, the specific demonstration may be skipped, but it must be noted that no demonstration of the feature was shown.

2.1. Security

2.1.1. Demonstrate how an individual process can be restricted for use by:

· An individual user.

· A group of users (department members)

2.1.2. Perform the prior demonstration for data entry screens, inquiries, and reports.

2.2. Environment Customization

2.2.1. Demonstrate how a menu is customized to contain only those items required by a specific user.

2.2.2. Demonstrate how external tasks (i.e., Excel spreadsheets, Word documents, etc.) are added to menus, and how a user then runs these tasks.

2.2.3. Demonstrate how screens are modified to change field labels, field lengths, remove fields, etc.

2.2.4. Demonstrate how to create a “checklist” of steps that must be executed in a specific sequence, and how the steps in the sequence are tracked.

2.3. User Access

2.3.1. Demonstrate how <<COMPANY>> can use the Internet as a strategic tool to distribute financial information to remote users.

2.3.2. Demonstrate how <<COMPANY>> can use the Internet to accept sales orders from trusted business partners.

2.3.3. Demonstrate how <<COMPANY>> can use the Internet to accept sales orders from customers.

2.3.4. Demonstrate how <<COMPANY>> can use the Internet to provide real-time feedback of employee information from HR to employees.

2.3.5. Demonstrate how your software can be used to access data across multiple functional areas (e.g., access PO detail from a GL payable transaction).

2.4. Data Conversion

2.4.1. <<COMPANY>> has a need to retain multiple years of historical information. Demonstrate how item, vendor, and customer history is available for comparison with current year actuals.

2.4.2. <<COMPANY>> maintains several databases throughout the enterprise. Demonstrate how data will be converted to satisfy the following requirements:

· Initial conversion of master and history files from either tab-delimited text files, or Microsoft Access MDB format.

· Periodic conversion of data retrieved from units at regular intervals (daily, weekly, monthly).

· On-demand conversion of data from either text or MS Access formats.

2.5. Report Writer

2.5.1. Demonstrate how the standard report writer can be used to modify existing reports, including manipulation of break points, report headers, column locations, etc.

2.5.2. Demonstrate how <<COMPANY>>’s company logo can be inserted in the headings of certain reports using the standard report writer.

2.5.3. Demonstrate how the output of standard reports can be distributed via hard copy (printed output), and electronically (email and fax).

2.6. User Help

2.6.1. Demonstrate how a user would retrieve a description of a field on a data entry screen, and the data entry screen in its entirety.

2.6.2. Demonstrate how external documents and notes can be attached to records and transactions.

3. General Ledger

3.1. Chart of Accounts

3.1.1. <<COMPANY>> uses an account number formatted as follows:

· cccc-uuuu-aaaa-ssss

Where:

· cccc = Company code

· uuuu = Reporting unit

· aaaa = Account number

· ssss = subaccount number

Show how this account number will be supported in the software.

3.1.2. <<COMPANY>> frequently deals with late-arriving expenses that are submitted after the month-end closing process has begun. Demonstrate the following:

· How a period is closed.

· How late-arriving transactions are entered to the accounting system.

· How transactions are prevented from getting in to areas of the system not impacted by the late-arriving expense (e.g., allow GL adjustments while preventing adjustments to purchase orders, back-dated inventory transactions, etc.).

3.2. Nonrevenue Factors

3.2.1. Currently, <<COMPANY>> uses several external databases, spreadsheets, etc. to track information that is not specifically revenue-related. Such information may include floor space in use by departments (square feet), computer hardware by department or unit (number of terminals, modems, printers, etc.), number of employees at a unit, etc. Frequently, this information is used in combination with financial data to develop performance indicators (revenue per employee per unit, maintenance costs by equipment count, etc.) Demonstrate how the software can be used to maintain counts of nonrevenue factors, and how those factors can be combined with financial information to provide the required performance indicators.

3.3. Posting

3.3.1. Demonstrate how GL transactions can be posted directly to the General Ledger without requiring a separate batch process.

3.3.2. Demonstrate how a batch posting process can be introduced if necessary.

3.3.3. <<COMPANY>> distributes certain expenses across multiple departments based on a fixed percentage. For example, certain basic utility costs are charged back to departments based on floor space used by the departments. Demonstrate how GL transactions are automatically distributed in this manner.

3.3.4. Similarly, <<COMPANY>> distributes certain expenses across multiple departments based on parameters that vary from month to month. For example, company-paid employee insurance expenses are charged back to departments based on employee head counts. As employees join or leave the company, or transfer between departments, the amounts distributed to each department must reflect the department head count. Demonstrate how GL transactions are automatically distributed in this manner.

3.4. Budgeting

3.4.1. Demonstrate how budgets are created at the account number level.

3.4.2. Demonstrate how multiple budgets can be created, maintained, and compared, until a final version is accepted.

3.4.3. Demonstrate how a budget can be created for an entire business unit based on a fixed markup percentage from a prior year, or a prior version of a budget.

3.5. Reconciliation

3.5.1. <<COMPANY>> works with many banks throughout the enterprise. Demonstrate how the software tracks multiple banks.

3.5.2. Demonstrate how a hard-copy bank statement is reconciled to checks, deposits, and adjustments tracked by the software.

3.6. Reporting

3.6.1. Demonstrate how financial reports (trial balance, income statement, etc.) are generated for a single business unit.

3.6.2. Demonstrate how consolidated financial reports are produced (for all, or for a select group of units).

3.7. Analysis

3.7.1. <<COMPANY>> frequently initiates special projects and promotions related to individual business units. During the course of the such a project, expenses and revenues associated with the project must be tracked at the business unit. Typically, this would be managed by the creation of a subjournal in the GL with analysis reports prepared based on the new subjournal. Demonstrate how a business unit can track such projects without having to create such “single-use” subjournals.

3.7.2. Demonstrate how a user would obtain detailed transaction information about financial report totals.

4. Payables Management

4.1. Vendors

4.1.1. Demonstrate the recommended method for creating new generic vendors, including all fields required to integrate the vendor to the General Ledger (i.e., account numbers, terms, history initialization, etc.).

4.1.2. Demonstrate the recommended method for creating new contract vendors, including all fields required to integrate the vendor to the General Ledger, and track 1099 information.

4.1.3. Demonstrate how specific vendors may be placed on hold to prevent payments to the vendor without a manager’s approval.

4.2. Vouchers

4.2.1. <<COMPANY>> units frequently receive goods delivered COD. Demonstrate how COD vouchers are processed. Include entry of the voucher, printing of the check, and application of the check to the COD voucher.

4.2.2. At <<COMPANY>>, vouchers are normally grouped in batches based on business unit and date. Demonstrate how a batch of vouchers can be entered for processing at a later time.

4.2.3. Demonstrate how specific voucher may be placed on hold to prevent its payment without a manager’s approval.

4.3. Checks

4.3.1. Demonstrate how vouchers are selected for payment. Show how a single check would be prepared for:

· A group of vouchers.

· One check per voucher.

4.3.2. <<COMPANY>> frequently issues manual checks prior to receiving a voucher from a vendor. Occasionally, there will be a discrepancy in the voucher and check amounts. Demonstrate how to write off such discrepancies without requiring the issuance of a debit/credit memo. Also, demonstrate how this ability can be restricted to specific users.

4.3.3. Demonstrate how an entire check run would be voided and rerun in the event of an equipment failure.

4.3.4. Demonstrate how a single check for a COD delivery is entered and printed.

4.4. Miscellaneous Scenarios

4.4.1. Using one of the vendors created earlier, assign terms of “5% 10, net 30.” Enter a voucher for $100.00. Select the voucher and pay it so the 5% discount is taken. Demonstrate how an AP clerk, in response to a vendor inquiry, would look up the original voucher amount, and the payment and discount amounts, proving that the voucher was paid.

5. Receivables Management

5.1. Customers

5.1.1. Demonstrate the recommended method for creating new customers, including all fields required to integrate the customer to the General Ledger (i.e., account numbers, terms, history initialization, etc.).

5.1.2. Demonstrate how specific customers may be placed on hold to prevent purchases by the customer without a manager’s approval.

5.1.3. Demonstrate how to look up a customer’s sales activity for the current fiscal year, and life to date.

5.1.4. Demonstrate how to look up a customer’s current AR aging using standard 30, 60, and 90-day aging buckets.

5.1.5. Demonstrate how multiple addresses can be entered for a single customer, and show how those addresses are accessed to eliminate inconsistencies when addressing customers, sales orders, credit memos, invoices.

5.2. Invoices

5.2.1. Demonstrate how customer invoices are created.

5.2.2. Demonstrate how a group of invoices is printed for a specific customer.

5.2.3. Demonstrate how to create a credit memo for a customer.

5.3. Cash Receipts

5.3.1. <<COMPANY>> will receive cash payments at intervals during the course of the business day. Demonstrate how cash receipts can be entered to the system during the day, but not posted until after they have been reviewed by a manager.

5.3.2. Demonstrate how a specific cash receipt can be applied to a single invoice.

5.3.3. Demonstrate how a batch of cash receipts for a customer are applied to a customer’s open invoices.

5.3.4. Demonstrate how credit card payments are applied to specific customer invoices.

5.3.5. Demonstrate how credit memos are applied to open invoices for a customer.
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