	REQUIRED FUNCTIONALITY
	

	Data Migration:
	

	Migration of data from existing system (over 3 million documents)
	

	
	

	E-Forms:
	

	ADA accessible e-Forms.
	

	Capability to build and use unlimited e-Forms.
	

	E-Forms with smart logic to ensure efficiency in the data capture process by reducing duplication and the number of new forms required
	

	E-Forms with the ability to capture data submitted by internal and external users, and can limit what users can see based on their role (i.e. a parent only sees their section).
	

	E-form notifications exposed to portal (dashboard).
	

	
	

	Integration:
	

	Ability to read from data and update Banner database.
	

	Integrate with Banner for pre-populating e-forms from Banner data tables using ETHOS or APIs.
	

	
	

	Licensing:
	

	Scanning licensing structure (if applicable) and identify which drivers are supported (Twain, etc.).
	

	
	

	Reporting:
	

	Capability to report on all imaging system data fields.
	

	
	

	Retention:
	

	Documents need to have retention rules, be able to purge automatically or as batch based on dates or other information (in Banner).   
	

	Mass delete or move documents.
	

	
	

	Scanning:
	

	Ability to directly capture and store an e-doc (email or word or PDF) into a specific folder rather than print-scan-link.
	

	Capability to batch scan documents for linking in the future.
	

	
	

	Security:
	

	Ability to manage security by groups not individual accounts.
	

	Auditing of records (capture when data elements are added or modified) and report detailed audit information.
	

	Granular security to manage access to documents and functions with auditing capability.
	

	User-friendly ability to generate a comprehensive report of individual and group security access for audit compliance.
	

	User-friendly ability to setup security access.
Support:
	

	Consistent and manageable release management cadence.
	

	Responsive and skilled technical support.
	

	Access to comprehensive community resources (knowledge base).
	

	
	

	System Architecture:
	

	Support all platforms.
	

	Supports all browsers.
	

	Capture profiles (or equivalent) maintained at server level, not client / pc level.
	

	End to end encryption.
	

	ENTRA AD authentication (Microsoft AD in the cloud).
	

	Non-AD user authentication (for external users).
	

	SSO support / integration across integrations
	

	Capability to directly query on all data fields.
	

	
	

	Training:
	

	System administration and end user training.
	

	
	

	User Interface:
	

	An easy, user-friendly interface.
	

	Support for and preservation of native file types (pdf, excel, word, email).
	

	Ability for users to delete or move records.
	

	Ability to define document types for imaging and the search by type, sort by type, purge by type & date, etc.
	

	Ability to markup and enter notes on scanned document.
	

	Provide a folder or drawer structure for the management and organization of documents and emails stored within the tool, with ability to store and retrieve documents by doc type and department.
	

	User friendly search for documents across all fields in drawers
	

	Mail merge or equivalent capability to send batch and individual files directly to a student record in the correct folder and year.
	

	Upload and store images at a high resolution (i.e. driver's license, passports, PR cards)from various points including phones (Apple, Android) and warn when uploading low quality image.
	

	Ability to label documents for data sensitivity, retention and auditing (for example - ability to search and retrieve all documents stored related to a student's educational record to satisfy a subpoena, flag documents that should be retained beyond the set retention schedule).
	

	The ability to easily move and reorganize files to and from certain folders/workflows.
	




	Workflow:
	

	Ability to delete items out of workflow but admins can restore if needed.
	

	Ability to generate and process approvals across departments.
	

	Ability to return workflow item with comments to anyone in queue.
	

	Simple or complex workflows that can be initiated from multiple points that include e-forms and scanned documents.
	

	Workflow allow attachments and E-signatures through all steps of workflow.
	

	Workflow capability with functionality to send files to a subset of users within or outside departments.
	

	Workflow to allow for reset of flow when changes are made by originator.
	

	Ability to scan or upload documents into the system from internal or external source and go into the workflow.
	

	Ability to generate workflow notifications to communicate actions to be taken, including e-Form completion, by internal and external users.
	



