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1) Introduction: This document summarizes the evaluation of the ARIBA travel/expense package completed by the eTravel Process Improvement Team (PIT).  User requirements were collected through 10 user feedback sessions.  The feedback collected translated into 36 unique user requirements.
2) Evaluation Approach: The eTravel PIT addressed each requirement identified by users and evaluated whether the ARIBA travel package meets the user need.  The evaluation of requirements served as a basis for our technical project manager to evaluate the technical impact of meeting the requirements.  The technical impact evaluation takes into consideration 1) ARIBA features, 2) any customizations or configurations needed and 3) any other systems involved.  In addition a “Value” measurement was assigned to each user requirement based on the feedback sessions and PIT valuation.  This allows for a comparison of the value to the users and technical impact related to each requirement. (see Value-Impact Graphic on page 3)
3) Recommendation: Recommendation Pending
4) ARIBA Summary Assessment

	Requirement categories (count of requirements)
	Need Met
	Comments/Assumptions/Reservations
	Relevant Technical Impact

	Approval Flow (3)
	Y
	COMMENTS: Not able to capture non-UW e-signatures.  This is due to our internal systems, not ARIBA (likely the case with other vendor packages).  Potential to create universal “non-UW person” and require person information in addition.

ASSUMPTIONS:  ASTRA will be configured to meet role needs.  May need “Receipt Manager” role, for Travel Office only.  
	ASTRA configuration.

	Customer Service (2) 
	 
	
	

	Expense Report – TEV (9) 
	Y
	COMMENTS: Splitting budgets on expenses is a high priority training issue.  The PIT feels this functionality is not intuitive.

ASSUMPTIONS:  Receipt manager role would need to be configured into ASTRA authorization system. (Travel Office)
	No significant technical impact except for Auto Population, which requires customization for loading and integration with external rates (mileage, per diem, etc.)

	Foreign Travel (1)
	Y
	COMMENTS: Two methods of foreign currency conversion were identified.  1) Load conversion rates 2) provide external link to rates.

Each method was determined to meet the business user minimum requirement.
	Option 1 holds significant technical impact and option 2 holds no technical impact. (Option 2 most feasible)

	Payment (4)
	Y 
	COMMENTS: Direct Deposit, payment delivery options, travel card reimbursement, and identified trip on the check are all feasible based on ARIBA features.  Making them happen is dependent on other systems (PAS, loading travel card information, linking to HEPPS direct deposit info)
	No significant technical impact to ARIBA development.  There is significant technical work to meet these needs on the side of UW systems.  

	Reporting Capability (4)
	Y
	COMMENTS: The search function and status pages on ARIBA meet the users need for upcoming reimbursements and custom searches.   An easy export function exists.
	No significant technical impact to meet 3 of 4 requirements.  One requirement, reimbursement status, extremely difficult to meet.  (See Value-Impact Graphic) 

	Technical Requirements (2) 
	
	COMMENTS: ARIBA meets both technical requirements.  ARIBA is ADA compliant and meets our needs to the extent necessary for MAC users.
	No significant technical impact.

	Traveler Profile (2)
	Y
	COMMENTS: The ARIBA Traveler Profile feature is mainly designed for online travel booking, which is considered outside the scope of this project.  The potential exists to use this for Travel Coordinators to reference when booking travel for travelers, but would require a customization for update/view ability for travel coordinators.  
	 No significant technical impact.

	Trip Report (6)
	Y
	COMMENTS: Creating one document number for a pre and post reimbursement was not able to be met.  However, the PIT agrees that two expense reports will meet this need as the BAR (MyFD) will refer to the related expense report.
	Several configurations and customizations are required to meet these requirements.  

	Universal Travel Form (2)
	Y
	COMMENTS: Several business rules were identified by the central Travel Office.  The PIT determined that these business rules can be met.  In addition, we can identify policy violations and require additional approval or correction of the violation before submission can be completed.
	No significant technical impact.

	Usability (1)
	
	COMMENTS: 
	


5) Value-Impact Graphic (Requirement Evaluation)
	
	Priority
	Value
	Impact

	Approval Flow
	Uphold UW Approval Flow Rules
	2
	0

	
	Electronic Signatures
	1
	0

	
	Approval Notifications
	0.3
	0

	Customer Service
	Fast Reimbursement
	1
	0

	
	Workload Management
	0.6
	0

	Expense Report
	Required Information
	2
	0

	
	Split Budgets (Expense/Trip report)
	2
	0

	
	PCA Codes
	1.3
	0

	
	Auto Population
	1
	0.6

	
	Auto Calculations
	1
	0.3

	
	Travel Coordinator edit ability
	0.6
	0

	
	Document Expense Report Changes 
	0.3
	0

	
	Record Notes/Comments
	0.3
	0

	
	Handling of receipts
	1.6
	0

	Foreign Travel
	Foreign Currency I
	1.6
	0.6

	
	Foreign Currency II - ext. Website
	1.6
	0

	Payment
	Direct Deposit
	0.6
	0

	
	Identify Trip on check/payment
	0.1
	0

	
	Reimburse Travel Card directly
	0.1
	0

	
	Delivery method option
	0.1
	0

	Reporting Capability
	Reimbursement Status
	0.3
	1.4

	
	Upcoming Reimbursements
	0.1
	0

	
	Export (Xcl, Access)
	0.1
	0

	
	Search Function
	0.1
	0

	Technical Reqmnt.
	Compatibility (MAC)
	1.3
	0

	
	ADA Requirements
	1.1
	0

	Traveler Profile
	Traveler Profile Preferences
	0.3
	0

	
	Update ability - option I
	0.1
	0

	
	Update ability option II
	0.1
	0.3

	Trip Report
	Eliminate dup entry of encumbrance
	0.6
	0.6

	
	Save partial trip entry
	0.6
	0

	
	Single Trip Document Number
	0.3
	0.3

	
	Advance Payment of expenses
	1
	0.6

	
	Per diem advance to traveler
	0.3
	0.6

	
	Show Related Expenses on Trip 
	0.3
	0

	Universal Travel Form
	Business Rule Edits, personal travel
	1
	0

	
	Warnings
	1
	0

	Usability
	Usability
	2
	





6) Appendix: Expanded Assessment

	USER defined business requirements
	Evaluation

	Approval Flow 
	

	1. Uphold travel approval business rules
	PIT agrees this requirement is met.  Integration with roles and span of authority defined in ASTRA meets this need (PIT must define role/span of authority needs).  Blanket approvals determined to be departmental responsibility.

	2. Electronic signatures
	PIT agrees this meets the requirement to the extent possible (non-UW employees are a potential issue), with the limitations of our internal systems (other vendor packages likely having the same restrictions)

	3. Email notifications
	PIT agrees that this requirement is met, as notifications are a function of ARIBA, and are defined by us.

	Customer Service
	

	1. Speed of reimbursement
	

	2. User workload
	

	Expense Report (TEV)
	

	1. Required information 
	Required Information is addressed in the Business Requirements documentation (Requirement UTF1) – PIT agrees this requirement is met; this is supported by the document created by the Business Requirements sub-team

	2. Split costs (budget)
	ARIBA allows up to 99 different budget splits by % or dollar amount

	3. Support PCA codes
	ARIBA allows PCA entry on all travel expense items including split budget

	4. Auto populate certain information
	The PIT feels this need is met assuming that the rates are loaded into the system or an external link to the rates is provided in the case of rates that are too frequently updated (foreign per diem).  If the rate is loaded, the auto population would happen based on the rate input and dates.  COMMENTS:  PIT is concerned that we don’t have the ability to NOT auto populate.  (This was expressed in the feedback sessions)

	5. Auto calculate certain information
	The PIT feels that ARIBA meets the needs of auto calculation, assuming we load mileage rates and other rates or link externally to frequently changing rates (foreign per diem).  Each item is auto calculated as well as a total of all expenses and total due to the employee.  COMMENTS: The Expense Report is missing the ability to show the total and expense type calculations by budget number (in the case of split budgets) however the PIT feels we can move forward without this functionality.  Also, splitting the budget must be done per expense item.  A “mass” splitting of budget would be a high priority on the nice-to-have list.  This is also on the list for eProcurement users and is being discussed.

	6. Travel coordinator ability to complete/edit report initiated by traveler
	The PIT feels this requirement is met.  Upon approval, approvers with a defined role may edit (in addition to approve/deny) expense items, add expense items, and are notified that some approvals may be invalidated.

	7. Documented changes between prior approval and actual expenses
	The PIT agrees that this requirement is met.  The Expense Report and Travel Authorization comparison feature displays the original authorization, the actual expense and the variance.

	8. Ability to record comments/explanatory notes
	The PIT feels that ARIBA meets the requirement.   This is an ARIBA feature.  COMMENTS: Comments are not editable; they are a string of comments.  PIT would like capability to edit.  This is possible, but this would eliminate other functionality of comments, there would be a trade-off and a decision to make at implementation.

	9. Handling receipts
	PIT agrees that ARIBA meets the receipts requirement.  They can be scanned by the department or by Financial Services (ER# identified) and attached to the ER, and the travel office would be the final step in the approval flow as the receipt manager.

	Foreign Travel
	

	1. Foreign currency conversion
	Decided that both methods are possible (system conversion or link to external currency conversion website) and will meet the requirement (minimum requirement met)

	Payment
	

	1. Direct deposit (w/ paper check option)
	ARIBA is not a payment system.  ARIBA meets our needs by having the capability to capture and send the needed information to our payment system (PAS).  The direct deposit of payment is dependent on other UW systems.

	2. Trip identified with payment
	ARIBA has the capability to send the needed information to PAS.  It is outside the realm of ARIBA to supply that information on the payment itself.

	3. Payment to travel card account directly 
	ARIBA has the capability to load travel card account information (Traveler Profile field).  It is not likely UW will use this feature, however it can be configured if needed.

	4. Delivery method option 
	ARIBA provides the option to request payment via several delivery methods; direct deposit, physical check, credit card reimbursement. 

	Reporting Capability
	

	1. Reimbursement status
	ARIBA does not meet this need.  It cannot display reimbursement (payment) status unless our payment system sends that information back to ARIBA.  Even then, this is not an ARIBA feature and would require significant programming.

	2. Track upcoming reimbursements
	Search function pulls submitted and approved expense reports.  This meets our requirement.

	3. Export to Excel/compatible with Access
	ARIBA includes export feature.

	4. Search function (by keyword, traveler, dates, destination, etc.)
	The ARIBA search function provides the required options to meet our needs, including a folder archive system for saving past expense reports.

	Technical Requirements
	

	1. Compatibility (OS, MAC)
	C&C supports Ariba on campus.  C&C's support is constrained by vendor support.  The vendor certifies that certain browsers and operating systems work.  As browsers and operating systems are upgraded by their manufacturers, the Ariba vendor chooses which ones to test and certify.  When they certify new versions, they de-support older versions; they roll these changes into their next release. 
C&C supports Ariba usage on the browsers and operating systems that the Ariba vendor certifies.   Ariba does work at least adequately and sometimes perfectly on some non-certified configurations, but C&C recommends using the certified ones.
Ariba Buyer (Procurement and Travel) supports use of Netscape 7.1 on Mac OS X

	2. ADA Requirements
	All Ariba Buyer releases from 7.0.6 are ADA compliant.
Enhanced Accessibility Mode: Ariba Buyer offers a user interface mode that provides enhanced accessibility for users with disabilities such as vision or motor ability limitations. In the default configuration, this mode is disabled for all users.  To enable this mode for a user, assign that user the permission AccessibilityEnhanced. This permission is used by other Ariba Spend Management applications as well, so that users who punch out to other applications see a consistent user interface across all applications.

	Traveler Profile
	

	1. Preferences
	The Traveler Profile feature meets the user requirements.  The PIT agrees that this feature however is outside the scope of our project.  The Traveler Profile is mainly designed for travel booking.

	2. User defined update ability
	ARIBA provides an approval component to the update of the Traveler Profile.  Again, this is outside the scope of our project.  This feature is mainly used for travel booking.  The feature could be integrated with ASTRA to meet future needs if we decide to use ARIBA for travel booking.

	Trip Report
	

	1. Eliminate duplicate entry in PAS (encumbrance)
	It is NOT a requirement that ARIBA “create” an encumbrance.  The feedback stated that entering encumbrance info into PAS is double entry, but doesn’t mean that they don’t want an encumbrance.  This requirement is about eliminating the need to enter info into PAS, unless an encumbrance is desired, while still liquidating an encumbrance if one exists.  An encumbrance is not required with the use of ARIBA as PAS can make payments without an encumbrance, and the Travel Office can track payments in ARIBA.  A method of liquidating encumbrances in PAS for those that have the need is still required.

	2. Save partially completed trips/retrieve for completion
	ARIBA allows option to save/delete/continue/print upon exiting an initiated authorization

	3. One document number created to tie all expenses related to a trip
	PIT agrees that this need is met.  Two expense reports may be required in the case of a partial pre-travel reimbursement.   COMMENTS:  Single trip – the PIT identified that the real need is to be able to link to information from BAR to trip report which provides full expense details of the trip including related expenses (without going to PAS with a PO) 

	4. Advance reimbursement of expenses 
	PIT feels this requirement is met and is as simple as creating two Expense Reports (see requirement “single document number”)  COMMENTS:  A very nice-to-have would be to have a field on one ER to reference another related ER, HR thinks this is a field we can create.

	5. Per diem cash advance 
	The PIT feels this requirement is met by the addition of a ‘cash advance” field on the travel authorization.  The travel office would pay the cash advance, based on the travel auth and the appropriate approval flow.  

	6. Add related expenses (not part of reimbursement)
	The PIT feels this requirement is met.  We have the ability to add expenses paid by something else, and the calculation separates “due” to employee and “total” expenses.  We can display the “paid by” type on the Expenses section of the Expense report.

	Universal Travel Form
	

	1. Business rule edits 
	Business Requirements – PIT agrees this requirement is met; this is supported by the document created by the Business Requirements sub-team

	2. Warnings
	PIT agrees that this meets the needs by only showing information/warnings when processing, but not stopping the user when submitting, only when there is a violation and they must make a change before completing

	Usability
	

	1. Usability
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