Phase 3 Website development
	No
	Title
	Description of issue
	Proposed solution
	Rating

	

	1
	Improved CMS
	Limited ability exists to modify the website without programmer intervention.
	Content management to be upgraded to allow a range of options to include:

1. Add / remove pages, possibly using selection of template layouts.

2. Modify text and images on pages.

3. Ability to embed HTML code to incorporate custom links e.g. PayPal payment button.

4. Attach documents for download
	

	2
	Audit trail
	DCHI might need audit trails/logs to keep track of edits/changes such as email address (used as username and for communication) and passwords etc. (JL)
	Needs to be part of the full edit/update facility implementation.  The point being that if some core information is changed it could impact in more than one area of operation i.e. the email is used as the id/username to sign on the member’s area.  On the other hand that email address is used by say the Secretary to circulate info and the membership secretary to validate membership.  If it changes other people need to know.
	

	3
	Search function
	Limited to area of map. Value of results reduced by members saying they cover a wide area so local members lost in mass of results.
	1. Increase map area to show Somerset and Dorset.
2. Switch to Postcode search as primary search option (allow partial postcode search based on first half of code if possible)

a. Remove randomisation and display closest to furthest based on where member is based. (possibly allow member with home and business address to select which is used for search, but not both).
b. Split results into 2 sections. Top part will be those based within (say) 20 miles. Bottom part will be those based further away but saying they cover the postcode

3. For map based search retain randomisation of list but as above split list to show those based in selected area at the top and those outside the area but covering it below.
	

	4
	Search categories
	Search categories are out of date
	Revised primary search categories to include:
1. DEA (Domestic EPC)

2. NDEA (Commercial EPC) – sub selection for Levels 3,4,and 5

3. DEC Assessor (DEC)
4. OCDEA (On construction EPC)
5. ACEA (Air conditioning assessment)

6. RPS / HI (HCS / HCR)
	

	5
	Site search
	Quick search function based on key words needed for people looking for a specific member or other specific element.
	Incorporate site search based on user entered text. Results should be divided into categories:

1. Member listing
2. Site page

3. Linked document
	

	6
	e-vote system
	E-vote system would allow members who cannot make a specific meeting to be included in decision making process.  It could also save time at meetings by moving some issues to times in between.
	Triggered by e-mail to member advising proposals.  For each voting topic each member would only be able to vote once. The numbers would be automatically collated and an e mail automatically generated to chair and membership officer showing who has voted and tally of for, against and abstentions. This could be sent daily, weekly or on a specific date.
Further, members who had voted could receive an automated e mail thanking them for doing so and members who had not voted could be reminded to do so at say 3 day intervals and daily for the last 3 days.
	

	7
	Email distribution
	For example templates for standard letters which can be completed online and sent as emails / e-letters both to internal and external destinations. 


	Authorised users to have access to create several levels of document e.g.
1. Internal email to members

2. Internal email to selected members by category i.e.

a. DEA / CEA etc

3. Internal email to selected member(s) selected by check box from overall list.

4. External email to mailing list using similar selection criteria to above. Potentially this will be stakeholder groups such as accreditations.

5. External email in std format to user defined recipient.

Circulation to members to be selectable within the following categories.

a) current members

b) expired members

c) committee members
	

	8
	Admin Functions


	Password protected area for Executives’ administration:

	Server-based database of DCHI core document to support the DCHI administrative processes.  E.G. Used by Secretary for audit trail of Agendas and Minutes. Member’s to have access as a view-only reference library.
	

	9
	Events Diary / Meetings diary
	Networking and CPD opportunities need to be promoted as well as having list of planned and past meetings
	Two sections required; a meetings page and a CPD events page. Both need to auto-sort and split.
Meetings need to show future meetings first, sorted soonest to furthest ahead. As date passes move to past meetings list below sorted most recent to oldest. No filter required.

CPD events to show future events only, sorted soonest to furthest ahead. Past events suppressed (although we could hide and retain with option to “click here” to see past list if this is considered relevant for members wanting to check back when updating their CPD records). 

Access to add / edit listings will be restricted by specific user rights to designated committee members and/or nominated general members.

Fields to match specification previously agreed by Working Group


[image: image1.emf]Web  Development-topic-CPD and Events Programme v1-0.doc



	

	10
	CPD Certificates
	Streamlined system required to allow Attendance / CPD certificates to be generated for members who have attended a DCHI CPD event without it imposing greatly on the time of the CPD officer.
	CPD officer to have access to a certificate template to which they can add a date and time, topic and provider.   This would then be saved as a library document on the website specific to that one session. Two versions required; an attendance certificate for general items such as a speaker meeting and a CPD one for major events (such as the master classes) which have indisputable CPD hours value. (Caution required to ensure we only issue “CPD” rather than attendance certificates when the event genuinely meets or exceeds the value of an accreditation arranged event).
The CPD officer could then select from an alphabetical list of members the ones who attended (done from the attendance register). The site to merge the document to create a member specific certificate that is automatically emailed to the group.

That document should be associated with those members, and a list of all the associated ones (ones attended) by a member would be permanently viewable in their member’s area. At any time the member could select a CPD session they attended and print the certificate (which would either be a merge of the session specific certificate created by the CPD officer and the member’s name as held on the database or a stored PDF depending on how the function has been designed).
They would always be able to get another copy if they needed it (as long as they remain members). They could not get a certificate for a session they didn’t attend as it would not be in their list. They could not get a certificate with someone else’s name on as it would be generated with their name on identified from user log in or the original as stored.

The CPD officer will have no more than a few minutes admin and DCHI will have no printing costs. The quality of the certificate will be as good as the paper the member is willing to print it on.  DCHI will not have to worry about pleasing everyone on the quality issue as members can control it themselves.
There also needs to be a facility for this system to produce certificates for non members and email them to an email address entered by the CPD officer.
	

	11
	News
	Latest news section on home page to maintain currency of content.
	Upload controlled by user rights to allow an officer (Press & Publicity?) to control content added.
Needs to have the ability to attach documents and embed links (which always open in new window).

Rotate current news items. Archive when they become dated but retain link to archive so content is retained for SEO.
	

	12
	Twitter
	Twitter integration is required to assist viral marketing
	Integration of Twitter into home page is required with primary control to be available to the Press & Publicity officer.

Ensure facility to automatically tweet updates to news and forum posts is possible but not intended to be live at day 1.
	

	13
	FAQs page
	Require ability to create and maintain a set of relevant FAQs to increase relevance of site and search engine ranking
	Upload controlled by user rights to allow an officer (Press & Publicity?) to control content added.

If extensive would be useful to have category tabs or filters.

Will be picked up as result of site search.
	

	14
	Member profile
	Need facility to include additional services without over-complicating the filter
	Members to have a “Profile” page that they can use to cover additional services offered.

Member’s listing will still have a link to external website but will also link to a profile page hosted on the DCHI website. Members will be able to include a photograph (possibly several?) and text which explains their unique set of benefits.

This will create the need for guidance rules and a policing system. For example there should be a minimum standard of good English as poor presentation will reflect on the organisation. There should in my opinion also be a rule that there are no prices allowed on the DCHI hosted pages.

(It is likely that there will be a need to restrict display of a profile page until it has been approved, an approval process for which an individual is responsible and an appeal process if the member is unhappy at not being permitted to include something they want to).

This will allow members to include additional services e.g. thermography, air pressure testing etc which are not available as primary filter categories but will be found by the site search.
	

	15
	Document library
	Currently documents can only be held on the separate resource site which means they are outside the secure area.
	There should be two document libraries. One public for things such as the DCHI guidance documents and one private for sharing accreditation newsletters etc. between members.

This should use a document short-name, a description and a category. The website manager (IT Officer?) should be able to edit the categories and labels and to re-allocate the documents to different categories to allow the library to be adaptive.

Potentially members could be enabled to upload documents for sharing within the private area? However placement of documents in the public area would need to be tightly controlled to protect DCHI from copyright issues.

The library should be filterable by category and searchable by keyword. The site search should include results from the document libraries but only the public ones if it is run in the public area. The same search function can be used on the documents page but if run from there should only show matching results from documents, not from the whole site.
	

	16
	Passwords
	Users are struggling to remember passwords
	Require facility for users to change passwords to something they will remember.

It should also be possible for a user with membership admin rights to trigger an email reminder of the password without the system resetting the password in addition to the existing option to re-send the welcome email which re-sets the password.
	

	17
	Membership numbers
	A membership number would aid identification.
	Changing the primary key to a membership number should allow username and primary email address to be configurable as well as other details. This is intended to assist with identification of members and provide a permanent ID for attachment of member specific documents.
	

	18
	Email addresses
	Adding or altering email addresses and forwarding currently requires outside support
	DCHI IT officer to have the ability to add, remove and re-set emails and email forwarding.
	

	19
	Renewals
	Members are not paying on time and there is an issue with deciding when to turn off their access.
	A field to be added to the member’s data and visible on the “Users” screen for “paid until”.

When a subs payment is received, the treasurer to enter the date it covers until (expiry of membership). The following functions are to be triggered by this date:

1. When the date is less than 1 month ahead the member gets a pop up when they log in advising that their membership is due to expire shortly. This message should confirm the current membership cost, where to send their cheque, the bank details for a direct payment and a link to a web payment facility.
Member can select already paid (the treasurer should receive an automated email stating that the member has indicted they have already paid) / remind me later and get through to the site.

2. When the date is 2 weeks ahead an automated email will be sent inviting the member to continue their membership, requesting payment and giving the options for how to make it. The log in message does not change.

3. When the date is reached the member will get a pop up on log in advising that membership has expired and their access will be switched off within a few days if payment is not received. They will have the same option to select already paid / remind me later and get through to the site.
4. When the date has passed by 2 weeks the member to be sent an automated email stating membership has expired and they need to pay their subs to maintain their membership benefits.
From this point once on the site, every time they change page they should get the same pop up window as when they log in and have to dismiss it each time.

5. When the date has passed by 4 weeks status should auto reset to inactive disabling their access. They should receive an automated email advising that this has occurred.

Note – This facility will support, should the association decide to use it, either a reduced membership period for members joining part way through the year or a change to membership being a rolling 12 months from date joined. For renewing members their membership number should be the reference used for payment.
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DCHI CPD AND EVENTS PROGRAMME – DATA REQUIREMENTS

		DATA LABEL



		DESCRIPTION

		EXAMPLES

		NOTES

		REQ?



		START-DATE

		Date of event

		29/11/2010

		

		Yes



		END-DATE

		

		01/12/2010

		Will only be used to cater for events that run over more than one day

		No



		TITLE

		Brief Description

		Inspection and testing of electrical installations

		

		Yes



		START-TIME

		

		1300

		

		No



		END-TIME

		

		1700

		

		No



		COST

		Specific price or “indicative”

		£211 , £, ££, £££, Free

		

		No



		PROVIDER

		

		CIBSE, RICS

		

		Yes



		LOCATION

		

		Taunton Vale Golf Club, London,


UCL WC1E 7JE

		Need only be a town name if the detail is accessible from a link in “to access”

		Yes



		RELEVANCE

		Strand(s)

		NDEA / DEC / DEA

		Entirely up to the CPD Officer whether this addition is included but without it I cannot facilitate a filter to allow members to reduce the list to those relevant to them.

		Yes



		TO ACCESS

		Action to find out more or to book

		www.clickhere.com  or Phone Fred Blogs on this number for more info

		

		Yes

???



		COMMENT

		Free text box

		DCHI is considering running a bus. Call Roger to register your interest and if enough are interested a bus can be booked.

		Not needed for most entries but useful on occasions

		No





If Relevance is included it must be a required field. There would be no point having a filter that only worked on some entries but not others. CPD Officer to advise whether this should be included in the final spec.

Members will need to do know what to do if they are interested. If the “to access” field is left blank it will result in calls or emails asking for more info, possibly to people who do not know the info which will waste time and cause frustration. My recommendation is it must be there and it must be a req. field.

A free text comment field will cover the occasional issue we haven’t thought of or isn’t common enough to need a dedicated field.


Options

1. It should be possible to auto list in chronological order and automatically delete, or move to archive of “past events” list when the event date passes. (Only reason to archive would be to retain text for SEO purposes).

2. If considered worthwhile we could explore the cost of linking this to some form of calendar display.


3. When writing the final spec I would consider the requirement to indicate multiple prices since we may have a need to indicate a DCHI member price and a non-member price. It may be a multiple box function of the cost section, free text in the cost section to allow one or more figures with explanatory text or it may be that we just deal with it using the free text “Comment” box when it arises.

Data entry


To be a web form accessible only to those logged in with the relevant permissions. (CPD Officer plus his/her ‘trusted few’). Access permissions controlled by website administrator via CMS.

Form will display the fields above and will only post when all req. fields have data in. Date fields will be locked to date format. Can restrict relevance field (if used) to one or more of a defined list to avoid typos breaking the filter function (if we have opted for this).


