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Template
ContactDB Object Definition (Functional Specification)

Robert Barnes
The University of Auckland

This is an example of an object definition filled in according to the template.

Stuff in italics (like this) is not part of the example, but is discussion about the example

Some background:-

I found myself doing a “Business Development Manager” role  (= “Salesperson”, but BDM sounds more high powered) as part of an employment as a consultant for a company which didn’t have any work for me.  Their contact tracking software was a basic Windows system called “Tracker”, which was pretty disgusting, so I decided to write something better in Access, partly to help me with this job, and partly as an exercise to learn Access programming.

Because I had some idea that I might try to commercialise the software, I wrote a user manual, and tried to develop some reasonably user-friendly software.  However, my interests changed before I had completed the system, and it has existed unchanged (and unused) since 1997.

As a single-user Access system, describing it formally like this is overkill, especially since it was originally developed by me for my own use and as a programming exercise.   This specification has been created retrospectively from the user manual and the software.  The system is available on CECIL in Access-97 as ContactsDB, and the manual is ContactDB User Guide.  You can have a look at the system and the manual to see how it compares with this specification.

The data has been randomised (family name from xxx with given name from yyy placed into company zzz, etc) to preserve some confidentiality, but in any event treat it as confidential as if it were live data.

1. Introduction

ContactDB is a contact management system. It provides for easy recording of contacts, and facilitates activities such as making telephone calls and sending letters, with information about these activities being collected automatically.

2. Description

ContactDB has been developed to provide simple contact management facilities needed by sales staff, providing them with the facilities provided by special-purpose systems such as Tracker( together with the flexibility of MS-Access(.  Compared to Tracker, ContactDb provides 

· Much easier dialogs.  For example, routine operation reduces the need the mouse, data being selected from lists with a minimum of keystrokes.  Companies can be located by alias, eg NZI or New Zealand Insurance.

· Much faster operation.  Data is intelligently supplied by default and program rules.  The database itself finds records much more quickly.

· Automatic data collection.  Data such as the date of edit, date created, etc is automatically collected, not only reducing data entry, but more importantly ensuring that records are reliable.

· Enforced data integrity.  Unique indexes, for example on company name, ensure that problems such as the duplication of company information that is present in Tracker is prevented (for example, which entry for AFFCO in Tracker should be used to record a new contact?)

· Far greater flexibility.  The full facilities of MS-Access( and MS Word( are available, allowing the data, reports, and functions to be extended at will.

· Much greater automation.  Telephone dialing, letter creation, and the creation of bring-up records are fully automated.

· Greater Extensibility.  Because of its underlying MS-Access technology, any number of users can access and update the system (the practical limit is probably about 10, before a change to SQL-Server would be needed).  Using the Windows-95 "Briefcase" it is even possible to run remote copies of the system (for example, on a laptop) which are re-synchronised at intervals.

ContactDB has been written for technically-literate users, and relies on normal MS-Access functions to maintain minor tables, perform mail-merge operations, and update non-standard information such as mailing flags.

3. Actors
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BDM (Business Development Manager)  A person who makes sales calls – telephone calls, letters, emails, meetings, etc. 
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System Administrator  (may be a BDM).  A person who sets up standard templates and administers the system.

4. Use Cases

4.1 Primary Use Cases
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4.1.1 Record Contact Information

BDM records information about the people that he/she is interested in – customers, prospects, etc.  Information is recorded about people, and the companies that they work for.

4.1.2 Make Sales Calls.

The BDM makes, or tries to make, a sales call (phone, email, meeting, etc).  The results of the call are recorded.  Follow-up activity may be planned and scheduled by creating “Bring-up notes”.

4.1.3 Follow up calls

Bring-up notes may be retrieved.  Follow-up activity is then recorded as in 4.2

4.1.4 Change Letter Templates

Letter templates are pro-forma letters that are combined with database information to create a draft letter. 

4.2 Secondary Use Cases

5. External Definition

Open ContactDB.MDB

No parameters (other than standard MS-Access parameters)

This is a self-contained Access system, with no external attributes or methods.  However, you’ll see this section being used at the next level, where we use the same template for defining contained activities such as the Person and Company objects.

6. 
User Interface

  

I have created this specification from the User Manual.  Normally you’d write the specification first, and of course it would be future tense, like this:-

The form should be designed so that normal operation is simple, and does not require the mouse to be used.  The mouse is available, and is convenient for out-of-sequence activities, but in normal operation the tab key should lead you to the next field.

However, to save me some time I have not edited the rest of the text into future tense, 

As it is derived from the description of an existing system, this may be much more detailed than would be necessary in your assignment answers.

Function Buttons

To the lower right of the form are the Function buttons. These can only be reached by mouse - they are not part of the tab list.  

The mode button, which is only visible after a BDM has been selected, switches the program between "Normal Mode" and "Bring-up Mode".  Normal is selected by default. 

Making and Recording Calls

The form opens with focus in the BDM field
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Once the BDM is selected, this control is removed from the tab list and focus is passed to the company search field. You will have to use the mouse if you want to change the BDM again.

As calls are made, the form cycles through:-


Find Company



[if not found, create new company record]


Find Person



[if not found, create new person record]


[make call



The program will dial the number highlighted in the person section



Select call result from list



[If note selected, record note details] ]


[Send letter



Select letter template



View letter, change if required (normal Word editing)



Print letter, or store for later printing



Print envelope, or store for later printing]


[Record bring-up note]

NB:  […]  indicates an optional activity.  For example, the user skip “Make Call”.

The details already recorded for a company, person, or call can be simply changed by locating the appropriate record (as above), and clicking the mouse in the field to be changed.  Focus will not be passed to an existing company, person, or call record by tabbing.

Company Data

Refer to the COMPANY Object Specification

On entry following an unsuccessful search, the Company Name is filled in from the search, and Area Code and City filled in by default.

Person Data

Refer to the PERSON Object Specification

On entry following an unsuccessful person search, 

· Family name will be filled in (with first letter capitalised) from the search

· Area Code, Phone, and Fax will be filled in from the company record

Make Call

Clicking the telephone button
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brings up a dialog box showing the number to be called.  This number is the person's telephone number (the highlighted field), prefixed with


Outside line prefix


Area code, unless "09"

The number can be changed, then <enter> (or clicking <OK>) dials the number.

Clicking the telephone button also pops up a list of call types.  On completing the call the type is selected.  If "Note", then the note text can be entered.  The call will then be recorded in the Calls table

Send Letter

Clicking the Letter button:-
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initiates this process:-


Select letter from list of available templates


Create letter, and display it on screen (Word)

You may then Print and Save the letter, and return to ContactDB.  The letter will already have been saved once (after substitutions and before you can change it), so termination is a simple Save, you do not need to choose a name and SaveAs…

Letters are named by the rule:-


Coyid  Initials-of-person Date (ddmmyyyy format),

eg


546AE12071997

for a letter written to Air New Zealand (546), Andrew Edwards, on the 12th of July 1997.

Bring-ups

A “Bring-up” is a reminder note, to be brought up on the date set.

Clicking the Diary button,
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pops up a calender screen for you to select a date.  You can then enter a bring-up note, or select from a table of bring-up types.  This creates a bring-up note, which may be used for Bring-ups, or printed in the bring-up report.


Process bring-ups

Clicking the mode button changes the program from "Normal Mode" to "Bring-up Mode".  In Bring-up mode, company and person are no longer selected as described above.  Instead, each due (date-due today or earlier) record for the current BDM is processed:-

· The company and person are selected automatically from the bring-up record

Focus is set to the telephone button

· The bring-up record is deleted (If the bring-up is not "successfully processed", for example you try to call the person but (s)he is not available, then another bring-up record can be created).

As bring-ups are processed, further bring-ups may be created, for a later day.




7. Object Model  (Class Diagram)
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7.1 COMPANY Object 

7.1.1 FindCompany (SearchName) Returns (CoyID, Found)

If Found returned as NO, CoyID is undefined

7.1.2 CreateCompany (SearchName) Returns (Coyid, Success)

If Success returned as NO, Coyid is undefined, and no new company record has been created.

· Company name will default to the searchname.

7.2 PERSON Object

7.2.1 FindPerson (Name) returns (ContactID, Found)

If Found returned as NO, ContactID is undefined

7.2.2 CreatePerson(Name) returns (ContactID, Success)

If success returned as NO, ContactID is undefined and no new person record has been created.

· Family name will be filled in (with first letter capitalised) from the search

· Area Code, Phone, and Fax will be filled in from the company record

8. Functional Specification - General

8.1 Print Reports

Clicking the " Reports" button will display a reports control form.  Criteria may be set for the report, and a report may be selected and printed.

Reports have not yet been defined.

8.2 Database Functions

Database functions will be provided by using standard MS-Access facilities - close the CallDetails form, and pop up the database window. If CallDetails is required again, then it must be opened from the database window (normal MS-Access) functions. 

Database Functions are used for:-

8.2.1 Mail-Merge.

Mail-merge is simply performed by:-


Creating a query that produces the required data.


Creating (or adapting an existing) Word mail-merge master document


Running the Word mail-merge to print the letters


Re-running the mail-merge with an envelopes master document


Appending selected data from the query to the Calls table, to record the letters being sent.

A standard query, CompanyPersonCall, combines the company, person, and Call records.  It provides all of the data (and more) that will be needed for most mail-merge operations: it may be used with appropriate filters.  It will need to be redefined if the definition of either the company or person tables is changed, as it will not include any new fields.

8.2.2 Maintenance Functions

Bulk updates (eg, adding a field and setting its value to control a mail-merge) are best done with normal database datasheet updates, or with queries.

Records can only be deleted with database maintenance.  Deletion has to occur in hierarchical sequence:-


Calls before Person


Calls before BDM


Person before Company


CompanyLookup before Company.

Integrity enforcement will prevent you from deleting (for example) a Company record while there are still Person or Lookup records for that company.

Tables such as BDM, System Defaults, CallTypes can only be maintained through database functions.

9. Related Documents

Refer ContactDB Project Library.doc
10. Revision History
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Robert Barnes
Initial draft for comments
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