Business Case Document: Migration from ExShare to RDOS

 Why is this project initiated?

Reason for Initiation:
The Migration from ExShare to RDOS project is initiated due to the following key drivers:
1. Obsolescence of Existing System (ExShare):
ExShare has been in use for over 1 years and lacks critical modern capabilities such as advanced search, audit logging, and integration with enterprise authentication systems.
2. Security & Compliance Requirements:
The current system does not meet the latest IT security policies or regulatory compliance standards (such as audit trails and access logs), creating potential risk exposure.
3. Operational Inefficiencies:
Users report difficulties in locating, tagging, and managing documents efficiently in ExShare, leading to productivity loss and support overhead.
4. Integration Needs:
RDOS offers seamless integration with Active Directory (SSO), internal reporting tools, and backup systems—something not feasible with ExShare.
5. Strategic Alignment:
The migration aligns with the organization’s IT modernization roadmap, aiming to standardize platforms, reduce maintenance costs, and improve system scalability.
6. Vendor & Support Limitations:
ExShare’s support model has become limited or cost-prohibitive, while RDOS has robust vendor support and documentation.

Current Problems with ExShare:
1. Outdated User Interface & Poor Usability
· The UI is not intuitive, making it difficult for users to upload, tag, or retrieve documents efficiently.
· Lacks modern features like drag-and-drop upload or advanced filters.
2. Limited Search Functionality
· Users struggle to find documents due to limited metadata support and basic keyword search only.
· No filtering by tags, date range, or document type.
3. No Version Control or Change History
· ExShare lacks built-in version control, increasing the risk of data loss or overwriting important documents.
· Users cannot track changes over time.
4. No Real-Time Audit Trails
· The system does not log who accessed, modified, or deleted documents.
· This is a major gap for security audits and compliance.
5. Lack of Integration Capabilities
· Cannot be integrated with enterprise systems such as Active Directory, reporting dashboards, or data backup tools.
· Leads to manual processes and duplication of efforts.
6. Poor Support and Maintenance
· Vendor support is either discontinued or expensive.
· Internal teams struggle with customization or issue resolution.
7. High Operational Overhead
· Frequent helpdesk requests and workaround implementations drain IT and support resources.
· Maintenance and upgrades are time-consuming and costly.
8. Security Vulnerabilities
· The platform does not align with current cybersecurity standards (e.g., access control, encryption, secure APIs).
· This could expose sensitive organizational data.


Problems Solved by RDOS Migration
	Problem in ExShare
	How RDOS Solves It

	1. Outdated User Interface & Poor Usability
	RDOS offers a modern, intuitive interface with drag-and-drop, dashboards, and tooltips

	2. Limited Search Functionality
	Advanced search options with filters, tags, and full-text indexing

	3. No Version Control or Change History
	Built-in version control and history tracking for all documents

	4. No Real-Time Audit Trails
	Comprehensive audit logs with timestamps, user IDs, and activity tracking

	5. Lack of Integration Capabilities
	Integrates with Active Directory, reporting tools, and backup systems

	6. Poor Support and Maintenance
	Vendor-backed support, frequent updates, and easier internal configuration

	7. High Operational Overhead
	Automation reduces manual intervention; less IT support required

	8. Security Vulnerabilities
	Enhanced role-based access, encrypted data storage, and secure APIs



Out of 8 major problems, the RDOS migration project directly solves all 8, bringing the system in line with modern expectations and enterprise IT standards.



Resources Required

 People Resources
	Role
	Responsibility

	Business Analyst (BA)
	Requirement gathering, stakeholder communication, documentation

	Project Manager (PM)
	Project planning, monitoring, risk management

	Solution Architect
	Designing system architecture and integration roadmap

	Developers (Backend & UI)
	Development and customization of RDOS

	QA/Test Engineers
	Prepare and execute test cases, validate migration success

	Migration Specialist
	Plan and execute data migration from ExShare to RDOS

	IT Security Analyst
	Ensure compliance with security standards and perform risk reviews

	End Users (Pilot Group)
	Participate in UAT (User Acceptance Testing)

	Training & Support Staff
	Create training materials, deliver user training and post-go-live support



 Time Resources
· Project Duration: Estimated 4–6 months
· Major Phases:
· Requirement Analysis – 2 weeks
· Design & Planning – 3 weeks
· Development & Configuration – 2 months
· Testing & Validation – 3 weeks
· User Training & Go-Live – 2 weeks
· Post-Implementation Support – 2 weeks

 Budget Resources
	Cost Item
	Estimated Cost (INR)

	Hardware Infrastructure
	₹ 1,00,000

	RDOS Software Licensing
	₹ 2,50,000

	Development and Integration
	₹ 1,50,000

	Training and Change Management
	₹ 50,000

	Data Migration & Validation
	₹ 75,000

	Contingency & Miscellaneous
	₹ 25,000

	Total Estimated Budget
	₹ 6,50,000



 Other Resources
· Software Tools: Migration utilities, reporting tools, testing frameworks
· Documents: Current system documentation, compliance checklists, training guides
· External Inputs: Site visits, vendor demos, analyst reports (Dataquest, Gartner, etc.)


Organizational Change Required

 Overview of Organizational Change
The migration from ExShare to RDOS will require a moderate level of organizational change, primarily in the following areas:

1. Process Changes
· Users will follow new document upload, tagging, search, and access protocols.
· Version control and audit log features will become part of standard workflows.
· Approval and access request processes may be updated to align with RDOS permissions structure.

2. People & Roles
· End Users: Need to adapt to the new interface, features, and workflows.
· IT & Support Teams: Will take on new responsibilities related to RDOS maintenance, user access management, and issue resolution.
· Training: Mandatory short-term training programs for all user groups to ensure successful adoption.

3. Technology Adoption
· Shift from a legacy platform to a modern system with integrated features will require:
· Updated SOPs (Standard Operating Procedures)
· Data migration and cleansing readiness
· Familiarity with role-based access and security protocols

4. Change Management Activities
· Communication Plan: Regular updates, rollout timeline, and expectations shared across departments
· Training Sessions: Scheduled hands-on training and video guides for various user levels
· User Support: Dedicated helpdesk and FAQ documents during transition phase
· Pilot Group Testing: Selected users will test the system before full deployment

 Level of Change Impact
	Area
	Change Level
	Notes

	End-User Workflow
	Moderate
	Some processes change, training is needed

	IT Infrastructure
	Low to Moderate
	System integration and support responsibilities

	Data Handling
	High
	Metadata, versioning, and audit become essential

	Security/Compliance
	High
	Enhanced access controls and audit logging



Time Frame to Recover Return on Investment (ROI)
`
 ROI Recovery Estimate
Based on the project scope, cost estimates, and anticipated operational improvements, the expected time frame to recover ROI is approximately 12 to 18 months post-implementation.

 ROI Recovery Justification
	Cost Area
	Savings/Benefits Post-Migration

	Manual effort in document handling
	40–50% reduction in search, retrieval, and tagging time

	IT maintenance & support
	Reduced incidents, faster resolution, lower support resource allocation

	Compliance & audit efforts
	Automated audit trails reduce audit preparation time by 60%

	User productivity
	Improved UI and faster access boosts task efficiency across departments

	Licensing and vendor costs
	Consolidated software reduces ongoing licensing overhead



Estimated Payback Period
	Initial Investment
	₹ 6,50,000 (INR)

	Annual Estimated Savings
	₹ 4,00,000 – ₹ 5,50,000

	Payback Period
	12 – 18 months (based on usage and adoption)



 Factors That Influence ROI Recovery
· Adoption rate by end users
· Effective training and support during transition
· Reduction in support tickets and manual rework
· Compliance efficiencies during audits
· System uptime and performance

 Conclusion
If successfully implemented and adopted, the organization can expect to fully recover its investment within 1 to 1.5 years, with net operational gains continuing well beyond that period.

How to Identify Stakeholders for the ExShare to RDOS Migration Project
Identifying stakeholders involves recognizing all individuals, groups, or entities who are affected by, influence, or have an interest in the project. Here's a step-by-step approach:

1. Review the Project Scope
· Understand the systems, processes, and departments impacted by the migration.
· Ask: Who uses ExShare? Who will use RDOS? Who supports it?

2. Consult with Leadership and Project Sponsors
· Meet with department heads and the project sponsor.
· They can highlight key individuals or groups that need to be involved or informed.

3. Map Out Functional Areas
· Identify roles from:
· Business Units (who use the documents daily)
· IT Teams (infrastructure, support, security)
· Compliance & Legal (data access, audit requirements)
· Training & Communications (for rollout and adoption)

4. Use a Stakeholder Analysis Matrix
· Categorize stakeholders by:
· Interest level (How affected are they?)
· Influence level (Can they impact decisions or adoption?)
· Common categories:
· High influence, high interest → Manage closely
· High influence, low interest → Keep satisfied
· Low influence, high interest → Keep informed
· Low influence, low interest → Monitor only

5. Leverage Documentation & Past Issues
· Review:
· ExShare support tickets
· Audit reports
· Training logs
· Previous migration efforts
· This helps uncover both frequent users and pain points.

6. Validate with Stakeholder Interviews or Surveys
· Ask users: What do you use ExShare for? What challenges do you face?
· This uncovers key user groups and expectations early.

	Stakeholder Type
	Examples

	Executive Sponsor
	CIO, VP of Operations

	Users
	Department staff who upload/download files

	IT Support
	Admins managing ExShare and RDOS systems

	Security
	InfoSec team reviewing access controls

	Compliance
	Auditors, legal team

	Project Team
	BA, PM, developers, testers






Document 2: Business Analyst (BA) Strategy – Project Execution Approach

1.  Project Understanding & Initiation
· Objective: Understand project scope, goals, constraints, and high-level requirements.
· Key Actions:
· Meet with sponsor/stakeholders to clarify objectives.
· Review existing documentation, contracts, or process flows.
· Identify stakeholders and initiate stakeholder mapping.

2. Elicitation Techniques
To gather detailed requirements, apply appropriate elicitation techniques based on stakeholder type:
	Technique
	When/Why Used

	Interviews
	One-on-one insights with key stakeholders

	Workshops/Focus Groups
	Collaborative sessions with cross-functional teams

	Document Analysis
	Reviewing current systems (ExShare) and SOPs

	Observation (Job Shadowing)
	Understand how end users interact with current system

	Surveys/Questionnaires
	Gather input from a wider audience efficiently

	Prototyping
	Visual walkthrough of proposed features (if needed)



3.  Stakeholder Analysis (RACI/ILS)
· Create a RACI Matrix to define:
· Responsible, Accountable, Consulted, Informed roles
· ILS (Influence/Level of Support) Analysis:
· Identify stakeholder power, interest, and support level
· Helps tailor communication and involvement strategies

4.  Documents to Prepare
	Document
	Purpose

	Business Case
	Justify project need, cost, benefits

	Stakeholder Register & RACI
	Identify and categorize stakeholders

	Business Requirements Document (BRD)
	List high-level business needs

	Functional Specification Document (FSD)
	Define detailed functionality expected from RDOS

	Requirements Traceability Matrix (RTM)
	Trace requirements through development and testing

	Change Request Form
	Track and manage scope changes

	UAT Sign-Off / Project Acceptance Form
	Formal client approval post-testing



5.  Document Approval Process
1. Draft reviewed internally by BA team
2. Walkthrough with stakeholders
3. Collect feedback via track changes/comments
4. Update and freeze the final version
5. Send for formal approval (email or e-signature)
6. Store in centralized repository (e.g., SharePoint, Confluence)

6.  Client Approvals & Sign-Offs
· Maintain a Review & Approval Log
· Secure approvals at:
· Requirement Finalization (BRD)
· Functional Confirmation (FSD)
· UAT Completion
· Use formal acceptance forms and documented meeting minutes

7. Communication Channels
	Channel
	Purpose

	Email
	Formal communication/document exchange

	MS Teams / Slack
	Daily queries, team discussions

	Weekly Reports
	Status updates to stakeholders

	JIRA / Trello
	Track tasks, changes, and progress

	Review Meetings
	Walkthroughs and alignment discussions



8.  Change Request Handling
1. Receive CR form from user/stakeholder
2. Log into change tracker (e.g., JIRA)
3. Perform impact analysis (scope, time, cost)
4. Get approval from sponsor/PM
5. Update BRD/FSD and RTM
6. Inform developers and QA
7. Document closure post-implementation

9.  Project Progress Updates to Stakeholders
· Weekly status reports with:
· Task progress
· Risks/issues
· Completed milestones
· Monthly stakeholder meetings
· Dashboards (if tool available)

10.  User Acceptance Testing (UAT) & Sign-Off
· Prepare UAT Plan & Test Cases
· Coordinate UAT execution with business users
· Capture feedback and fix defects
· Conduct final walkthrough
· Obtain Client Project Acceptance Form with signatures
· Archive UAT results and closure documentation





Functional Specification Document (FSD)

1. Project Details
	Field
	Details

	Project Name
	Migration from ExShare to RDOS

	Customer Name
	ICE Data Services

	Project Version
	v1.0

	Project Sponsor
	ICE Data Services

	Project Manager
	Ramakrishna Manavarapu

	Project Initiation Date
	17/01/2025



2. Functional Requirements Specification
	Req ID
	Req Name
	Req Description
	Priority

	FR0001
	Login
	User should be able to login to the application to perform inventory operations.
	10

	FR0002
	File Upload
	System must allow users to upload PDF, Word, and Excel files to categorized folders.
	9

	FR0003
	Access Control
	Admin must be able to define role-based access for document visibility and modification.
	10

	FR0004
	Search Function
	Users must be able to search documents using metadata (title, tags, date).
	8

	FR0005
	Version Control
	System should track and display version history for each document.
	7



3. Assumptions
· Users will be onboarded via Active Directory or LDAP.
· Network access to RDOS is secure and compliant.
· Browsers supported: Chrome, Edge, Firefox.

4. Non-Functional Requirements (NFRs)
	NFR ID
	Description

	NFR001
	System response time must be < 2 seconds.

	NFR002
	Uptime should be 99.5% monthly.

	NFR003
	Data encryption at rest and in transit.

	NFR004
	Compatible with both desktop and tablet devices.






Requirement Traceability Matrix (RTM): Migration from ExShare to RDOS
	Req ID
	Req Name
	Req Description
	Design
	D1
	T1
	D2
	T2
	UAT

	FR0001
	Login
	User must be able to login to access the application.
	Yes
	Pending
	No
	Yes
	Yes
	YES

	FR0002
	Document Migration
	All existing documents in ExShare must be migrated to RDOS.
	Yes
	Completed
	Yes
	Yes
	Yes
	YES

	FR0003
	Metadata Retention
	All document metadata must be retained post-migration.
	Yes
	In Progress
	No
	Yes
	Yes
	YES

	FR0004
	Access Control Mapping
	User roles and permissions in ExShare must be replicated in RDOS.
	Yes
	Completed
	Yes
	Yes
	Yes
	YES

	FR0005
	Search Functionality
	Users should be able to search migrated documents by title, tag, or date.
	Yes
	Completed
	Yes
	Yes
	Yes
	YES

	FR0006
	Version History
	Version history should be preserved during migration.
	Yes
	Pending
	No
	Yes
	Yes
	YES

	FR0007
	Audit Logs
	Post-migration audit logs should capture document access and updates.
	Yes
	In Progress
	No
	Yes
	Yes
	YES

	FR0008
	Training Module
	A help/training module should be available for RDOS users.
	Yes
	Completed
	Yes
	Yes
	Yes
	



Business Requirements Document (BRD)
Project: Migration from ExShare to RDOS

1. Project Overview
This BRD defines the business needs for migrating from the ExShare system to RDOS to improve document management, access, and security.
Document Revisions – BRD for ExShare to RDOS Migration
	Date
	Version Number
	Document Changes

	05/02/2025
	0.1
	Initial Draft

	10/02/2025
	0.2
	Added business needs and initial scope

	15/02/2025
	0.3
	Updated stakeholder list and added functional requirements

	20/02/2025
	0.4
	Added non-functional requirements and risk analysis

	25/02/2025
	0.5
	Incorporated feedback from SME and Tech Lead

	01/03/2025
	1.0
	Final version approved and signed off by stakeholders




Approvals – BRD for ExShare to RDOS Migration
	Role
	Name
	Title
	Signature
	Date

	Project Sponsor
	Anil Sharma
	VP – Operations
	[Signed]
	05/03/2025

	Business Owner
	Priya Mehta
	Director – Business
	[Signed]
	05/03/2025

	Project Manager
	Ramesh Iyer
	Sr. Project Manager
	[Signed]
	06/03/2025

	System Architect
	Rajeev Kulkarni
	Lead System Architect
	[Signed]
	06/03/2025

	Development Lead
	Deepak Rao
	Development Lead
	[Signed]
	07/03/2025

	User Experience Lead
	Neha Verma
	UX Lead
	[Signed]
	07/03/2025

	Quality Lead
	Kavitha Nair
	QA Manager
	[Signed]
	07/03/2025

	Content Lead
	Sandeep Menon
	Content Strategist
	[Signed]
	08/03/2025




RACI Chart – BRD for ExShare to RDOS Migration
	Name
	Position
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	Anil Sharma
	VP – Operations (Client)
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	Lead System Architect
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	✓
	
	

	Neha Verma
	UX Lead
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	QA Manager
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4. Introduction
4.1 Business Goals
Organization Goal:
The goal of this project is to modernize the organization's legacy document sharing and records management system (ExShare) by migrating to a more scalable, secure, and efficient digital platform – RDOS (Records & Document Optimization System). This upgrade will align the organization’s operations with industry best practices, improve compliance, and support long-term digital transformation efforts.
Organization Need:
· The current ExShare system is outdated, lacks real-time collaboration capabilities, and suffers from performance issues and security limitations.
· There is an increasing need for centralized document storage with version control, role-based access, and integration capabilities with other enterprise systems.
· The organization requires a future-ready platform to improve productivity, reduce manual processes, and ensure seamless access to documents across departments and geographies.
· Compliance with regulatory frameworks and audit trails is difficult to manage using ExShare. RDOS provides built-in compliance features.



4.2 Business Objectives
To provide an IT solution for the seamless migration from the ExShare platform to RDOS, incorporating the development and integration of multiple key functionalities that enhance the organization's operational efficiency and user experience. The proposed system will include:
1. Mobile Application (Android & iOS):
· Enable users to access RDOS functionalities via a secure, user-friendly mobile interface.
· Features to include:
· User login & authentication
· Document upload, search, and retrieval
· Push notifications for updates and actions
· Offline document access and synchronization
· Role-based access and document sharing
2. E-Learning Management System (LMS):
· Provide a digital platform for training, knowledge sharing, and compliance management.
· Key functionalities:
· Course creation, assignment, and tracking
· Video lectures, quizzes, and certification
· Progress tracking dashboards for learners and managers
· Integration with RDOS for resource linking and storage
· Feedback and assessment capabilities
3. Human Resource Management System (HRMS):
· Automate HR operations and document management within RDOS.
· Core features:
· Employee onboarding/offboarding workflows
· Leave and attendance management
· Document repository for HR files (contracts, appraisals, etc.)
· Payroll integration and self-service portals
· Performance management and appraisal tracking

4.3 Business Rules
The RDOS project must adhere to the following organizational policies, procedures, and regulations throughout the development, deployment, and operational lifecycle:
1. Data Security & Confidentiality
· All user data and documents must be stored in encrypted format both at rest and in transit.
· Only authorized personnel can access confidential documents based on defined role-based permissions.
· User sessions must be automatically logged out after 10 minutes of inactivity.
2. User Access & Authentication
· Multi-Factor Authentication (MFA) is mandatory for all admin-level users.
· Passwords must meet complexity requirements (minimum 8 characters, including uppercase, lowercase, number, and special character).
· Role-based access controls must be strictly enforced across all modules.
3. Document Management Policy
· All migrated documents from ExShare must retain metadata (created by, timestamp, document ID).
· Users are not allowed to delete documents; only archive functionality is permitted as per audit policy.
· Version control must be maintained for all uploaded or edited documents.
4. HRMS Compliance Rules
· Employee data must comply with applicable labor laws and data protection regulations (e.g., GDPR if applicable).
· Leave balances and payroll data must sync with the official organizational HR database.
· Audit logs of employee record changes must be retained for a minimum of 5 years.
5. E-Learning Policy
· All employees must complete mandatory training courses within 30 days of assignment.
· Certification validity must be tracked and renewal alerts triggered 15 days before expiry.
· Only approved content from the L&D (Learning & Development) team can be published.
6. Mobile App Governance
· Mobile apps must be reviewed and approved by the internal IT security team before release.
· The application must support biometric login on supported devices.
· App updates must follow a quarterly release cycle unless urgent patches are required.

4.4 Background
The ExShare platform, previously used for internal document sharing and collaboration within the organization, faced multiple limitations in terms of scalability, security, and user experience. With the evolving digital landscape and the need for better integration with enterprise systems, a proposal was initiated to migrate to a more modern and robust platform — RDOS (Robust Digital Office Suite).
The decision to develop RDOS stems from the following business challenges observed in ExShare:
· Limited mobile access and non-responsive interfaces on modern devices.
· Security vulnerabilities and lack of compliance with updated data privacy regulations.
· Manual HR processes and inadequate tracking of employee information and e-learning compliance.
· Lack of centralized integration for HRMS and Learning Management functionalities.
· Low user adoption due to poor UI/UX and performance lags in ExShare.
The RDOS Project was conceptualized to address these shortcomings and deliver an all-in-one digital workspace. It is expected to:
· Streamline document management and collaboration processes.
· Provide cross-platform mobile applications (Android & iOS).
· Integrate E-Learning Management System (LMS) to manage training and certifications.
· Include a comprehensive Human Resource Management System (HRMS) to automate employee lifecycle operations.
· Improve compliance, audit readiness, and employee engagement.
By implementing RDOS, the organization aims to increase operational efficiency, ensure regulatory compliance, and enhance employee productivity through a seamless, secure, and intelligent digital environment.

4.5 Project Objective
The primary objective of the RDOS (Robust Digital Office Suite) project is to successfully migrate all functionalities and relevant data from the existing ExShare system to a modern, secure, scalable, and user-friendly platform. This transformation aims to enhance internal operations, improve employee engagement, and streamline document, HR, and learning processes across the organization.
High-Level Objectives:
· Replace ExShare with an advanced digital office suite that aligns with current technology standards and security requirements.
· Provide a centralized platform for document management, HR operations, and e-learning activities.
· Enable cross-platform mobile accessibility (Android and iOS) to support a mobile workforce.
· Improve data security, system performance, and user experience.
Key Features:
· Document upload, search, version control, and secure sharing.
· Employee management, leave tracking, and payroll integration through HRMS.
· Online training modules, course tracking, and certification management in the LMS.
· Role-based access control, activity logging, and audit support.
Alignment with Business Objectives:
· Supports the organization's goal of digital transformation by eliminating outdated tools.
· Enables real-time collaboration and learning, increasing overall productivity.
· Promotes regulatory compliance (e.g., GDPR, IT security standards).
· Enhances decision-making with better visibility into HR and training data.
System Integration Requirements:
· Integration with existing enterprise authentication systems (e.g., Active Directory or SSO).
· API-based connection with HRMS databases, payroll systems, and third-party training vendors.
· Secure data migration services for existing ExShare content, including audit logs and document history.

4.6 Project Scope
The scope of the RDOS (Robust Digital Office Suite) project includes the complete replacement and enhancement of the existing ExShare platform. It focuses on the development, deployment, and integration of new modules with improved performance, mobility, and user-centric design.
✅ In-Scope (What we will deliver):
1. Document Management System
· Upload, download, and version control
· Role-based sharing and permission settings
· Search and tagging functionalities
· Document history and audit tracking
2. Mobile Applications
· Android and iOS native apps for employee access
· Features to support document access, learning, and HR interactions on mobile
3. E-Learning Management System (LMS)
· Online training module creation and assignment
· User progress tracking and certification issuance
· Admin and reporting dashboards
· Multimedia and quiz support
4. Human Resource Management System (HRMS)
· Employee onboarding/offboarding
· Leave and attendance management
· Payroll data handling (integration ready)
· Employee self-service portal
5. User Management & Access Control
· Integration with Active Directory or Single Sign-On (SSO)
· Role- and department-based access control
· Admin rights management
6. Data Migration
· Migration of documents, user data, permissions, and logs from ExShare
· Validation and backup during migration
7. Security & Compliance
· End-to-end encryption of data
· Activity logs and compliance with data privacy laws (e.g., GDPR)
8. Testing & UAT
· Unit testing, system integration testing, and user acceptance testing
· Feedback incorporation and bug resolution
· 
4.6.1 In-Scope Functionality
· Migration of documents and metadata from ExShare to RDOS
· Development of document management features: upload, version control, search, and sharing
· User authentication and role-based access management
· Development of mobile applications (Android & iOS) for document and HR access
· Implementation of an integrated E-Learning Management System (LMS):
· Course assignment, tracking, quiz/exam features, and certification
· Implementation of Human Resource Management System (HRMS):
· Employee records, leave management, attendance, and self-service portal
· Admin panel for system configuration and user management
· Integration with Active Directory / Single Sign-On (SSO)
· Logging and audit trail for all document and user actions
· End-to-end data encryption (at rest and in transit)
· Basic analytics and reporting for HR and learning modules
· User acceptance testing (UAT), training, and deployment support

4.6.2 Out-of-Scope Functionality
· Payroll calculation engine (only integration with existing system will be supported)
· Advanced analytics (e.g., predictive insights, AI-based recommendations)
· Real-time chat/messaging features
· Custom report builder for users (pre-defined reports only in this release)
· Third-party content creation for LMS courses
· Physical infrastructure or server provisioning (cloud deployment assumed)
· Post-production maintenance and enhancements (covered separately under support/AMC contract)
· Multi-language/localization support in phase 1 (may be included in future phases)
5. Assumptions
The following assumptions have been made during the requirement gathering, planning, and scoping phases of the RDOS project. These assumptions are critical for the successful execution and timely delivery of the project:
·  All existing documents and metadata in ExShare are available, structured, and accessible for migration.
·  The client will provide timely access to subject matter experts (SMEs) and stakeholders for requirement clarifications and approvals.
· Required third-party licenses (e.g., for LMS, HRMS integrations, mobile deployment) will be procured and made available before development begins.
·  Existing HR and learning data is accurate, complete, and compatible with RDOS format standards.
·  Users will be trained on how to use the new RDOS platform before go-live.
· Mobile applications will be deployed through official app stores (Google Play and Apple App Store) and the client will assist in account provisioning.
·  The project team will receive required infrastructure access (cloud servers, staging environments, APIs) from the client on time.
·  Integration with Active Directory or SSO is feasible using available protocols like SAML or OAuth.
·  Business rules, compliance policies, and approval hierarchies are already defined and will not change significantly during the project.
·  All requirements and change requests after finalization will follow a formal change management process.

6. Constraints
The RDOS project will operate under the following constraints that may impact scope, timeline, cost, or quality:
·  Timeline Constraint: The project must be completed and deployed within a fixed timeline of 12 months, as per organizational rollout plans.
·  Budget Constraint: The project has a predefined budget limit, including costs for development, testing, licensing, and training — not to exceed Rs.2000000.
·  Data Sensitivity: All data migrated and handled must adhere to strict data privacy and compliance regulations (e.g., GDPR, IT Act).
· Technology Compatibility: The RDOS solution must be compatible with existing enterprise systems (e.g., Active Directory, HR databases) without requiring changes in those systems.
·  Internet Dependency: RDOS is a web-based/cloud-hosted system and relies on stable internet connectivity for most features, including mobile apps.
·  App Store Policies: Mobile application deployment is subject to approval and policies of Google Play Store and Apple App Store, which may introduce timeline risks.
·  Legacy Data Structure: ExShare data must be migrated without altering original document integrity or metadata, which could restrict flexibility in structuring the new system.
·  Limited Stakeholder Availability: Key business users and SMEs may have restricted availability during project execution, affecting review and feedback cycles.
·  Testing Resources: Availability of client-side testers for UAT and QA may be limited, which can affect validation timelines.
·  Fixed Scope Agreement: Major scope expansions will not be accommodated without formal change requests and re-approval due to waterfall methodology constraints.

7. Risks
7.1 Technological Risks
	Risk
	Likelihood
	Impact
	Strategy
	Description

	Compatibility issues between legacy ExShare data and RDOS format
	Medium
	High
	Mitigate
	Perform early analysis of existing data structures and prepare a data transformation plan

	Security vulnerabilities in mobile or web app
	Medium
	High
	Mitigate
	Conduct thorough security testing (penetration testing, code review) before go-live

	Delay in third-party system integration (e.g., SSO, HRMS APIs)
	Medium
	Medium
	Mitigate
	Initiate integration testing in parallel and keep backup authentication plan



7.2 Skills Risks
	Risk
	Likelihood
	Impact
	Strategy
	Description

	Unavailability of skilled mobile developers or backend integrators
	Low
	High
	Mitigate
	Maintain a bench of developers and pre-plan vendor support for niche areas

	Inadequate training for RDOS system among end users
	Medium
	Medium
	Mitigate
	Provide comprehensive training sessions and manuals well before UAT and deployment



7.3 Political Risks
	Risk
	Likelihood
	Impact
	Strategy
	Description

	Change in leadership or decision-makers during the project
	Low
	High
	Accept
	Ensure clear documentation and sign-offs to maintain project continuity

	Shift in organizational priorities due to external pressures
	Low
	Medium
	Accept
	Prepare project status reports to keep visibility and support at all levels



7.4 Business Risks
	Risk
	Likelihood
	Impact
	Strategy
	Description

	Project cancellation due to budget reallocation or change in direction
	Low
	High
	Transfer
	Tie project milestones to strategic business goals to strengthen justification

	User resistance to adopting RDOS
	Medium
	Medium
	Mitigate
	Involve key users in testing phases and collect feedback to improve usability



7.5 Requirements Risks
	Risk
	Likelihood
	Impact
	Strategy
	Description

	Incomplete understanding of ExShare workflows
	Medium
	High
	Mitigate
	Conduct stakeholder workshops, interviews, and document review sessions

	Ambiguity in requirements for HRMS or LMS modules
	Medium
	Medium
	Mitigate
	Prepare detailed use cases and mockups; validate requirements with SMEs before design


7.6 Other Risks
	Risk
	Likelihood
	Impact
	Strategy
	Description

	Delays in Client Feedback or Approvals
	Medium
	High
	Mitigate
	Delays in sign-offs for requirements, designs, or UAT can block progress. Mitigated by defining clear SLA timelines and escalation procedures.

	Vendor Dependency for Third-Party Components
	Medium
	Medium
	Mitigate
	RDOS may rely on third-party components (e.g., LMS modules). Any delay or issue with vendors could affect timelines. Early coordination and fallback plans are essential.

	Data Loss or Corruption During Migration
	Low
	High
	Avoid
	Backups and test migrations should be performed in a staging environment before actual cut-over. Validation steps must be included.

	Regulatory/Compliance Changes During Project
	Low
	Medium
	Accept
	If new compliance requirements arise (e.g., audit, legal), minor scope changes might be needed. Monitoring external updates is key.

	Infrastructure Downtime or Cloud Service Failure
	Low
	High
	Transfer
	Uptime and disaster recovery will be managed by cloud service providers. SLAs and backup protocols must be in place.

	Misalignment Between Business and IT Teams
	Medium
	Medium
	Mitigate
	Regular joint reviews, status meetings, and shared documentation are necessary to ensure everyone is aligned on deliverables.




8. Business Process Overview
8.1 Legacy System (AS-IS)
System: ExShare
ExShare is a legacy document management and information-sharing platform used by the organization for storing, managing, and distributing documents. The system, although stable, has several limitations:
AS-IS Process Flow Summary:
1. Document Upload – Users upload documents manually without standardized metadata.
2. Storage – Files are stored on shared drives with limited version control.
3. Access Control – Access is managed manually, with no integration with corporate identity systems (e.g., no SSO).
4. Search – Poor search functionality due to lack of tagging/indexing.
5. Tracking – No audit trails or activity logs for document access and changes.
6. Mobile Access – Not supported; system is desktop-only.
7. HR & Learning Data – Maintained in spreadsheets or siloed systems outside ExShare.
Flow diagram
[User Login] 
    ↓
[Upload/Share Files in ExShare] 
    ↓
[Manual Data Review / Approval via Email or Offline Tools] 
    ↓
[Local Storage / Static Reports Generated] 
    ↓
[Manual Updates to Other Systems (POS, CRM, etc.)]
Limitations of AS-IS System:
· No centralized control or standardization of document management
· Inefficient and error-prone manual processes
· Security vulnerabilities due to lack of encryption and audit trails
· No integration with HR or LMS systems
· Limited accessibility and usability (no mobile or remote access)

8.2 Proposed Recommendations (TO-BE)
System: RDOS (Redesigned Digital Office System)
TO-BE Process Flow Summary:
1. Document Upload & Tagging – Users upload documents with mandatory metadata and auto-categorization.
2. Version Control – Every document update is versioned and traceable.
3. Access Management – Role-based access integrated with corporate SSO/Active Directory.
4. Search & Retrieval – Advanced search using tags, content indexing, and filters.
5. Audit Trail – Every action logged and available for review.
6. Mobile Access – Fully responsive web and native mobile apps for Android and iOS.
7. HRMS Integration – Centralized HR operations including attendance, leaves, and employee directory.
8. LMS Integration – Online training, assessments, and certification tracking within RDOS.
Flow diagram
[User Login to RDOS Portal]
    ↓
[Upload/Retrieve Documents + Retail Data in Real Time]
    ↓
[Auto-Sync Across Systems (POS, CRM, Inventory)]
    ↓
[Automated Approvals / Workflow Triggers (e.g., pricing, stock updates)]
    ↓
[Real-Time Dashboards + AI Analytics + Notifications]

How TO-BE Addresses AS-IS Challenges:
· Automates and standardizes document workflows
· Enhances compliance with audit logs and encryption
· Improves accessibility via mobile and cloud
· Consolidates HR and Learning operations in one platform
· Provides scalability and modernization, reducing dependency on outdated systems


9. Business Requirements
Business requirements were identified through stakeholder interviews, workshops, and document analysis. These are grouped by functionality and tagged with priority levels to guide implementation and traceability.
Priority Levels:
· H (High) – Critical to project success
· M (Medium) – Important but not critical for launch
· L (Low) – Desirable, can be implemented post-launch

9.1 Document Management Requirements
	Req ID
	Requirement Description
	Priority
	Type

	BR-01
	Users must be able to upload and categorize documents with metadata
	H
	Functional

	BR-02
	The system shall support version control and rollback of documents
	H
	Functional

	BR-03
	The system must allow secure document sharing within and outside the organization
	H
	Functional

	BR-04
	Full-text search capability must be available
	H
	Functional

	BR-05
	Deleted documents should be archived with restore options
	M
	Functional



9.2 Access & Security Requirements
	Req ID
	Requirement Description
	Priority
	Type

	BR-06
	User authentication must be integrated with Active Directory (SSO)
	H
	Functional

	BR-07
	Role-based access control (RBAC) must be enforced
	H
	Functional

	BR-08
	System should maintain audit trails of all user activities
	H
	Non-Functional

	BR-09
	All data must be encrypted at rest and in transit
	H
	Non-Functional



9.3 HRMS Requirements
	Req ID
	Requirement Description
	Priority
	Type

	BR-10
	The system must support employee profile management
	M
	Functional

	BR-11
	Leave and attendance management must be integrated
	M
	Functional

	BR-12
	Reports on HR operations must be exportable in PDF and Excel
	L
	Functional



9.4 LMS Requirements
	Req ID
	Requirement Description
	Priority
	Type

	BR-13
	Users must access self-learning modules and course materials
	M
	Functional

	BR-14
	Quiz and assessment tools should be embedded in the system
	M
	Functional

	BR-15
	Progress tracking and certification issuance must be supported
	M
	Functional



9.5 Usability & Performance Requirements
	Req ID
	Requirement Description
	Priority
	Type

	BR-16
	System must load any page within 2 seconds under normal load
	M
	Non-Functional

	BR-17
	Mobile application should support both Android and iOS platforms
	H
	Functional

	BR-18
	The interface must support English and optionally other languages
	L
	Functional


10. Appendices

10.1. List of Acronyms
	Acronym
	Full Form

	BRD
	Business Requirements Document

	RTM
	Requirements Traceability Matrix

	SSO
	Single Sign-On

	RBAC
	Role-Based Access Control

	HRMS
	Human Resource Management System

	LMS
	Learning Management System

	ROI
	Return on Investment

	UI
	User Interface

	UAT
	User Acceptance Testing

	ITS
	Information Technology Services

	RDOS
	Redesigned Digital Office System



10.2. Glossary of Terms
	Term
	Definition

	ExShare
	Legacy document and information sharing platform used before migration.

	RDOS
	New cloud-based digital office platform replacing ExShare, integrating document, HRMS, and LMS functionalities.

	Metadata
	Data that provides information about other data (e.g., tags, author, date uploaded).

	Version Control
	A system for managing changes to documents over time and maintaining historical versions.

	Audit Trail
	A log that records all system activities and user actions for compliance and traceability.

	User Roles
	Designated user permissions (e.g., Admin, Editor, Viewer) defining access and capabilities.

	Stakeholder
	An individual or group with a vested interest in the outcome of the project.



10.3. Related Documents
	Document Name
	Description
	Location

	Business Case Document
	Justification and rationale for the ExShare to RDOS project
	[Attach/Link]

	BA Strategy Document
	Strategy outlining BA activities and engagement
	[Attach/Link]

	Functional Specifications Document
	Detailed functional behavior of the system
	[Attach/Link]

	Requirements Traceability Matrix (RTM)
	Matrix mapping requirements to design/test cases
	[Attach/Link]

	Project Plan
	Timeline, milestones, and roles & responsibilities
	[Attach/Link]




