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[bookmark: _Toc8412607]1. Project plan	

[bookmark: _Toc8412608]1.1 Project Overview
The main goal of the project is to establish a document management system that will hold the appropriate data and manage 25 members of staff. To achieve this goal, a four-member team was built up to develop this document management system. This project includes creating PIDs, creating prototypes, creating full system and testing it, implementing system and training relative person.
The project began with the approval of the school on 15th  November 2018 and ended on 11th July 2019. The project is estimated to use 237 days at all. This document management system design for using 5 years, and the total project investment will be approximately 31,488.00 pounds.

[bookmark: _Toc8412609]1.2 Microsoft project
Microsoft project is a software that focuses on project management. Project management involves resources, costs, tasks, schedules, multi-project collaboration, and communication within the workgroup. Due to the particularity of our document management system, resources, costs and other aspects are not suitable for our management. However, Microsoft project is a very efficient and convenient software to create Gantt chart which is suitable for project management with low project complexity and simple relationship between subtasks.
The layout of the Microsoft project operation interface is reasonable, beautiful, simple, and practical which giving the user a good impression. The software is easy to use. Users don't have to spend a lot of time and energy studying the esoteric user manual. And users don’t have to follow a very complicated procedure to perform an operation. Microsoft project can help users with their daily work and improve work efficiency.

[bookmark: _Toc8412610]1.3 Gantt chart
This initial project plan which was created at the Project Initiation Document is shown at figure 1 below.
[image: ]
[bookmark: _Toc8402043][bookmark: _Toc8412637]Figure 1PID Gantt Chart Details

This final project plan which was adjusted at the process of creating the prototype based on the initial project plan is shown at figure 2, 3, 4 below.[image: ]
[bookmark: _Toc8402044][bookmark: _Toc8412638]Figure 2 Final Gantt Chart Details(1)
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[bookmark: _Toc8402045][bookmark: _Toc8412639]Figure 3Final Gantt Chart Details(2)
[image: ]
[bookmark: _Toc8402046][bookmark: _Toc8412640]Figure 4 Final Gantt Chart Details(3)
Compare with this two Gantt chart, it is easy to see that we add many details. The process of project is slower than the initial project plan.
Microsoft project have different view to display the project plan. Here are some useful views as following.

[bookmark: _Toc8412611]Gantt Chart view
The Gantt Chart view displays basic task information in the form of worksheets and bar charts. Using Gantt Chart view is easy to view the duration, start/end time of the task and resource information. It is convenient to use the Gantt Chart view to create an initial plan, view the schedule, and adjust the plan. Gantt chart view is shown at figure5 below.
[image: ]
[bookmark: _Toc8402047][bookmark: _Toc8412641]Figure 5 Gantt chart view

[bookmark: _Toc8412612]Tracking Gantt view
The Tracking Gantt view shows the extent to which the project offset was originally estimated, which helps determine how to adjust the plan to accommodate any delays.
Tracking Gantt view is shown at figure 6 below.
[image: ]
[bookmark: _Toc8402048][bookmark: _Toc8412642]Figure 6 Tracking Gantt view

[bookmark: _Toc8412613]Task Assignment view
The Task Assignment view lists the resources assigned to the task, and each resource completed work hours in each time period (perhaps daily, weekly, monthly, etc.).
Task Assignment view is shown at figure 7 below.

[image: ]
[bookmark: _Toc8402049][bookmark: _Toc8412643]Figure 7 Task Assignment view

[bookmark: _Toc8412614]Calendar view
The Calendar view uses a calendar format in months, using days or weeks to calculate the task time. Among them, non-working days are greyed out, although the duration line will travel through non-working days (Saturday and Sunday), but the duration does not include non-working days.
Calendar view is shown at figure 8 below.
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[bookmark: _Toc8402050][bookmark: _Toc8412644]Figure 8 Calendar view

[bookmark: _Toc8412615]Network Diagram view
The Network Diagram view shows the tasks and their dependencies in a flowchart. A box (sometimes called a node) represents a task, and a line between boxes and boxes represents the correlation between tasks.
Network Diagram view is shown at figure 9 below.
[image: ]
[bookmark: _Toc8402051][bookmark: _Toc8412645]Figure 9 Network Diagram view

[bookmark: _Toc8412616]2. Teamwork

[bookmark: _Toc8412617]2.1 Team structure
Throughout project initiation document the roles were rotated around the team. Below are the names of the team members whom are working for ‘GetitrIT’ and the roles that have been assigned to the team for the development stages of the system. Team member duties are shown at figure 10 below.
[image: ]
[bookmark: _Toc8412646]Figure 10 Job role of each member

[bookmark: _Toc8412618]2.2 Improve teamwork

[bookmark: _Toc8412619]2.2.1 Team member
Lauren is project manager who organize every meeting and monitor our project process to make sure we can complete the prototype in time. Although the meeting is hosted by her, every team member can express our opinion. She always fully respects everyone's opinions and meditate different opinions to reach everyone’s agreement. Of course, it will take a lot of time, but it makes our team's working atmosphere good. There is no contradiction between team members. And everyone is working together to accomplish the task.
Paige is good at using various office software, such as Microsoft Project, Microsoft Visio, etc . When we met together to integrate our idea and work, it was always her who typing down the results of discussion. This makes every meeting be well documented and our project progress is guaranteed.
Meher is an especially hard-working person. He is strict with website design and programming. When we met some code problem, He is always willing to spend a lot of time solving this problem. Sometimes, his work may not be accepted by team manager. But he can quickly change his mind and agreed with manager. He gave us the confidence to complete website programming.
I will make some disagreements during team meetings, which may prolong the meeting time, and most of them are not accepted, but this ensures the correctness of our conclusions.

[bookmark: _Toc8412620]2.2.2 Team
Our project prototype is not a very complex. It is not easy to divide prototype into multiple sub-tasks. So, we find that the efficiency is not very high after assigning tasks in the early stage. For example, , we need design databases first when we design websites. But each person's databases are different, which makes it difficult to integrate code. At this stage, the workload of four people is not four times than one person. It might be even less than one-person programming independently. At a later stage, we'll get together to solve the code problem. Then the team's strengths come out again. It's very effective for four people to solve the problem through discussion.
We should have a better understanding of the project, which means that not everyone is required to complete a part independently. We can cooperate to design a complete database before assigning tasks, which may be more efficient.



3. [bookmark: _Toc8412621]Risk management

[bookmark: _Toc8412622]3.1 Risk map
The risk map which was created in PID is shown at figure 11 below.
[bookmark: _Toc8402052][image: ]
[bookmark: _Toc8412647]Figure 11 Risk Map

[bookmark: _Toc8412623]3.2 Causal map
Here is a list of the key events and actions in this project (in time order)：
· Creating PIDs
· Create prototype
· Create full system
· Test full system
· Implement system
· Train relative person
Based upon Risk map and Event list, we draw up a causal map which analyses the reasons for the problems faced by this project. The casual map is shown at figure 12 below.

[image: ]
[bookmark: _Toc8402053][bookmark: _Toc8412648]Figure 12 Causal map

By using the causal map, we can identify interventions which could have prevented the problems arising.
· ‘Poor team management/effectiveness’ might lead to ‘inefficient planning’, ‘lack of communication with client’ and “poor monitoring and documentation’, which shows the importance of team management. Once project managers neglect management. The project may have many problems from the beginning and leading to the failure with lack of management.
· ‘Errors’, ‘delays’ and ‘lack of knowledge’ form a circle shows that once one of these three situations occur, the project may fall into this cycle and eventually lead to ‘project failure’. We must keep learning knowledge and solving the problems in time.
· ‘Team member leaves/fired/quit’ and ‘hardware and software failures’ are not likely to happen in this project. However, we also need to be paid attention to people and equipment. In the process of the project, we need to adjust the software and hardware to meet the requirements. While we also need focus on the personal situation of team members to prevent ‘errors’ and ‘delays’.
[bookmark: _Toc8412624]3.3 Network diagram
Looking at network diagrams is an effective way to obtain the relationship between subtasks in a project. The project plan network diagram is shown in Figure 13.[image: ]
[bookmark: _Toc8402054][image: ]
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[bookmark: _Toc8402056][image: ]
[bookmark: _Toc8402057][image: ]
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[bookmark: _Toc8402061][bookmark: _Toc8412649]Figure 13 Network diagram
From the network diagram, we can see that although there are many subtasks in this project, the relationship between tasks is not complex. Most subtasks must be completed before the previous task is completed. So any errors are likely to lead to delays.
‘PID completed’, ‘create a style sheet’, ‘begin full system creation’ and ‘implementing system to student services’ must complete on time for they have more subsequence tasks than others which shows their importance. If other tasks are not completed on time, the time of subsequent tasks can be reduced to meet the final deadline.









4. [bookmark: _Toc8412625]Sustainability
At CRC Energy Efficiency Scheme, UK Government commit to reduce 80% of  CO2( in 1990) emissions by 2050. [1] [2]IT industry accounts for about 2% of global carbon emissions. [3] In student service projects, we must comply with relevant industry standards to achieve ‘green IT’.
Relevant Industry Standards:
· ISO14001 Environmental Management Systems
· ISO14040, 64/5 - footprinting
· WEEE – waste disposals
· EPEAT
· Energy Star
· PAS 2050 – footprinting
· EU Datacentre Code of Conduct
· The Well-being of Future Generations Act [4] 
[image: ]
[bookmark: _Toc8402062][bookmark: _Toc8412650]Figure 14 Seven Well-being Goals [4]









Combine those guidelines, Lami’s Green IT framework was used to create a table as below.
	Green Drivers
	Power
	Effort/Time
	Materials
	Paper
	Fuel

	
	
	
	
	
	

	People
	
	
	
	
	

	University Staff
	PCs
	Training for new system;
Quicker and Easier working
	
	paperless
	

	Managers
	PCs
	New system much quicker
	
	paperless
	

	Developers
	Own Laptops
	
	
	Printed meeting records;
Used mobile application and email to communicate
	Team member
location

	Project Content
	
	
	
	
	

	Resources
	New hardware
	
	Hardware and software
	
	Web dashboard alternative to meetings and paperwork

	Technology
	Open source MySQL PHP
	Web dashboard and data entry
	
	
	Teleconference


	Development Process
	
	
	
	
	

	Project meetings
	
	
	
	
	Car travel, some train travel

	Institutional Context
	
	
	
	
	

	University
	Issues integrating with University systems
	
	
	
paperless sustainability meetings
	


[bookmark: _Toc8402063][bookmark: _Toc8412651]Figure 15 Lami’s Green IT framework
First of all, the implement of this document management system can reduce the use of paper. For example, when record the meeting and staff attendance, we can use recycled Paper and set a date to be paper free. and when printing move towards using only soy-based inks. When printing, using soy ink is more environmental-friendly.
Secondly, the majority of people go to school by car or train which consumes so much energy and time. After each meeting, mobile phone application and computer software should be used to communicate in time between team member to ensure the smooth progress of the task. In order to save energy, we could use teleconferencing or video conferencing to exchange ideas about some problems that need not be solved face to face.
Thirdly, In the design of document management system, we should pay attention to the simplicity of code, the friendliness of user interface and the corresponding speed of browser. In the long run, it can improve the system performance and reduce energy consumption.
Finally, the new document management system will bring many new changes to the student service when it is adopted. These changes are not only technological changes, but also the optimization of the whole school workflow  which can maximize sustainable development.

5. [bookmark: _Toc8412626]Ethical
Technological ethics can be defined as the risks of IT systems (such as the disadvantages or injuries of individuals or groups). And practical measures can be taken to manage risks to avoid these problems. BCS CODE OF CONDUCT is a good reference standard for investigating the ethics and morality of computer industry practitioners. 

[bookmark: _Toc8412627]5.1 Public Interest
In this document management system project, an amount of data including personal privacy of staffs are stored in the database. In order to safeguard the interests of employees, strict confidentiality measures must be taken.
Firstly, passwords are stored in the database using encryption algorithms such as MD5 to prevent hacker to steal passwords. In order to prevent computer from violently decrypting codes or large-scale machine login leading to website paralysis, digital or graphical CAPTCHA should be applied to enhance the security of website. The password can be retrieved by binding an account with a cell phone number or an e-mail address.

[bookmark: _Toc8412628][bookmark: _GoBack]5.2 Professional Competence and Integrity
As a computer engineer, we should clearly understand our professional ability and communicate with Student Service project manager honestly. We can’t pretend to have more ability to obtain others’ agreement. All of our team members have learned PHP and MySQL. However,  programming knowledge keep updated and endless. We must constantly enrich ours knowledge to fulfil the requirements of the project. Especially when encountering an error, we should be bravely admitting error rather than cover it up. Although it may not be discovered by others.

[bookmark: _Toc8412629]5.3 Duty to Relevant Authority
According to the requirements of the student service, the professional responsibility of computer engineers should be performed with caution and diligence in exercising professional judgment. Engineers should have a sense of responsibility. During the project, all members of the development team share team responsibilities. From the establishment of the information system project to the final implementation process, engineers should not distort the facts because others lack relevant experience.

[bookmark: _Toc8412630]5.4 Duty to the Profession
As a member of IT industry, computer engineers must maintain a professional reputation at work and do not take any action that might damage our professional reputation. Never do any hacking to undermine the professional image. It is worth emphasizing that even if we have done similar projects, we cannot directly use the results of other projects to complete this management system project.

[bookmark: _Toc8412631]5.5 Ethnic risk management
Key ethnic risks:
1. The management system does not achieve the expected quality because it does not have sufficient resources.
2. Data security is insufficient. The measures adopted to protect data are not good enough which may hurt users’ interest.
3. If a failure occurs in database, the user may lose important data.
To manage the risks above, we can define a simple checklist and implement them to see if they work. Highlight the subjective position of the person in management risk and realize the people-centred management spirit and requirements:
(1) Respect for human values and dignity.
(2) Affirm the equality of people's personalities and regard corporate management as a common cause for all employees.
(3) Affirm the rationality of people seeking legitimate interests and emphasize that all management activities must benefit the broad masses of the people.


[bookmark: _Toc8412632]6. Legal
Companies and individuals in different countries need to follow different legal regulations. General Data Protection Regulation (‘GDPR’) regulates the processing by an individual, a company or an organisation of personal data relating to individuals in the EU.  
[bookmark: _Toc8412633]6.1 2018 reform of EU data protection rules
Stronger rules on data protection mean people have more control over their personal data and businesses benefit from a level playing field. [5]
The Facebook/Cambridge Analytica revelations show the EU has made the right choice to propose and Carry out an ambitious data protection reform through the General Data Protection Regulation (GDPR).
The General Data Protection Regulation rules will apply as of 25 May 2018. This project needs to follow all the rules shown in Figure [16-20].
[image: ]
[bookmark: _Toc8412652]Figure 16 CLEAR LANGUAGE
[image: ]
[bookmark: _Toc8412653]Figure 17 CONSENT FROM USER
[image: ]
[bookmark: _Toc8412654]Figure 18 MORE TRANSPARENCY
[image: ]
[bookmark: _Toc8412655]Figure 19 STRONGER RIGHTS
[image: ]
[bookmark: _Toc8412656]Figure 20 STRONGER ENFORCEMENT
[bookmark: _Toc8412634]6.2 Overseas sales
The GDPR will come into force on May 25, 2018. While it is a piece of  EU legislation, institutions located outside of the EU must be aware of its implications and be on their guard to avoid violating it. The physical location of the organization does not exempt or shield it from facing the consequences of non-compliance. [6]
Institutions with offices in an EU country or that collect, process or store the personal data of anyone located within an EU country are required to comply with the GDPR. As businesses and other organizations often have an international focus and reach, it is quite probable your entity will be required to comply with the GDPR – especially if it is an entity that operates or offers services via the Internet.

[image: ]
[bookmark: _Toc8412657]Figure 21 Non-EU company with GDPR [7]
[bookmark: _Toc8412635]6.3 Brexit influence
As a local school in the UK, Brexit does not affect the compliance of the project with GDPR. GDPR is added to the UK's Data Protection Act(DPA) and will continue to be implemented after the Brexit. What will happened is that Britain only needs to change the GDPR into its own. At present, it is not difficult to complete this process.
If the data of the management system is exported to EU Member States after the Brexit, or the EU countries are required to receive the data, this involves data transfer which is precisely the area that regulators are most concerned about. Data exported to EU countries will automatically be subject to the jurisdiction of GDPR regardless of the source. At the same time, data received from EU countries must comply to the standard of GDPR. Without specific legal safeguards, it will be defined as illegal to export data to "third-party countries". Britain will become a "third-party country" after its separation from Europe and will be subject to these rules. Similarly, cloud computing-related services will be affected by Brexit.
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Non-EU companies have to comply with GDPR too
All companies operating in the EU market will have to comply with the new rules, no
matter where they are based and where their data processing activities are taking place.
All companies will be subject to the same sanctions if they break the rules. This creates
alevel playing field for both EU and non-EU companes.
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