Tom Harper


ICT Specification

Introduction

Mariner Travel is small travel agents based in Lym in Warrington, they have a small niche market by specialising in cruise holidays, the company prefers to focus on luxury holidays as opposed to cheap last minute holidays like other companies are, as they feel there is more of a market for them in Lym and less competition. They take orders over the phone and in the shop its self, in the future they are looking to set up an online order service, but that is currently in the research and development process.



Mariner Travel is a relatively new company, however there system is not very up to date with most of the staff preferring to do everything by hand as opposed to using the very basic system that they currently have in place, which wastes both time and money.



Mariner Travel take a varying amount of orders each day, one day they could take 100 orders and be flooded with work where as the next day they could take 1 orders, however on these busy days the staff have a very hard time keeping up, this creates ques and that obviously doesn’t give them a great reputation in the area so the staff at Mariner Travel need to be able to enter orders, prepare invoices and keep records of there customers easily and quickly within the click of a button, all forms, spreadsheets or anything used would require the mariner travel logo somewhere on the sheet.


The employees at Mariner Travel mostly have very little knowledge of computing, so the system that I am going to improve will have to be very user friendly, I will also have to include a guide on how to use the system and a troubleshooting manual in the unlikely event that something goes wrong.


Mariner Travel have 3 brand new windows computer and 2 brand new apple computers, so any new system would have to work on both apples operating system and windows operating system


Mariner Travel have been operating for nearly a full year and are rapidly growing, they easily met there original targets and recognise the fact that they’ll need to incorporate ICT to be more efficient if they plan to keep on growing at the rate that they are, that is why they have asked me Tom Harper to update there current system for creating invoices, storing customer details. Hopefully I will be able to do what they require, without over complicating anything.

What Mariner Travel Requires

Mariner Travel require : -

· A more efficient way to generate invoices

· A more efficient way to add personal information to a list for future reference.

· To be able to lookup specific information about people easily and quickly.

Meeting with Mariner Travel ~1.

For simplicity Mariner Travel will be shortend to MT and I will be ME.

ME – Hi, and thanks for coming

MT – No problem, Tom.

ME – You have asked me to create a new invoice system, basically a quicker way to generate invioices and to make the company on a whole more efficient, is there anything special you need this to do?

MT – We would also appreciate it, if the invoice could pull information about people, such as there address from a list stored locally, whilst this is not neccersary it would further save time for our staff and it would make your system more popular – I am sure.

ME – That is possible, but for now lets talk about the invoice. Would it  be possible fro you to outline the main processing required of the system?

MT -  Yes, we require the invoice that you are going to create to be able to do the following things: - 

· Calculate the costs of holidays

· Calculate the costs of separate things and any add-ons to the holiday

· Add VAT for the holidays correctly.

· Add in any discounts.

· Check for errors, and if there are any errors show them.

· Be able to pull peoples information from a list and add them automatically to the invoice

· Format the information the member of staff enters and produce a nice looking invoice/

There will be more things, that will be required  and we will be in contact with you when we are ready to tell you what they are.

Me – Ok, finally what is the level of computer knowledge at Mariner Travel?

MT – Very basic, most of the staff have little to no knowledge of computers especially programs like Excel, currently we have a very basic template in place but that is not used because most of the staff find it to difficult and find it more time saving to just do it by hand and then type it up them selves or just write it down fully, this is what I am trying to stop the company from doing.

ME – Okay, I will start the planning stages for your system, and meet with you again at a later date to discuss any problems you have with it, and any amendments you need to be made.

MT -  Okay, Goodbye.

Evaluation of Meeting 1.

From this first meeting, I have gained enough information to make sure that this is a worthy project,  I am now happy to create an invoice system for them, I am also happy in the knowledge to create a name/address list that the invoice will be able to pull information from.

I also learnt of all the basic processing that Mariner Travel require the invoice to do, and I am also confident that I will be able to make an invoice that can do exactly what they require. I have also found out that the general level of computer knowledge at Mariner Travel is fairly low, so I will defiantly keep that in mind when creating my invoice.
Current System

The current system in place at Mariner Travel for creating invoices is the following –

1. The customer either phones up or comes into the store, to inquire about a holiday or pick up some information about certain holidays or cruises.

2. They then either book there holiday, or leave and book at a later date over the phone, giving all the details required.

3. The employee then make sure everything is available before finalising anything with the customer.

4. If everything is ready the employee then books the holiday through the required channels.

5. The employee then opens up a very basic Excel template and fills in all the details required, they have to calculate costs, VAT and any special offers or deals in them selves, causing errors to happen frequently.

6. The employee then prints of two copies of the invoice

7. The employee then files one copy of the invoice and sends the other to the customer(s).

8. The cycle then starts again.

The invoice that they fill in currently has the following fields : 

· Invoice Number

· Invoice Date

· Order Number

· Address

· Quantity

· Adults

· Children

· Product Description

· Discount/Sales

· Net Amount

· Vat Amount

· Invoice Total

Everything has to be filled in manually,  there are no calculations done for the employee, this creates a lot of unneccersary errors and a lot of time wasted checking for mistakes, my system should atleast double effective efficientcy.


The invoice that the staff create had lots of processing and math involved that wastes a lot of staff time that could be used somewhere else. The invoice that the staff make has to be able to calculate the full price of the holiday, most customers book a flight, a hotel and transport seperatly, this makes it very difficult for the staff to add it all together and add in vat in the correct places.(For example if they order a package holiday they will just pay vat on top of it, where as if they book a flight and a hotel seperatly, they will have to pay vat on the flight and on the stay.)

The employee will also ask for the customers details to be added on to file, so that they can be sent future advertisements and special offers, its is entirely up to the customer if they want to be added.To store the customer information they simply write the following things down on a pre printed template and file it:

· Name

· Address

· Holiday(s) Booked

· Price range of holiday(s) booked

· Future holiday interests if applicable

· Any addition information (eg. They hate beach holidays)

Problems With Current System
The current system has lots of different problems, that is why Mariner Travel have asked me to upgrade and improve it, the problems with the current system are the following :-

· Nothing is automated.

· Overly time consuming

· Prone to errors

· Invoice is very plain and has no sense of corporate identity

· Taking up to much physical space

· Not efficient

· Gathering Data for mass-mailing takes to long to gather and is a waste of money as the company has to pay someone to do it.

Hopefully, my new upgraded and improved system will get rid of the majority of these problems, to make sure of that I will make a list of fundemental objectives for the new system that I am planning to create.

Objectives For The New System

Linda Douse and Adrian Harper would require the new system to do the following things : 

· Quickly add people to a list, with all their details.

· Can be used to enter orders then be able to quickly generate invoices, using peoples details from the afore mentioned list.

· Be able to quickly check for people who have been to somewhere or who have spent X amount of money

· Quickly gather addresses

· Create a unique and interesting invoice that screams “Mariner Travel”

· Do all the calculations automatically, to save time

· Less error prone and have a basic GIGO system in place

· Save time, thus saving money.

· Easy to use

Evaluation of Current System
After looking at the current system I can see why Mariner Travel have asked me to upgrade it, it has several major issues and I am surprised that the company has been able to do so well with with the big problems it has ( Time consuming, prone to error, etc.)


However I will take several things in-to consideration when creating the new system, like the fact that most of the workers are not very good with computers. I will have to make my new system as user friendly as possible or they may end up reverting back to the previous system even though it has so many problems.


In conclusion I think there current system would be fine if the company stayed as a small local travel agent, but I know the company aims for bigger things and I think the current system they have in place would hold them back and make the business suffer on a long term basis if it is not improved.

Proposed System
The new system that I am going to create is going to be primarily like the old system just enhanced and more efficient. I plan to improve upon certain aspects and to make it more user friendly. I also plan to give it more of a unique style, so people remember the name and corportate identity of Mariner Travel.


I imagine the change over from the old system to the new system that I am planning to build will not be seemless and will take along time for all the staff to feel fully comfortable with it. I understand that not all the staff understand how to use a computer properly so I plan to make the new system as simple and as self explanatory as possible, I go as far as making it slightly less efficient if it made it easier for some of the staff with lesser skills as the company.

The system I create will also fully automate everything so that there is a lot less chance for error than in the past. I will also have to make use of several different functions to meet Mariner Travels requirements whilst making it easy to use, I fully plan to use my limited visual basic knowledge to the maximum to enhance the system that I create and to make it more user friendly.


For the first part of my task, which is create a system that can automatically generate invoices I will, use Mariner Travels current system as a bench mark against my own, hopfully this will keep me on target to meet all of my objectives.


I will use Excel for my task and I will use lots of different functions, I will defiantly use the following functions : IF, VLOOKUP, SUM. RANGE. I will defiantly use more than that, but it is not clear at the moment which other functions I will use, as I have not planned how I am going to create the system that is required.


My proposed system will also have a very simple layout, I am planning to make Excel do the hard work for the staff which it currently does not do. The invoice I create will do all the proeccesing for the staff, it will also pull the persons information from a list that will be created alongside the spreadsheet. So far from Mariner Travel I have found out that my spreadsheet that I going to create will have to do a lot of formatting and a lot of processing as the owners of the business want the staff to have to do as little as possible.


My spreadsheet will have to do the following processing. ADDMORETOLISTASIWRITEMORE:

· Calculate the costs of a holiday, this involves the employee simply typing in the flight number, hotel name, etc and cost and the spreadsheet adding them all together. It will also have to be able to calculate discounts in, and be able to calculate how much it will cost for children and adults

· Add VAT

· Be able to add in any special discount or sales that Mariner Travel might be having easily and other general discounts. (Like a Travel agents standard discount etc.)

· Check all the data to make sure it is correct and bring up any obvious onomolies in the data. Eg A member of staff accidentally put the price of a flight in as £1eq1, the spreadsheet would have to alert the member of staff of this problem.

Development Plan

As I create the system, I will be in contact with the head of the business(who I am creating the system for) once a week, so he can change the system as he sees fit, this way if he requires something to be changed, I’ll be able to do it right away, this will probably make it a lot easier for me as I will not have to go back late in development to change lots of little things. 


I hope meeting up with the M.D once a week will help me create the perfect system for Mariner Travel, and will also add something unique to my project.

Testing and Strategy

Once I have created my system, I will test it vigorously before I hand it over to Mariner Travel for them to test it. I will create several mock invoices using correct data and wrong data, I will also try and crash my system by adding huge numbers of data in, if it is possible to crash the system or wrong data creates problems, I will have to go back and safe guard the system from that.


Once I have finished the initial testing of the system, I shall take it to Mariner Travel for them to test it, I will assist them with the testing in anyway possible, if they find any faults in the system I will remedy the problems as best as possible.


I will also be choosing a beta tester from the company to test my system as it is developed, they will test it for me as it goes along, they will also suggest improvements. I am currently scheduled to meet up with my beta tester once a week but I am planning to meet them more often towards the end of the project.
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