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EDS \ RIT \ FARA Registry Project Navigator Process
Purpose

The purpose of this process is to define a detailed step by step approach to completing, monitoring and controlling all of the work required to deliver the FARA Registry project solution to the client's requirements.

Process Owner


EDS and RIT FARA Registry Project Team
Objectives

· Develop a process that defines who is responsible for completing deliverables

· Develop a process that pulls together best practices from proven software development methodologies

· Provide step by step instruction on how and when to complete project deliverables according to chosen methodologies

· Develop a process that will increase quality and productivity
· Enhance the accountability of team members toward successful completion of project deliverables
Participants
· Sandra Morris – RIT Student
· Tracy Rericha – RIT Student

· Steve Coad – RIT Student

· Elaine Simone  - RIT Student

· Michelle Whalen – EDS PM Mentor\Coach

· John Manos – EDS Technical Mentor\Coach
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Activity:  Project Management Startup and Planning

	Project Management Startup and Planning



	Who:
	Step:
	Action:
	Templates\Tools\Locations:

	Project Team
	1. 
	Project Management Startup and Planning:

A Project Plan will be established for the FARA Project.  The following identifies the main project plan components that will be defined and completed:

· Workbook Repository

· Requirements Determination Process

· Requirements Traceability

· Review Process

· Change Control Process

· Estimate

· Detailed Requirements

· Prototype (Flowcharts)

· Business and Technical Design

· Test Plan and Cases (Unit, System, Regression and UAT)

· Implementation Plan

· Communication Management Plan

· Status Reporting Process

· Quality Management Plan

· Risk Management Plan

· Issues Management Plan

· Scope Statement, Project Assumptions and Constraints

· WBS (Work Breakdown Structure)

· Project Schedule

· Configuration Management Plan

· Technical Launch

· Coding Standards


	Various – too numerous to list here.


Activity:  Analyze Phase

	Analyze Phase


	Who:
	Step:
	Action:
	Templates\Tools\Locations:

	Customer
	2. 
	Define High Level Requirements:
Ultimately it is the customer’s responsibility to complete an initial draft of project High level requirements.

	High_level_requirements.doc


	RIT Team
Customer

EDS Mentors
	3. 
	High Level Requirements Review – Analyze Phase:
This is a REQUIRED review. The objective of this review is to review and clarify all high level requirements so that they can be baselined and become input into determining detailed requirements.

RIT Team will send out a conformance review meeting invitation using the outlook form template.

· This formal review REQUIRES the following participants:

· RIT Student Team

· EDS PM Mentor

· EDS Technical Mentor

· Customer

· This formal review should invite the following OPTIONAL participants:

· Any other stakeholders identified by the customer
· You must distribute ALL review materials to the attendees at least 24 hours in advance.

· You must follow the Conformance Reviews Process using the rev_analyze mmddyy.doc conformance review report to facilitate and document the review.

	Process = p_review_process.doc
Template = FARA Project Conformance Review Invitation Template.oft

Template = rev_analyze mmddyy.doc


	Assigned Team Members
	4. 
	Resolve and Re-Review Review Issues:

· Resolve all issues and actions that were found in the Analyze phase review and update the appropriate documents in the workbook.

· Have a person from the review re-review the resolved issues and actions.

· Depending on the results of the review, either conduct an informal or formal review of the resolved issues following the project Review process.

· If re-review is INFORMAL ask one of the original reviews to validate that all issues have been resolved that are documented in the review report.  They should add their initials to the check mark column.

· If re-review is FORMAL send out another meeting invitation and conduct another review of the request.  All issues captured should be added to the existing review report.


	Template = rev_analyze mmddyy.doc


	RIT Team
	5. 
	Obtain Customer Signoff on High Level Requirements:

Before any detailed requirements gathering activities can commence approval from ALL authorized approvers must be received for the high level requirements.

· The RIT Team will submit a request for approval using the standard High Level Requirements Approval e-mail template.  Make sure to CC: ALL assigned team members for the tracker.

· Save all reply’s in workbook

	Template = FYA FARA Registry Project High Level Requirements Approval Request.oft

	NOTE:  Once the High Level Requirements are Signed Off\Approved by the Authorized Approvers it is considered BASELINED.  If any changes must be made to the Requirement(s) after this point the project’s Change Control Process MUST BE EXECUTED.

	RIT Team

EDS Mentors

Customer


	6. 
	Requirements Change Control:

If new requirements or changes to existing requirements are introduced any time after requirements have been signed off, a change control process must be followed.

· The team member must fill out the change control form “change control nnnn.doc” and submit it to the Project Manager.  

· The team member will evaluate the impact of the new or changed requirement(s) and work with the Project Manager to determine how to proceed with the change.

· Obtain acceptance/denial/postpone of the change/impact via email from the requester.

· If it is determined that the requirements will be updated to reflect the change, the team member must:

· Communicate status to Project Manager.

· Update all appropriate Requirements document(s).  This insures that changes to the requirements are tracked. (Make sure to modify the mod log)

· Make sure that all assigned persons for the requirements are aware of all changes

· Modify scheduled release & Project Schedule, if necessary

· Update Test Cases, if necessary

· Update Technical Design, if necessary

· Make the Change Control Change

· Rerun the original test cases

· Re-review change with developers from the initial review


	Template = change control nnnn.doc


Activity:  Define Phase

	Define Phase



	Who:
	Step:
	Action:
	Templates\Tools\Locations:

	RIT Team
	7. 
	Schedule JAD Sessions:

RIT Team will schedule JAD (Joint Application Design) sessions with the customer.  

JAD is an extended workshop with end users that identifies detailed requirements and creates a preliminary design and\or prototype.

The JAD sessions should be held face to face with the customer if possible.  The length of the JAD sessions should allow for enough time to collaboratively define detailed requirements.


	

	RIT Team
	8. 
	Create Initial Context, System and Architecture Diagrams:

The RIT Team will create initial context, system and architecture diagrams using the information from the High Level Requirements.


	

	RIT Team
	9. 
	Create a Solution Prototype:
A prototype is used to obtain and validate requirements through demonstrations of a partially functional solution.

The use of flow charts can be used to supplement and complete a prototype solution.


	

	RIT Team
	10. 
	Conduct JAD Session to Determine Detailed Requirements:
The JAD sessions need to be tightly facilitated\managed and all findings must be captured real time during the JAD session.  The prototype solution will be used to facilitate the JAD session.

	

	RIT Team
	11. 
	Document Detailed Requirements:
As a result of reviewing High Level Requirements and conducting JAD sessions the RIT team will document detailed requirements for the project.   All Detailed Requirements must be document in the project template FARA_Detailed_Requirements.doc.  

Reference the Requirements Determination Process Reference Sheets to assist in creating documenting detailed requirements. 


	Template = FARA_Detailed_Requirements.doc

Process = Requirements Determination Process Reference Sheets

	RIT Team
Customer

EDS Mentors
	12. 
	Detailed Requirements Review – Define Phase:

This is a REQUIRED review. The objective of this review is to review and clarify all detailed requirements so that they can be baselined and become input into business designing.

RIT Team will send out a conformance review meeting invitation using the outlook form template.

· This formal review REQUIRES the following participants:

· RIT Student Team

· EDS PM Mentor

· EDS Technical Mentor

· Customer

· This formal review should invite the following OPTIONAL participants:

· Any other stakeholders identified by the customer

· Steering Committee Members

· You must distribute ALL review materials to the attendees at least 24 hours in advance.

· You must follow the Conformance Reviews Process using the rev_define mmddyy.doc conformance review report to facilitate and document the review.


	Process = p_review_process.doc

Template = FARA Project Conformance Review Invitation Template.oft

Template = rev_define mmddyy.doc


	Assigned Team Members
	13. 
	Resolve and Re-Review Review Issues:

· Resolve all issues and actions that were found in the define phase review and update the appropriate documents in the workbook.

· Have a person from the review re-review the resolved issues and actions.

· Depending on the results of the review, either conduct an informal or formal review of the resolved issues following the project Review process.

· If re-review is INFORMAL ask one of the original reviews to validate that all issues have been resolved that are documented in the review report.  They should add their initials to the check mark column.

· If re-review is FORMAL send out another meeting invitation and conduct another review of the request.  All issues captured should be added to the existing review report.


	Template = rev_define mmddyy.doc



	RIT Team
	14. 
	Obtain Customer Signoff on Detailed Requirements:

Before any Design activities can commence for a tracker a formal approval from ALL authorized approvers must be received for the detailed requirements.

· The RIT Team will submit the Detailed Requirement(s) to all authorized approvers using the standard Detailed Requirements Approval e-mail template.  Make sure to CC: ALL team members.
· Save all reply’s in workbook

	Template = FYA FARA Registry Project Detailed Requirements Approval Request.oft

	NOTE:  Once the High Level Requirements are Signed Off\Approved by the Authorized Approvers it is considered BASELINED.  If any changes must be made to the Requirement(s) after this point the project’s Change Control Process MUST BE EXECUTED.

	Team
	15. 
	Validate Project Estimate:
Now that the requirements have been defined re-validate the project estimate and schedule.  Work with the project manager if the estimate or schedule needs to change. 


	


Activity:  Design Phase

	Design Phase


	Who:
	Step:
	Action:
	Templates\Tools\Locations:

	RIT Team

	16. 
	Create Business Design:

If necessary hold designing meetings with appropriate customer\stakeholders and assigned resources to design business solutions for approved requirements.  

Complete the BD (Business Design) using the Business Design Template.  The BD must be completed using business language – no technical, pseudo code or code language can be used.  The customer will be the recipient of the BD and the BD will be used as input into UAT test case creation and end user work instructions.
The business design document should be sectionized by requirement using the requirement number.  It should easily trace back to the detailed requirement so that there is a clear traceability of requirements.

A single business design must incorporate all requirements for the project.


	Template = FARA Business Design.doc

	RIT Team
Customer

EDS Mentors
	17. 
	Business Design Review – Design Phase:

This is a REQUIRED review. The objective of this review is to review the business design to become input into technical designing.

RIT Team will send out a conformance review meeting invitation using the outlook form template.

· This formal review REQUIRES the following participants:

· RIT Student Team

· EDS PM Mentor

· EDS Technical Mentor

· Customer

· This formal review should invite the following OPTIONAL participants:

· Any other stakeholders identified by the customer

· Steering Committee Members

· You must distribute ALL review materials to the attendees at least 24 hours in advance.

· You must follow the Conformance Reviews Process using the rev_business_design mmddyy.doc conformance review report to facilitate and document the review.


	Process = p_review_process.doc

Template = FARA Project Conformance Review Invitation Template.oft

Template = rev_business_design mmddyy.doc

	Assigned Team Members
	18. 
	Resolve and Re-Review Review Issues:

· Resolve all issues and actions that were found in the business design phase review and update the appropriate documents in the workbook.

· Have a person from the review re-review the resolved issues and actions.

· Depending on the results of the review, either conduct an informal or formal review of the resolved issues following the project Review process.

· If re-review is INFORMAL ask one of the original reviews to validate that all issues have been resolved that are documented in the review report.  They should add their initials to the check mark column.

· If re-review is FORMAL send out another meeting invitation and conduct another review of the request.  All issues captured should be added to the existing review report.


	Template = rev_business_design mmddyy.doc


	RIT TEAM
	19. 
	Obtain Customer Signoff on Business Design:

Before any Design activities can commence for a tracker a formal approval from ALL authorized approvers must be received for the detailed requirements.

· The RIT Team will submit the Detailed Requirement(s) to all authorized approvers using the standard Detailed Requirements Approval e-mail template.  Make sure to CC: ALL team members.

· Save all reply’s in workbook

	Template = FYA FARA Registry Project Business Design Approval Request.oft

	NOTE:  Once the Business Design is Signed Off\Approved by the Authorized Approvers it is considered BASELINED.  If any changes must be made to the Business Design after this point the project’s Change Control Process MUST BE EXECUTED.

	RIT Team
	20. 
	Document Technical Design:

Creating a technical design should be in conjunction with creating the business design BUT the technical design cannot be completed until the business design is completed.

Document what work products you plan to change and how you plan to change them in the technical design document.  This can be accomplished using flowcharts, pseudo code.  Avoid using actual code.

Complete the Technical Design using the Technical Design Template.

The technical design document should trace back to all of the requirements.

There should be ONE technical design for the project.  A single technical design must incorporate all requirements.


	Template = FARA Technical Design.doc

	RIT Team
	21. 
	Create Unit Test Cases:

Using the test case form document test cases for each requirement.  

Test cases must be completed prior to starting changes so that the test cases reflect requirements gathered and designed, not changes made.


	Template = FARA unit test cases v x.x mmddyy.doc

	RIT Team
Customer

EDS Mentors
	22. 
	Technical Design Review – Design Phase:

This is a REQUIRED review. The objective of this review is to review the technical design to become input into technical designing.

RIT Team will send out a conformance review meeting invitation using the outlook form template.

· This formal review REQUIRES the following participants:

· RIT Student Team

· EDS PM Mentor

· EDS Technical Mentor

· Customer

· This formal review should invite the following OPTIONAL participants:

· Any other stakeholders identified by the customer

· Steering Committee Members

· You must distribute ALL review materials to the attendees at least 24 hours in advance.

· You must follow the Conformance Reviews Process using the rev_technical_design mmddyy.doc conformance review report to facilitate and document the review.


	Process = p_review_process.doc

Template = FARA Project Conformance Review Invitation Template.oft

Template = rev_technical_design mmddyy.doc

	Assigned Team Member
	23. 
	Resolve and Re-Review Review Issues:

· Resolve all issues and actions that were found in the review and update the appropriate documents in the workbook.

· Have a person from the review re-review the resolved issues and actions.

· Depending on the results of the review, either conduct an informal or formal review of the resolved issues following the Conformance Review process.

· If re-review is INFORMAL ask one of the original reviews to validate that all issues have been resolved that are documented in the review report.  They should add their initials to the check mark column.

· If re-review is FORMAL send out another meeting invitation and conduct another review of the request.  All issues captured should be added to the existing review report.


	Template = rev_technical_design mmddyy.doc

	RIT Team
EDS Mentors
	24. 
	Validate Estimate and Project Schedule:

Now that the business and technical designs have been defined re-validate the project estimate and schedule.  Work with the project manager if the estimate or schedule needs to change. 


	


Activity:  Produce Phase

	Produce Phase


	Who:
	Step:
	Action:
	Templates\Tools\Locations:

	RIT Team
	25. 
	Define and Document System Test and Regression Cases:

The RIT Team is responsible for completing all system test cases necessary for all requirements of the project.
Follow the project’s Testing Process and System Test Case Form to complete all system test cases.


	Template – TO BE DEFINED

	Customer
	26. 
	Create or Modify End User Procedures:

The customer is responsible for creating end user system procedures.

End user procedures are step instructions for end users to follow when using the solution to perform business functions.

Use the System Procedure Template to complete all system procedures.


	Template – TO BE DEFINED

	Customer
RIT Team
	27. 
	Define and Document User Acceptance Test (UAT) Cases:

The customer with assistance from the RIT Team will define and document necessary User Acceptance Test Cases.  

The project team’s Testing Process and User Acceptance Test Case Form will be used to complete all UAT test cases.


	Template – TO BE DEFINED

	RIT Team
EDS Mentors

Customer
	28. 
	Optimize Phase Planning Begins:

· Define and document a system and regression testing plan.

· Define and document a UAT testing plan.

· Create System\Regression and UAT testing schedule.

· Begins to communicate to UAT participants.


	Template – TO BE DEFINED 

	RIT Team
	29. 
	Document Software Configuration Management (SCM) for Effected Products:

To be defined

	Template – TO BE DEFINED

	RIT Team
	30. 
	Coordinate Changes to Software Objects with Team Members:

If another developer is working the same software object you must coordinate your changes appropriately and communicate the situation to the technical team leader. 
To be defined

	Template – TO BE DEFINED 

	RIT Team
	31. 
	Construct changes in Development Instance:

To be defined
Use coding standards when applicable.  


	Template – TO BE DEFINED

	RIT Team
	32. 
	Create Unit Testing Data:

As documented in the unit test case forms, create all data that needs to be created in non-production environments to facilitate unit testing.  For example user id’s/profiles need to be created in order to test from a user perspective.

NOTE:  YOU SHOULD NOT UNIT TEST USING AN ADMINISTRATIVE RIGHTS LOGIN.  YOU SHOULD TEST USING LOGIN’S MODELING END USERS, UNLESS THE TEST REQUIRES ADMIN ACCESS.


	

	RIT Team
	33. 
	Execute Unit Test Cases in Development Environment:
Perform Unit Testing in development environment according to the test cases and document the actual results in the Unit Test case form.


	

	RIT Team
	34. 
	Perfect Unit Testing:

Continue Unit Testing until all of the actual results match the expected results for each Unit Test case and document the actual results in the Unit Test case form.


	

	RIT Team
	35. 
	If Applicable Update Business Designs and Get Re-Approval:

The RIT Team is responsible for communicating to the customer any changes introduced during produce that could impact the business design.

The RIT Team is responsible for updating all applicable business documentation (requirement, BD, system procedures, UAT test cases, solution documentation Library), and is also responsible for determining if the business design and\or requirement should be re-approved.


	

	RIT Team
	36. 
	Perform “Development” Produce Review:

RIT Team will send out a conformance review meeting invitation using the outlook form template.

· This formal review REQUIRES the following participants:

· RIT Student Team

· EDS PM Mentor

· EDS Technical Mentor

· You must distribute ALL review materials to the attendees at least 24 hours in advance.

· You must follow the Conformance Reviews Process using the rev_produce mmddyy.doc conformance review report to facilitate and document the review.

(Please note you should not invite the customer this is a technical review not a business review)


	Process = p_review_process.doc

Template = FARA Project Conformance Review Invitation Template.oft

Template = rev_produce mmddyy.doc

	RIT Team
	37. 
	Resolve and Re-Review Review Issues:

· Resolve all issues and actions that were found in the review and update the appropriate documents in the workbook.

· Have a person from the review re-review the resolved issues and actions.

· Depending on the results of the review, either conduct an informal or formal review of the resolved issues following the Conformance Review process.

· If re-review is INFORMAL ask one of the original reviews to validate that all issues have been resolved that are documented in the review report.  They should add their initials to the check mark column.

· If re-review is FORMAL send out another meeting invitation and conduct another review of the request.  All issues captured should be added to the existing review report.


	Template = rev_produce mmddyy.doc

	RIT Team

EDS Mentors

Customer
	38. 
	Perform “Testing” Produce Review:

RIT Team will send out a conformance review meeting invitation using the outlook form template.

· This formal review REQUIRES the following participants:

· RIT Student Team

· EDS PM Mentor

· EDS Technical Mentor

· Customer

· You must distribute ALL review materials to the attendees at least 24 hours in advance.

· You must follow the Conformance Reviews Process using the rev_testcases mmddyy.doc conformance review report to facilitate and document the review.


	Process = p_review_process.doc

Template = FARA Project Conformance Review Invitation Template.oft

Template = rev_testcases mmddyy.doc

	Assigned Team Member
	39. 
	Resolve and Re-Review Review Issues:

· Resolve all issues and actions that were found in the review and update the appropriate documents in the workbook.

· Have a person from the review re-review the resolved issues and actions.

· Depending on the results of the review, either conduct an informal or formal review of the resolved issues following the Conformance Review process.

· If re-review is INFORMAL ask one of the original reviews to validate that all issues have been resolved that are documented in the review report.  They should add their initials to the check mark column.

· If re-review is FORMAL send out another meeting invitation and conduct another review of the request.  All issues captured should be added to the existing review report.


	Template = rev_testcases mmddyy.doc


Activity:  Optimize Phase

	Optimize Phase


	Who:
	Step:
	Action:
	Templates\Tools\Locations:

	
	40. 
	Create Release Deployment Plan:

The Project Manager is responsible for ensuring that an overall Release Deployment Plan is created prior to the completion of the optimize Phase.

This plan is not a technical implementation plan but may include steps to execute technical tasks.

TO BE DEFINED.

	

	
	41. 
	Build Environment For System Testing:

TO BE DEFINED.

	

	All Team Members
	42. 
	System Test Plan is Executed:

All team members will be participants in executing system testing activities.

A system test coordinator is responsible for planning and managing system testing activities.


	

	ALL Team Members
	43. 
	Resolve Defects Found During System Testing:

Execute the team Defect Remediation Process to resolve all defects and issues found during system testing.

All team members will be responsible for resolving defects found during system testing.


	TO BE DEFINED.


	
	44. 
	Modify Release Package:

Ensure that all necessary changes introduced during System Testing execution and Defect Remediation are reflected in the Release Master Package 


	

	
	45. 
	Build Environment For UAT Testing:

TO BE DEFINED.

	

	
	46. 
	UAT Plan is Executed:

All team members will be participants in supporting UAT testing activities.

A UAT coordinator is responsible for planning and managing UAT testing activities.


	

	ALL Team Members
	47. 
	Resolve Defects Found During UAT Testing:

Execute the team Defect Remediation Process to resolve all defects and issues found during UAT testing.

All team members will be responsible for resolving defects found during UAT testing.


	TO BE DEFINED.


	
	48. 
	Obtain UAT Customer Signoff:

For all requirements that were selected for UAT testing.  Approval is required from all authorized approvers of the tested tracker\requirement.

Use the project template for UAT Signoff.


	TO BE DEFINED.


	
	49. 
	Modify Release Package:

Ensure that all necessary changes introduced during UAT Testing execution and Defect Remediation are reflected in the Release Master Package 


	


Activity:  Implement Phase

	Implement Phase


	Who:
	Step:
	Action:
	Templates\Tools\Locations:

	
	50. 
	Execute Release Deployment Plan:

TO BE DEFINED.

	


Modification Log
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