Meeting Notes December 10, 2005

Navigator Process Overview

· EDS/RIT owns the process and any changes we would like to improve it can be made; everyone should be in agreement

· Defines who is responsible for completing deliverables

· Our process for day-to-day operations

· Structured process lifecycle phases

· Phases of the Navigator Process

· Refer to the ‘EDS\RIT\FARA Registry Project Navigator Process’ document

     A. Analyze Phase (Focus on high level requirements)

· Requires customer interaction 

· Review meeting of requirements produce a complete set of high level requirements

· Be sure to capture expectations

· Optionally include sponsor at review meetings

· Include faculty advisor at weekly/biweekly status meetings

· The review is not complete until all issues are resolved

· Electronic sign off is stored in the project workbook

· If any changes are made to the requirements after they have been signed off on Formal Change Control is put into process

      B. Define Phase (Focus on fleshing out the requirements)

· Important Documents for the Define Phase

· JAD Session Diagrams

· Context System/Architecture Diagrams

· Via flowcharts, etc. 

· Mock prototype prior to the JAD session to help visualize to the customer

· Screenshots, flowcharts, etc.

· ‘Detailed Requirements Template’

· Table gets repeated for every requirement

· ‘Detailed Requirements Review Document’

· Similar to the ‘High Level Requirements Approval Document’

· Then the requirements are base lined

· ‘Detailed Requirements Review Document’

· Similar to the form used for the ‘high level requirements review document’

C. Design Phase (Business Design, Technical Design, )

· Template screenshots are used to illustrate the requirements, not the actual finalized interface for the user

· Aka detailed storyboard

· Technical Design can start while the Business Design is being done but not completed until Business Design is complete because it depends on the Business Design

· Important Documents for the Design Phase

· ‘Business Design Document’

· Flow in English of how the system will work

· Ensure that every requirement is represented in the business design

· ‘Review Document/Approval’ documents again but this time for business design

· The scribe fills out the ‘Review Document’

· Participants can fill out the form and it is compiled later

· High issues are the focus not spelling,etc. 

· ‘Requirements Traceability Matrix’

· Proposed by Elaine

· ‘Technical Design Document’

· Everything in the business design goes into the technical design 

· ‘Test Cases’

· Only done by the developers

· System/integration, regression (may not have any)

· Results, pass/fail, etc. documented here 

· Technical Design Review – developers only

· Tech design

· Requirements Traceability

· Test Cases

D. Produce Phase (focus on implementation)

· Will have developers and then we will have people just to develop test cases

· Customer is involved in user system procedures

· Aid the customer in producing the acceptance test cases

· Roles/Responsibilities Defined

· Configuration Management

· Define who is doing what and how we coordinate the activities 

· Unit Testing

· Be sure to set up data that is required for these test cases

· Remember boundary testing

· Be aware that the business/tech design will change and need to be updated

· No code in the tech design – only pseudo code

· Important Documents for the Produce Phase

· ‘Test Plan’

· ‘Development Produce Phase Review/Approval’

· ‘Testing Produce Phase Review/Approval’

· Contingency/Implementation Plan

· Set up

· How do you back out if you break it?

· How do you get the data in?

· Verification strategy

· To make sure its production ready

· Different set of test cases used 

E. Optimize Phase (focus on actual testing)

· Release deployment plan

· Test plans executed

· UAT Testing

· Defect/Resolution Process

· Finalize the Implementation Plan

F. Implement Phase

· Execute the implementation plan

Specifics about the project

· No integration with other systems; only a one time data load

· Workbook repository = website with public face for RIT and password protected face for our 

Roles Template

· Review this document and update

· Roles

· SCCB (Software Change Control Board) (add to template)

· PM

· Developer

· Technical Leader

· Customer/Client

· Testing Coordinator

· Testers

· DBA

· Quality Advisor (add to template)

· UI Coordinator (add to template)

Communication Management Plan

· Review this document and change to fit our process/needs

· Three types of communications

· External = any types of communications (meetings, documentations) is being sent to/includes core development team and stakeholders

· Internal = just the core development team (Michelle, Jon, Team)

· Escalation = process we used to move from internal to external

· Different Meetings Scheduled

· Internal Project Status Meeting (Weekly Meeting – Tuesday 4 – 6 pm@ EDS)

· Core development team

· Status Report materials completed by Friday so we’re ready for Tuesday meeting 

· Submitted to Tracy

· Used for RIT biweekly deliverables

· Use ‘Status Report’ Template

· Accomplishments – anything above and beyond the scheduled tasks

· Issues/Concerns – it is your responsibility to follow up on them

· Tasks/Schedule Table

· Review and change as we see fit

· Agenda for each meeting prepared ahead of time

· External Project Steering Committee (Once a month)

· Faculty advisor

· Those at initial meeting (EDS/FARA representatives)

· Decide what times would be good for this

· Other ‘as needed’ meetings

· Change Control Board Meeting

· Technical Launch – Jon & Steve

· Technical Review Meetings

· Client Satisfaction Survey

· Use RIT docs

Quality Management Plan  

· Review document

· Maintenance falls under QA Role

Risk Management Plan

· Michelle will send documentation about it (Assessment, Risk Management overview)

· Take a look at RIT examples as well (i.e. Risk Management Plan for Requirements & Specification)

· Come up with a document/format to use for this

Issues Management Plan

· Document Elaine was using will be our template for this

· Don’t necessarily need a formal plan as long as we incorporate these into the status meeting agendas

Call with Jen

User Interface constraints – just make sure its very easy to navigate

· Ex. Boxes are larger, etc.  

· Keep in mind they have trouble with coordination

· Minimize scrolling

· Not too cluttered

· Definition of concepts that might be vague; i.e. age of consent

· Text popups may be appropriate in some cases

Common themes on the website

· Consistency

· Jen will think about the header/footer, logo, etc.
· User can always get back to the beginning

· Consistent menu bar

Licensing

· Popup for a licensing agreement for HIPPA(?) laws

· Whenever they go in to change it; it will pop up as well

· Thing about options for authentication

· In yearly email, etc.

· Automated reminders – what time frame?  (yearly?  Monthly?)

Public part of webpage

· Links to clinical trials information, updates on information

· Highlight the registry

· ~ 12 centers: clinicaltrials.gov, FAPG (discussion forum for the disease)

· Get a list of sites from Jen

Summary of information after you put it in

· Enter it

· Display entered info & hit confirm

· Confirmation page

Two User Classes

· 90% Patients/Family Members, 10% FARA organization representatives (those who assist patients like Jen to fill in holes for data collection; call them)

Other Requirements/Details

· Clinician are not entering data

· FARA is generating the report the clinicians will need

· Reports are run by them

· Common Excel format

· Research exporting a Crystal Report to Excel Format

· Prototype the method

· Statistical Reports would also be useful; high level reports for business executives

· Overwrite new changes when patients update their information

· Block them from entering data afterwards (DOB, etc.)

· FARA aspect could change it for them

· Jen will look into requirements for a discussion forum

· No patient reporting requirements at this time (other than their information confirmation page when they add/edit their information)\

· Possible affected organizations; MDA, FARA main organization

Under 18

· Must ask for guardians username, password because underage people can’t provide their own consent

Constraints/Assumptions

· HIPPA regulations

· Getting the acceptance to capture the information; updating the information

· Mainly applies to giving out that captured information

· Patient coordination/accessibility

· Timeline

· System is easy to use

· Clinicians are not in the scope of this 

· FARA board members are driving the requirements at a high level

· Jen represents the FARA board

· No interfacing with other systems

Acceptance Criteria

· FARA finds the people to direct them to the registry

· Main measure is to capture and retain information

· This grants FARA access to these patients to include them in their newsletters, activities

· Allows FARA to reach out to more people and include them in the FARA group

· People get more access to educational materials

· If the site can include marketable features (educational info about clinical trials, resources) will help them market it (secondary goal)

· Also provides an additional draw for patients to continue coming back

Project Deliverables
· Web site

· Excel report capabilities

· Database of patient information

· Training materials for those that are operating the website from FARA’s perspective

Jen’s availability

· Available between now and Christmas via phone

· Week before Christmas she’s incredibly flexible (week of December 19th)

· Next week is harder

· After 3:30 then give her lots of notice for childcare

· Traveling to us the beginning of January 

· January 3rd won’t work since she has an orientation

· Week between Christmas and New Years she would be available by phone

Next Steps

· JAD Sessions w/ Jen

· Wednesday, January 4, 2006 4:30 – 5:30 pm

· Friday, January 6, 2006 1 – 4 pm

· Saturday, January 7, 2006 9 – 11 am (tentatively until 1 pm)

· High Level Requirements Review Meeting

· Ready by Wednesday morning so we can hand it out

· Thursday, December 15, 2005: 4 – 6 pm @ RIT

· Ask about reserving a phone/team room

· Send Michelle alternate emails

· Focus on what needs to be answered to get the prototype done

· Schedule

· Must be completed

· Michelle will email us the schedule template that we need to complete
· Sent to Michelle/Jon by December 15, 2006 (Wednesday)
· Finalized January 4, 2006
· Status Meetings start Tuesday, January 10, 2006.
· Weekly
· Steering Committee Meeting Thursday, January 12, 2006
· 2nd Thursday of every month
Questions

· Ask our sys admin about how we can access our documents on the server through the web

· Think about security approaches with pro/cons for next meeting

