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1. Introduction

As various deliverables for the Core Financial Project are being developed, it is necessary to define the procedures and guidelines to manage and control these deliverables in order to provide accessibility to team members while avoiding any loss of effort. This document describes the procedures and guidelines to manage and control these deliverables at different phases during the development cycle.  

The term “deliverable” is used to denote documents, source code, or other data Configuration Items that will be delivered to the Core Financial Project.  The term “document” refers to the contractual deliverable, such as the Technical Architecture Blueprint, and the interim deliverables that make up the contractual deliverable.  Some examples of these interim deliverables are the Requirements, Conceptual and Detailed Design, Project Management, and Policies/Procedures documents. The term “source code” refers to the ABAP/4 software codes developed specifically for the Core Financial Project by the ABAP Development Team.  

2. Procedures

This section describes the procedures for managing and controlling documents and source code.  The procedures for managing and controlling documents are divided into four categories: Network Shared Drive (LAN), MDM Database, Configuration Management Repository (Rational ClearCase), and IFMP (IPO Internal) Website.  The procedures for source code are included in Section 2.2.

2.1 Document Procedures

Prior to creating a document, the document owner should determine its repository location, which is either the Network Shared Drive or MDM Document Repository Database.  Generally, an interim document is stored on the network drive.  A contract document, on the other hand, can be stored either on the LAN or in MDM. If the contract document is a stand-alone document, e.g. it does not need an attachment or a sheet form, then it should be stored on the network drive.  Otherwise, it should be stored in MDM.

All documents are categorized according to their status: In Process, Draft Complete, In Revision, and Baseline.  The “In Process” status is used to denote documents that still need additional work, such as content and grammar.  These documents are working documents that are still in progress and not ready to be submitted for sign-off.

The “Draft Complete” status is used to denote documents that no longer need additional work and are ready to be submitted for sign-off review.  A “Draft Complete” document may not be approved for sign off.  In this case, the document must be revised and is considered to be “In Revision” mode.  

The “Baseline” status is used to denote complete documents that have been approved and signed off by the appropriate Core Financial team representatives, and are ready for baseline.  To establish a baseline, a user logs into Rational ClearQuest, fills out the information on the Change Request (CR) form (and attach the document and specify the directory location where the document is to be stored), and then submits the CR.  The CR then goes through the approval/verification process, where it is reviewed by different teams.  If approved/verified, the baselined document is then entered into the Configuration Management Repository (Rational ClearCase) and the appropriate IFMP Internal Website.   If there are changes to a baselined document, a new CR (including an attachment of the updated document) must be submitted.  The new CR then goes through the same approval process as the original CR. 

2.1.1 Network Shared Drive (LAN)

The network shared drive is used as a repository to store (interim and contract) documents that are considered “stand alone”, documents that do not need to be attached to a form sheet or other configuration item to be considered complete.  Users who have access to the network shared drive should map it with a local drive.  The path to the shared network drive is “\\MSFCDATA5\RS-D5I”, and a typical local drive used for mapping is the “I” drive.  The following are the procedures for mapping the local “I” drive to the shared network drive (for Windows 98):

1. Start Windows Explorer.

2. From the “Tools” menu, select “Map Network Drive”.

3. Select “I:” for “Drive”, type or select”\\MSFCDATA5\RS-D5I” for “Path”, click the “Reconnect at logon” checkbox, and then click “OK”.

Once the shared network drive has been mapped, the following directory structure should be used when storing or accessing documents on the network drive:

“Shared Drive:\Project Name\Team Name\Sub-team Name\Document Type\Drafts”

For example, the “draft” requirement documents created by the Tech Arch team should be stored at:

 
“I:\Core Financial\Integration IPT\Tech Arch\Requirements\Drafts”

Naming Standards

All documents should have a consistent naming standard through out their lifecycle, from “In Process” to “Baseline” phase.  The naming of the documents should be concise and reveal the type of the documents.  In addition, during the “In Process” phase, the documents’ names should reveal their version as well.  The first time a document is created, it should have “v1.0” included in the name to indicate that the document is the original version.  If there are subsequent changes to the original document, the version number should be modified according to the type of the changes.  If the changes are minor, e.g. slight modifications in content or syntax, the version number should be modified to a decimal number (e.g. v1.1).  On the other hand if the changes are significant, e.g. a new section of content is added, a whole new version (e.g. v2.0) should be used.  When the document is “complete” and ready to be submitted for sign-off review, the version indicator should be eliminated.  

The following illustrates the naming standards, using the requirement document on Bank Card Application as an example.

· The first time the document is created, it should be named “Bank Card Application Requirements v1.0.doc”.

· If there are minor changes to the document, it should be renamed to “Bank Card Application Requirements v1.1.doc”.

· If there are major changes to the document, it should be renamed to “Bank Card Application Requirements v2.0.doc”.

· When the document is “Draft Complete”, it should be renamed to “Bank Card Application Requirements.doc” and submitted for sign-off review.

Deliverable Acceptance Process

In order to ensure a successful completion and an acceptance of deliverables, several steps should be taken during the “In Process” phase to involve the appropriate Core Financial representatives to review and provide feedback on the deliverables before the actual due date.  The appropriate Core Financial representatives should consist of representatives from Accenture and NASA.  Figure 1 illustrates a high level overview of the time line and acceptance process for deliverables. In addition, Figures 2 and 3 illustrate (respectively) the review and acceptance processes for the interim and contract deliverables on the network shared drive.

Note: Figure 1 assumes that Accenture is the party responsible for the deliverable.  Similar scenario can be applied when CSC is the responsible party.
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Figure 1. High Level Deliverable Acceptance Process

1. Between the 1st and 10th day after the start date of the deliverable, the document owner should contact the Accenture Project Manager (PM) or Deputy to identify the Accenture representative and responsibility for the deliverable.  The Accenture project PM or Deputy then should contact the NASA PM or Deputy, who in turns should identify the NASA representative and responsibility for the deliverable.

2. On the 10th day after the start date of the deliverable, the Accenture representative should review the Objectives, Approach, and Outline (if appropriate) of the deliverable with the NASA representative.  The documentation approach should be determined at this point.

3. The NASA representative should provide feedback on the Objectives, Approach, and Outline (if provided) of the deliverable.

4. Ten days before the deliverable is due, the Accenture representative should provide the completed draft of the deliverable to the NASA representative.

5. The NASA representative should forward the completed draft to the appropriate reviewers to solicit comments and feedback.

6. Five days before the deliverable is due, the Accenture representative should schedule a Technical Interchange Meeting with the NASA representative and reviewers to address comments and feedback regarding the completed draft.

7. The NASA representative and reviewers should provide comments and feedback on the completed draft at the Technical Interchange Meeting.

8. The document owner should incorporate all the comments and feedback into the completed draft, and three days before the deliverable is due, the Accenture PM or Deputy should submit it to the NASA PM or Deputy for sign-off review.

9. At this point, the NASA PM or Deputy will either sign-off the deliverable or reject it.  If signed-off, the deliverable is ready for “baseline”, and a Change Request should be submitted to have the deliverable entered into the Configuration Management Repository.  Otherwise, if rejected, Steps 7-9 must be repeated until the deliverable is signed-off.
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Figure 2. Review and Acceptance Process for Interim Deliverables on Network Shared Drive
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Figure 3. Review and Acceptance Process for Contract Deliverables on Network Shared Drive

2.1.2 MDM Document Repository Database

Methods Delivery Manager (MDM) is a Lotus Notes database repository used to store contract documents that are not stand-alone, i.e. documents that require an attachment or a form sheet to be considered complete.

The following are the procedures for posting documents to the MDM Document Repository database.  

1 Start Lotus Notes, click the “MDM” tab on the workspace.

2 Double click the “MDM” database.

3 Click the “Document Repository” link.

4 From the “Create” menu, select “1.General Deliverable”.

5 Fill out the following fields: Project (e.g. Core Financial), Program (e.g. NASA IFM Program), Team (e.g. Integration IPT), WBS Ref. (e.g. Technical Papers – Requirements), Capability Release (e.g. Agency Design), Status (e.g. 30 Complete), Current Release (e.g. Agency Design), Type (e.g. Key Configuration), Title (e.g. Document Management Procedures and Guidelines), Processes (if applicable), Sub Processes (if applicable), Activities (if applicable), Scenarios (if applicable), Training Course (if applicable), Classification (e.g. Requirements), Short Description, Comments/Attachments (attach attachments/documents here), Revision Log Comments (if applicable)..

6 Click the “Save & Close” button on the “New General Deliverable – Lotus Notes” window.

To edit the fields of the deliverables that have been posted to the MDM database, follow these steps:

1. Start Lotus Notes, click the “MDM” tab on the workspace.

2. Double click the “MDM” database.

3. Click the “Document Repository” link.

4. Expand the “1.General Deliverables” folder.

5. Locate the desired document(s) by using the appropriate view (e.g. 1. by Deliverables, 2. by Status, etc.).

6. Click the “Edit” button on the “General Deliverable … Lotus Notes” window.

7. Edit the necessary fields, and then click the “Save & Close” button on the “General Deliverable … Lotus Notes” window.

To change the status of the deliverables to “Approved” (for authorized users only), follow these steps:

1. Repeat steps 1-6 of the above procedures.

2. Click the “Approved” button on the “General Deliverable … Lotus Notes” window.

3. Click the “Save & Close” button on the “General Deliverable – Lotus Notes” window.

The flow diagram in Figure 4 illustrates the review and acceptance process for contract deliverables in the MDM database.
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Figure 4. Review and Acceptance Process for Contract Deliverables in MDM

2.1.3 Configuration Management Repository (Rational ClearCase)

The Configuration Management Repository, Rational ClearCase, is used to manage and version control “baselined” documents.  This means that after a document has been baselined, it is then checked into Rational ClearCase so that subsequent changes to the document can be tracked.  The following sections describe the procedures to baseline a document and to modify a “baselined” document.

Baselining A Document

When a document is ready to be baselined, the document owner needs to contact his/her sub-team lead, who has access to ClearQuest, to submit a Change Request.  The document must be included as an attachment to the Change Request.  Furthermore, the directory location of where the document is to be stored in ClearCase should be specified, by using the Description field of the “Add Attachment” page.  For example, if the deliverable is a requirement document by a Technical Architecture team, the Description field should contain instructions for the Change Control Coordinator to place the document under “Core Financial\Documents\Integration IPT\Tech Arch\Requirements” directory in ClearCase.  Furthermore, the Description field may contain other descriptions of the document as well.  The recommended directory structure for Core Financial documents is included in the Appendix of this document.  

After the submission, the Change Request goes through the approval/verification cycle.  If the Change Request is approved/verified, the Change Control Coordinator then checks the deliverable into Rational ClearCase - the Configuration Management Repository.  At this point, the deliverable is considered baselined.

The procedures for entering and managing a Change Request, as well as its lifecycle, are included in the NASA-IFMP OP CM-03 document, Operating Procedures for ENTERING AND MANAGING IFMP CHANGE REQUESTS WITHIN THE CONFIGURATION MANAGEMENT REPOSITORY.   This document is baselined in ClearCase, and is accessible by:

1. Go to http://ipo.ifmp.nasa.gov/cm/index.html.

2. Click on “Change Request SOP” link, under “Baseline Document/Change Request Management”.

In addition, the other Configuration Management documents should also be referenced in conjunction with the NASA-IFMP OP CM-03 document.  These documents are: Configuration Control Procedures, Configuration Management Plan, and SAP Configuration Management Standards and Procedures.  These documents can be accessed as follows:

1. Go to http://ifmp.msfc.nasa.gov/inside/documents/catalog.html.

2. Scroll down to “Integration Document Project Catalog” and select the appropriate document.

Modifying A Baselined Document

If there are changes to the document after it has been checked into ClearCase, a new Change Request along with the attachment of the modified document must be submitted.  The new Change Request then goes through the same approval/verification cycle as the original request did.  Upon approval, the modified document is checked into ClearCase.  

Although there are a few ways to obtain the baselined document for modifications, the recommended method is to download it from the IFMP (IPO Internal) Website.  To do this, the user needs to log into the site, open the document, and then do a “Save As” from the File menu.  The IFMP Website is discussed in more details below.

The process flow diagrams for baselining a document and for modifying a baselined document are illustrated in Figure 5 and 6, respectively.

2.1.4 IFMP Internal Website

After entering the (baselined) document into ClearCase, the Change Control Coordinator also posts it to the IFMP (IPO Internal) Website.  The Internal Website is located at: http://ifmp.msfc.nasa.gov/inside/documents/catalog.html. The site is password-protected, and only sub-team leads (generally those with access to ClearQuest) can have access to it.  If there are changes to a baselined document, the document owner needs to download the current version of the document from the Internal Website, modify the document, attach the modified version to the new Change Request, and then submit it.  The new Change Request then goes through the same approval/verification cycle as the original request did.  Upon approval, the modified document is entered into ClearCase and then posted to the Internal Website.  

In addition to serving as a repository for baselined documents, the IFMP (IPO Internal) Website is also used as a repository for non-baseline documents.  The non-baseline documents are those documents that do not require sign-off approval and will not be checked into Rational ClearCase. Thus, the Internal Website contains both the baselined and non-baseline documents, present and future.  If a document has already been created, the Internal Website has the name and URL link to the document.  The name of the document appears in blue, to indicate that is has the URL link. On the other hand, if the document has not yet been created or is incomplete, the Internal Website contains only the name of the document and no URL link to it.  In this case, the name of the document appears in black, to indicate that it has no link and the actual document has not been created or is incomplete.

Baselined documents are posted to the IFMP (IPO Internal) Website by the Change Control Coordinator, after the Change Request has been approved/verified.  To post a non-baseline document to the Internal Website, follow these procedures:

1. Send an email with the document as an attachment to “David.McKee@msfc.nasa.gov”.

2. Specify the location of the document (e.g. “Document Catalog”), and the project name (e.g. Core Financial Document Catalog).  

The following is a high-level process flow diagram for baselining a document.
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Figure 5.  High-Level Process Diagram for Baselining a Document

1. Depending on the type of the document, the appropriate review and acceptance process is followed.  After the deliverable had been accepted by the NASA Contracting Officer, the sub-team lead submits a Change Request to baseline the document.

2. A.   The Change Request goes to the Configuration Management team for the Approval/Verification cycle.  If the Change Request is not approved, e.g. it is incomplete, an email notification is sent to the sub-team lead who submitted the request. The sub-team lead can then resubmit the request.

B.   Otherwise, if the Change Request is approved/verified, the Change Control Coordinator of the Configuration Management team checks the document into Rational ClearCase.

3. After checking the document into ClearCase, the Change Control Coordinator posts the document to the Internal Website.

The following is the process flow diagram for modifying a baselined document.
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Figure 6.  Modifying a Baselined Document Process Flow

1. The sub-team lead downloads the baselined document from the IFMP (IPO Internal) Website.  

Note: The Website is password-protected, and only sub-team leads (and team leads) have access to it.

2. A.  If the download was not successful, the sub-team lead repeats the download process until it is successful.

B.  Otherwise, if the download was successful, the sub-team lead gives the document to the document owner to modify.

3. After the modification, the sub-team lead submits a new Change Request to have the modified document baselined.

4. A.   The Change Request goes to the Configuration Management team for the Approval/Verification cycle.  If the Change Request is not approved, e.g. it is incomplete, an email notification is sent to the sub-team lead who submitted the request. The sub-team lead can then resubmit the request or cancel the request.

B.   Otherwise, if the Change Request is approved/verified, the Change Control Coordinator of the Configuration Management team checks the document into Rational ClearCase.

5. After checking the document into ClearCase, the Change Control Coordinator posts the document to the IFMP (IPO Internal) Website.

2.2 Source Code Development Procedure

The following diagram illustrates the procedures for controlling and managing ABAP source codes.  These codes are controlled and managed within SAP; thus, Rational ClearCase will not be used as a Configuration Management Repository for ABAP source codes.  System Investigation Requests (SIRs) however, are created and updated in the MDM SIR database. 
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1. Any Sub-team Lead or Team member can access the MDM System Investigation Request (SIR) database to create or update a SIR. The following are the procedures to create/update a SIR. 

a. Start NASA Lotus Notes.

b. Click the “MDM” tab on the workspace.

c. Double click the “MDM” database.

d. Click the “SIR Management & Control” link.

e. From the “Create” menu, select the appropriate SIR to create/update.

2. A.  The Development Sub-team Lead creates a Change Request & tasks within SAP.

B.   The Development Sub-team Lead assigns tasks to team members.

3. The Sub-team Lead or Team member who created/updated the SIR creates/updates the Change Control form.

4. The Development Team member completes ABAP code and unit tests the code.

5. Once the Development Team member has completed and unit tested the ABAP code, the code is given to the Process Team to perform functional testing.

6. The Process Team confirms the results of the functional testing with the Development Team.

7. A.
If the results are not correct, the Development Team member needs to repeat completing ABAP code and unit testing the code again.

B.
Otherwise, if the results are correct, the Development Team member updates the Change Control form, using the MDM SIR database.

8. A.   The Development Team member releases tasks in SAP.

B.   The Development Team member releases the Change Request in SAP.

9. The Development Team member determines the migration request.

10. The Development Team member documents the migration request, using the MDM SIR database.

11. The Sub-team Lead or Team member who created/updated the SIR approves the migration request, using the MDM SIR database.

12. The migration request is given to the Basis Team, who then completes the migration and updates the request, using the MDM SIR database.

2.3 Recommended Directory Structure for Rational ClearCase

The Change Control Coordinator should create a directory structure in Rational ClearCase to organize baselined documents according to their type, team name, etc.  The following is the recommended directory structure for Rational ClearCase.  This directory structure is by no means the final structure, and it should be modified appropriately should the need arise.

When a Change Request (and a document attachment) is submitted for baselining, the appropriate directory structure specifying the location where the document is to be stored should be specified.  For example, the specification of the location of a requirement document delivered by the Tech Arch team of the Integration IPT should be under the directory:
    "Select View/All VOBs/Core Financial/Documents/Integration IPT/Tech Arch/Requirements".
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