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This document is stored at:  I:\Function\CORE\Production Support\Technical\Technical Standards\Development Request Form Instructions (CORE).doc

1. Purpose 
The Development Request Form is an important part of modifying computer applications. It specifies the functional requirements, the justification for the request, the technical requirements and the final approval for the request. This instructional document describes how to fill out the Development Request form. Document template Development Request Form Template (CORE) is a blank DR form. 
2. Scope

These instructions focus on the accurate and comprehensive completion of the Development Request form. It also describes how to manage multiple versions of a DR when changes are needed. 
3. DR Form Participants
Drafting a DR is a collaborative effort. The DR’s Functional Analyst begins a new DR by filling out the Header and Functional Design sections. Then the DR is turned over to the Technical Team Lead for assignment to a Technical Analyst to fill out the Technical Design section. Before the DR is handed over to the Technical Analyst the Technical Team Lead performs various administrative tasks on the DR to ensure the Header Section and Signoff Sections follow the guidelines described in this document.
4. DR Form file name

The form and consistency of the filename a DR is stored under is very important. There is a specific method to constructing the DR file name which is described here. The DR file name is constructed by the following attributes found inside the DR form plus the appropriate file extension such as .doc for MS Word documents. The first 6 attributes are connected together with the underscore character (“_”), the Request Nbr is prefixed with “R”, the Change Nbr is prefixed with “C” and a space precedes the Family Title. 

· System

(ex: OCP)

· Application
(ex: HCM)

· DR Number
(ex: 0110)

· Module

(ex: PY)

· Request Nbr
(ex: R00)

· Change Nbr
(ex: C00)

· Family Title
(ex: Workers Compensation Report)

Using the example values above the filename will be: OCP_HCM_0110_PY_R00_C00 Workers Compensation Report.doc.  See the Header Section for more information on the individual attributes that make up the file name.

5. Header Section Instructions
The following table identifies the fields in the Header section along with an explanation of how to fill them out. This section is initially filled out by the Functional Analyst that is writing the DR. The Technical Team Lead has administrative responsibilities to review and adjust the header section to ensure it conforms to the State’s guidelines as outlined here. Both the Functional Analyst and the Technical Team Lead need to agree on the contents of the Header Section.
	Field name
	Description

	Image Name
	OSF intends to eventually scan the signed DR forms and store them in an imaging system.  This field will identify the image in the imaging system’s database. This field needs to be spelled out exactly as the document’s file name. 

Example:
OCP_HCM_0110_PY_R00_C00 Workers Compensation Report.doc

	System
	Identifies the application’s system or platform. For PeopleSoft applications this is always “OCP”.

	Application
	Identifies the application that is being changed by this request. Use only the approved application abbreviations. Currently for CORE these are: CRM, ELM, EPM, FIN, HCM.

	DR Number
	A unique number within the application that identifies a DR family. Each request to create a new or newly modified item will start a new DR family and receive its own DR Number. Each subsequent DR that builds upon previous DRs is a part of that DR family and will share the same DR Number.
DR Numbers for new DR families will be assigned by the application’s Technical Team Lead. In this case the Functional Analyst will specify “nnnn” for the DR Number and leave it for the Team Lead to assign later. The Technical Team Lead is ultimately responsible for this field.

	Module
	Identifies the module or area within the application that is being affected by this change. If more than one module is affected then choose the primary affected module. Use only approved module abbreviations. If the application does not have multiple modules module abbreviation will be the same as the application abbreviation. The Technical Team Lead is ultimately responsible for this field. See document Standard Abbreviations (CORE) for details.

	Request Nbr
	A unique number to identify each different request within a DR family. The Request Nbr for the first request that begins a brand new DR family will be zero (00). All subsequent requests will receive the next sequential number. A modified request (see the Change Nbr field) keeps the same Request Nbr that the revision is based on. 

If known, the Functional Analyst will specify the correct Request Nbr. If not known the Functional Analyst may specify “nn” for the Request Nbr. In every case the Technical Team Lead will review the Request Nbr and adjust it as necessary to ensure that it is correct. The Technical Team Lead is ultimately responsible for this field.
The way in which DRs are handled when new or adjusted business requirements occur depends upon whether the DR has been approved yet and whether it has been put into production yet.
A. If a DR has not been approved yet it needs to be modified in place to accommodate the new requirements before being circulated for approval.
B. If a DR has been approved but not placed into production there are two choices. Choose the one that makes the most sense depending upon the circumstance.
a. Create a ‘change order’ to the DR to get it adjusted before it goes to production. See Change Nbr below. 
b. Leave the existing DR alone and create another new request (i.e. another DR form) with the next Request Nbr. Both DRs can be worked and placed into production together or separately as needed.
NOTE: Once a DR has been migrated to production a brand new DR must always be created to address any additional requirements. It is too late to modify the DR or to create a change order for the DR.

	Change Nbr
	A unique number to identify each different ‘change order’ to a specific DR. The Functional Analyst will always specify Change Nbr zero (00) for all new DRs (i.e. each new Request Nbr.) Only when a change order is being created for an existing, approved DR that has not been put into production yet does the Change Nbr get incremented to the next sequential number. The Technical Team Lead is ultimately responsible for this field.
Change orders do not apply to DRs that have not been signed off yet. If an adjustment to the business requirements is discovered before approval just update the existing DR before sending it around for signatures.

Change orders do not apply to DRs that have been put into production. If an adjustment to the business requirements is discovered after the DR is in production a brand new DR with the next Request Nbr must be created to address the needed change.

A change order can only be created when a change is identified for a DR that 1) has already been approved and 2) has not been put into production. When this happens a new DR form is created by cloning the existing DR. The Change Nbr on the change order is incremented to the next sequential number and then the requirements are adjusted as needed.

The change order always replaces all earlier versions of the DR and makes them null and void. Even though the earlier requests are voided by the change order the earlier versions are kept for historical tracking so they are not deleted or destroyed. However only the request with the latest Change Nbr is in effect. This means that only the latest Change Nbr for any given Request Nbr is placed into production.

	Family Title
	This is the title for all requests in the same DR family (i.e. requests with the same DR Number). Tthe DR Number uniquely identifies a family of DRs and the Family Title does the same thing but in English. It is a word or phrase that identifies what item is being created or changed. Usually this is the name of a page, report, interface, business process, etc. 

Each time a new DR family is established (i.e. a brand new DR Number is assigned) the Family Title is also established. This title is forever associated with that DR Number. Choosing the title wisely is important because over time additional, follow on DR requests will likely be made to add modifications to the original request. The title needs to apply to all the subsequent DRs in the same family. The Technical Team Lead is ultimately responsible for this field and will review and adjust it as necessary to make it appropriate.
For additional requests in the same DR family the Family Title is just carried forward from the original DR’s family title. The Technical Team Lead will ensure the family title on new DRs matches the original DR’s family title.

	Date
	The date the DR was written. Example: 03/24/2008

	Requestor
	The name of person(s) sponsoring the request. The Requestor is the party who wants to get this request done and will champion it. This is usually the functional subject matter expert who has responsibility for this part of the system or business process. Requests that are being submitted for technical reasons can have a technical subject matter expert as the requestor.
The person filling out the header and functional sections of the DR is called the Functional Analyst. Although it is common for the Requestor and Functional Analyst to be the same person the Functional Analyst could be different than the person identified as the Requestor.

	Project
	The name of the project the DR belongs to. When a DR is being created as part of a specific project the project’s number & name goes here. If a DR is not a part of a specific project it is either to address an enhancement or an incident. If it is an enhancement the Project field will be ‘Service Request’. If it is an incident the Project field will be ‘Problem Management’.

	Scope
	This section is typically relevant to project DRs not enhancement DRs.  It identifies whether or not the proposed DR is known to be within the scope of the project or not.  An “X” needs to be placed by the appropriate box to indicate whether the DR is “in scope” or “out of scope”.  If a DR is categorized as being “in scope” this will allow for the design process to proceed as outlined in this document.  However, in cases where the DR is clearly identified as being “out of scope”, there may be alternate sets of approvals that may be required before being able to proceed. 
Leave this field blank when the DR is not part of a project.

	Related Issue Id:
	When the DR addresses a particular itemized issue or help desk case place the issue id or help desk case number here. Otherwise leave blank.

	Priority
	Place an “X” in the appropriate box. Priority is a field that has to be filled in thoughtfully.  This is important since team member assignments are typically issued based on priorities.  

Priority

for Project DRs

for Support & Enhancements

1

Emergency – Impacts Schedule
Urgent
2

Critical for Go-Live
High
3

Important After Go-Live
Normal
4

Not Time Critical
Low
For project DRs most DRs fall in Priority “2” (Critical for Go-Live).  Certain reports, on the other hand, may not be time critical, and therefore, could be rated a “4” (Not time critical). 

This is also used to prioritize development for post implementation and ongoing support and enhancement activities. If all else needs to be dropped to work on this request then select “1” Emergency. If this request needs to be worked ahead of other normal requests then select “2” High. If this request is not time critical select “4” Low. Everything else is normal so select “3” Normal.

	Category
	Place an “X” in the appropriate box. Identify whether this is new development (customization), or modifying an existing set of programs.

	Type
	This is where the DR is categorized as a conversion program, interface, report, online customization etc.  It may be that the nature of the DR involves more than a single type.  In such an instance all the relevant type fields should have an “X” marked next to them.  This will assist the team lead in ensuring that valid assignments are issued to the technical team members, based on a match between the DR type and individual skill sets.

	Functional Area Needing Change
	This field is optional. Use it to indicate which functional area 'needs' this request whenever it is different than what the DR name indicates. Usually the change being made is needed by the functional area where the change is occurring. But this is not always the case. For instance a change may be made to a GL report that is needed by another area. The DR name should reflect the FIN application and GL module since that is where the change is being made. However this field can specify Budget or Security or any other area who is behind this change and needs it.

	Functional Support
	This field is optional. Use this to specify where the functional production support will come from if not from OSF's CORE team.

Example: 345 – Oklahoma Dept of Transportation (ODOT) 

	Technical Support
	This field is optional. Use this to specify where the technical production support will come from if not from OSF's Application Development team.

Example: 345 – Oklahoma Dept of Transportation (ODOT) 

	Summary
	Briefly describe, in business terms, what this request is about and distinguish it from other requests. This is the text that gets copied into the SR Work List's Request Title & Summary column. Do not get verbose. Save all the details for the Explanation of Request section.

Examples: “Create Workers Compensation report.” or “Add from/to date criteria to New Hire report.”


6. Functional Design Section Instructions

The following table identifies the fields in the Functional Design Section along with an explanation of how to fill them out. This section is filled out by the Functional Analyst that is writing the DR. The Technical Team Lead has specific administrative responsibilities to review and adjust the header section to ensure it conforms to the State’s guidelines as outlined here.

	Field name
	Description

	Application & Module(s) Impacted
	This section identifies the PeopleSoft Application and Module(s) that are impacted by the DR.  The Functional Analyst drafting the DR must place an “X” next to the appropriate modules that are impacted.  The term “Impact” implies that the DR would affect business processes in these modules.  Careful thought should be given in identifying the impact.  This will assist in testing of the DR, and ensuring that downstream processes for all marked modules are functioning as expected.

	Explanation of Request
	This is the “what” section, also known as the Functional Design. This section provides detailed information on the DR from a Functional perspective.  This is the section that clearly identifies the full Functionality requirements per the DR.  In a nutshell, if a Developer were to read this section alone, a thorough understanding of the requirements of this DR, would be conveyed.  It is, therefore, a complete section that must be very thorough as far as content.  Functional team members should have a clear understanding of what they expect as the outcome of the DR.  Listed below are some of the items that should be included in this section.  Assistance may be required from a technical team member to complete this:

· Any tables or files that will need to be modified, and if so the criteria involved.
· Any screens, forms or pages that will need to be created or modified, and if so, the criteria involved.
· Component specific details indicating if a new component (i.e. form, report, etc.) will need to be created or if an existing component is to be used.

· Specific Application logic that will need to be implemented as part of the DR.
· Reports or Queries that need to be created in conjunction with the DR.
· Application Security ramifications – who has access, what access would they be given, and how much information can they see?

· Any input files that come from outside the Application need to be identified and their file layouts documented. 

· Any output files that are being sent outside the Application need to be identified and their file layouts documented. 

· Any other pertinent information.
The key to this section is that the Technical team will need to be able to understand all of the requirements for the DR from this section.  It is also worth keeping in mind that the Developer assigned to develop the DR will derive testing scenarios based on the content provided in this section.  The expectation is that if the technical design accomplishes all of the requirements provided in this section, the design is considered complete and successful.

	Justification for Request
	This is the “why” section also known as the justification section. This section is essentially the business case for the DR (i.e. why does this request have to be done?).  Contents of this section would, for example, cite specific state statutes that require this request or indicate that the DR is required for the successful implementation of a certain business process. The Justification of Request should display evidence that all other viable options have been exhausted before the creation of the DR.

	Referenced Documents (Functional)
	As part of the Functional specifications, there may be supporting documentation in the form of mapping documents, and other relevant information, that would be required.  The name of each document, its contents and its absolute location (i.e. – \\I:\Function\CORE\03 - Development\Technical\Design Docs\HRMS\Flat File Layouts\mapping.doc) should be identified in this section of the DR document.


7. Functional Design Review

On completion of the Functional Design Section, the Functional design review is jointly conducted by the Functional Application lead, and if applicable the Functional Module Lead as well. For the purposes of this review, a checklist is provided as Appendix A: Functional Design Review Checklist.  This document contains a checklist of criteria that should be verified before approving the Functional design of a DR and passing it to the Technical Team Lead for its technical design. If the review results in modifications to the functional design specifications, the DR will be returned to the functional analyst to make the relevant modifications.
8. Technical Administrative Review
Once the Functional review is complete, the DR is turned over to the Technical Team Lead for administrative review. 

The contents of the Header Section are reviewed to ensure all the fields are filled out appropriately according to the Header Section instructions. Special attention is given the System, Application, DR Number, Module, Request Nbr, Change Nbr and Family Title as these comprise the complete DR name.

The Signoff Section is reviewed to ensure the appropriate signatories for the module being affected are present. Refer to document CORE Signatures which identifies the specific signatures that are required for the module being affected.
After the attributes that compose the DR Name have been verified the Technical Team Lead reviews the DR’s file name and adjusts it as needed to conform to the DR file name convention.
9. Technical Design Section Instructions

Once the Technical Administrative Review is complete the Technical Team Lead assigns the DR to a Technical Analyst to fill out the Technical Design Section. The Technical Analyst proceeds to “design” the solution.  The approach chosen by the Technical Analyst is documented in the technical design section of the DR.  There is a significant amount of interaction between the Technical Analyst and the Functional Analyst to ensure that the proposed design, suggested scenarios, and expected outcomes have all been considered.  It is critical that sufficient time is spent on the design phase to ensure that the design is as “air-tight” as possible.
The following table identifies the fields in the Technical Design Section along with an explanation of how to fill them out.
	Field name
	Description

	Technical Analyst
	The name of the Technical Analyst.

	Date
	The date the technical design was written. Example: 03/24/2008

	Complexity
	Place an ‘X’ beside the complexity level that best describes this DR. This identifies the assessment of technical complexity of the DR. The complexity of a DR is determined using the following factors as guidelines:

· Number of systems/modules affected
· Number of input and output data files
· The complexity of the required application logic
· Special processing requirements (if any)


	Estimated Hours
	This identifies the amount of effort in hours to complete the following common DR tasks:
· Functional Design (explain request, document justification & functional design)

· Technical Design (document technical design)
· Development (coding & development)
· Unit Testing (developer testing)

· Functional Testing (user acceptance testing)
· Total hours

There are multiple estimate columns. Fill in the column that corresponds with the DR’s Cxx number. This provides the ability to track the original estimate (C00) and also the effort for any changes that need to be added. If a change (say for C01) does not increase the effort in one or more tasks then specify zero to denote that the estimate was not overlooked and did not change the overall effort. The last column should be updated to reflect the total effort of the original plus all subsequent changes.

The original request (document C00) will have columns C00 & Total filled in.

The first change (document C01) will have columns C00, C01 & Total filled in.

The second change (document C02) will have columns C00, C01, C02 & Total filled in.

Etc.

	Technical Requirements Overview
	This is the main section in which the technical design is documented.  Here the Developer outlines the approach to be taken to meet the stated Functional requirements.  As this is the primary section for describing the approach, it should be as comprehensive as possible.  The Developer should take the view that reading this section alone should provide a layman with a clear and concise understanding of how the technical team will address the Functional requirements for this DR.  Information contained in this section should include the following:

· Explanation of all of the development tools to be used, and how they will be used.
· All data maps should be identified and completed.

· A process flow should clearly identify input data, and output data.  Explanations should be included as to what kind of data manipulation (if any) will take place at every stage, and how this will be handled.
· Names and descriptions of the PeopleSoft objects that will be used, and the manner in which they will be used.

· Add references to assumptions, issues and concerns in this section (with detailed information to be displayed in the latter sections).


	Execution Frequency
	An “X” needs to be marked in the appropriate box to indicate how often the program(s) will be executed.  If the frequency does not match one of the stated durations, an “X” needs to be placed in the “Other” category, along with an explanation of the criteria under which the program(s) will be executed.  This is important for system planning purposes.  For example, if it is known that these program(s) need to be run on a fixed schedule they can be set up as a batch process.

	Development Tools Required (check all that apply)
	This is the section in which the Developer identifies the development tools that he/she feels is best suited for meeting the requirements of the DR.  It is worthwhile to note that the Developer that performs the technical design may not necessarily be the resource that completes the development on a particular DR.  When selecting the tool to be used, thought should be given towards ease of maintenance, ease of future customizations etc.  If one or more tools are used, an “X” will need to be placed in front of the relevant boxes.  If appropriate, the “Other” box should be marked and the tool used should be identified.

	Input(s)
	List all of the input files coming from outside the Application that are required for the DR. For each entry, pertinent information for each input file needs to be included.  Useful information to notate in this section includes the following: 

· Source system name and location

· Location of Input file
· Nature of Data (what kind of information does it contain?)
The input file layouts may already be documented in the Functional Design Section.

	Output(s)
	List all of the output files being sent outside PeopleSoft that are required for the DR. For each entry, pertinent information for each output file needs to be included.  Useful information to notate in this section includes the following: 

· Target system name and location

· Target location of output file
· Nature of Data (what kind of information does it contain?)
The output file layouts may already be documented in the Functional Design Section.

	Special Processing Requirements
	This section needs to be completed only if the DR involves certain tasks or processes that need to take place that are outside the scope of the PeopleSoft application.  For instance, if a process requires that a script be written to perform automated FTP functions, this needs to be noted in the special processing requirements section.

	Assumptions
	Identify any functional and technical assumptions that are needed for the request to address the requirements. This should be an itemized list and each assumption should be documented clearly.  This document assumes that the functional and technical analysts will review the assumptions made jointly.  Therefore, any and all assumptions listed in this section will be valid, and agreed upon.

	Issues/Concerns
	Identify any functional and technical issuues that are needed for the request to address the requirements. This should be an itemized list and should contain detailed information of the issue or concern.  In addition, if a potential workaround exists for the stated issue or concern, this should be documented in this section.

	Referenced Documents (Technical)
	Additional technical documents, such as spreadsheets etc., need to be identified in this section.  This includes, but is not limited to, conversion mapping spreadsheets mapping data from a legacy system to PeopleSoft.  The name of each document, its contents and its absolute location (i.e. - \\ps-ocp-report\documents\mapping.doc) should be identified in this section of the DR document.

	Technical Tasks
	In this section, the Developer can identify in serial order the set of tasks that will be performed after the design is approved.  These tasks can include development, unit testing, and Functional testing at the very least, for every DR.  However, depending on the nature of the DR, there can be additional tasks such as configuration of an external system, coordinating the implementation of automation scripts etc.  All the tasks that pertain to this DR should be identified in this section.  The intent of this section is to clearly demonstrate that the design has been thought through in every detail.

	Pseudo Code
	In this section, the Developer can use pseudo code to demonstrate the interpretation logic (if any) that will be used to meet the requirements of the DR.  Most often this may be in the form of a SQL statement that would clearly depict the way the data is handled or manipulated.  In most cases, SQL statements or similar database scripts serve as the heart of a DR.  This pseudo code should be written as generically as possible to enable a non-technical person to understand the contents of this section.


10. Technical Design Review

On completion of the Technical Design Section, a Technical design review is jointly conducted by the Technical Analyst, Technical Team Lead and the Functional Analyst. This review serves to ensure that the technical design addresses the requirements of the Functional specifications, and that the proposed development approach is sound.  Ensuring conformity with delivered PeopleSoft tools validates the latter.  If the review results in modifications to the technical design specifications, the DR will be returned to the assigned Technical Analyst to make the relevant modifications.

11. Signoff Section Instructions

Once the technical design is approved, the DR is then submitted to the DR’s signatory list for their final review and approval.  In special cases the usual list of signatories may be adjusted such as for specific projects. The signatures signify that the development request details the exact specifications of the requested modification or customization.  It also denotes that the work to develop the DR is authorized.
	Field name
	Description

	DR Name
	Repeat the DR name from page one.

	Family Title
	Repeat the Family Title from page one.

	Approval / Deny
	Place an ‘X’ beside the one that describes what the DR is being circulated for: approval or denial.

	Signatures
	This is a list of who has approver responsibility for the DR. Refer to document CORE Signatures for details by module on who should sign off on the DR. The Technical Team Lead will ensure the proper roles and names are in the Signoff Section. 

	Reason for Denial
	If the DR is not being approved then the Reason for Denial field must be filled out with a brief description of why the DR is being denied. For example this could occur if management does not want the business process to change in that direction. Or perhaps the requirement is no longer needed or is not of sufficient importance. Or maybe the requirement has is being met in a different way by something else. Then the DR is submitted for denial and the same signatories sign off to agree with the denial.


12. Policy Base

These procedures support the Office of State Finance Information Services Division ISD011 – Systems Development Life Cycle (SDLC) policy.
13. Associated Documents

· Development Request Form Template (CORE)
· CORE Signatures
Appendix A – Functional Design Review Checklist
During the creation of a Development Request, the following criteria should be considered.  If used effectively, this will ensure that Development Requests are robust and thorough resulting in the accurate and on-time delivery of the work unit.  
	Functional Criteria Checklist
	(Yes / No / NA)

	Functional requirements are specified and there is a clear explanation as to the business objective(s) of the work unit in the Explanation of Request of the Functional Design.
	

	Design document is correctly linked to corresponding business requirements in the Justification for Request of the Functional Design.
	

	Functional Assumptions are clearly documented in the Explanation of Request of the Functional Design.  Supporting documentation provided (if needed) are referred to in the Referenced Documents of the Functional Design.
	

	Functional Issues/Concerns are clearly documented in the Explanation of Request of the Functional Design.  Supporting documentation provided (if needed) are referred to in the Referenced Documents of the Functional Design.
	

	Dependencies upon other work units or business processes have been clearly identified in the Explanation of Request of the Functional Design. 
	

	A detailed process flow demonstrating the flow of data and any process constraints is included, where applicable.  This can be done in any section where a diagram can assist in clarifying the information.
	

	Security considerations and specifics as to who/what group needs access is clearly specified in the Explanation of Request of the Functional Design.
	

	High-level, functional (business process) test conditions are provided in the Referenced Documents (Functional) of the Functional Design.
	

	Error handling/exception processing is defined in the Explanation of Request of the Functional Design.
	

	Reporting requirements (where applicable) have been clearly identified in the Explanation of Request of the Functional Design.  Mock-ups (if needed) are included in the Referenced Documents of the Functional Design.
	


Warning – Uncontrolled when printed!  The current version of this document is kept on the OSF website.
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