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Instructions for creating a Read/Write file from the Template

1. Open the template file as Read Only (you won't need the password)

2. Do a Save As to the destination drive/folder of your choice

3. Click on Tools on the top menu of the Save As dialog box.  Select Properties and remove the check mark in the Read Only box.  Click Apply, then OK and finally OK again.

4. Again click on Tools on the top menu of the Save As dialog box.  Select the Security Options, remove the asterisks in the Password field and remove the check mark in the Read Only box then click OK.

5. Click Save.  The saved file will be Read/Write.

TEMPLATE STARTS ON THE NEXT PAGE

	Department(s):

Prepared by:

Others Involved:

Date: 
	        PI Tracker #: _______________

        Tech. Spec. #: _______________

        Moved to HEPRD: __________

                                                                    (Date)





Preliminary Tasks

[These tasks should be completed and evaluated prior to creating a BPD.  Please provide a short summary for questions (a) and (c).]

a. Has this issue been brought to PeopleSoft’s attention and what is their position?

b. Has an incident been opened with PeopleSoft?  If yes, what is the Incident Number?

c. Have other schools been surveyed to determine how they are handling the issue?

Summary Statement

[Provide a one sentence statement of what this process does and how the modification will be used]

Why do you need the modification?

[Answer the following questions in this section]:

a. What will this modification allow you to do that you cannot currently do?

b. Indicate the limitations of the system without the modification

c. List out the alternatives to this modification and why you abandoned them (both workarounds and other modifications)

d. Choose one of the following categories as the reason for this modification: 

1. P/S Deficiency (functionality not delivered)

2. P/S Bug (delivered functionality but not working as designed) 

3. P/S Missing Report (report not delivered) 

4. New PS Functionality is Now Available

5. SMU Business Preference (delivered but SMU business process different) 

6. SMU Report Preference (delivered report but SMU needs different information) 

7. Data Integrity (any change to the data- correcting, adding, removing, etc.)

Detail of the Process

[This is the detail of the summary statement above.  How will SMU use this process?  Is this a new process for SMU?  What are the inputs to this process?  What are the outputs from this process?  What decisions need to be made to be ready to use this process?  Are there set-up values for this process?  Does this process affect any other processes- are there any cross-module relationships that need to be considered when developing this?  Indicate what the current workflow is versus the proposed workflow?]

Timeframe

[What is the deadline for the completion of this request?  Please include specifics that should be considered when planning for completion of this request.  Remember… there will be a substantial amount of time to test this from the functional side once a developer has completed their coding.]

Impact

Please indicate the impact on the following areas using: Low, Medium, High, Very High

a. Business Impact


_________________
d. Tangible Benefits
_________________


b. Customer Impact


_________________
e. Intangible Benefits 
_________________

c. Legal/Regulatory Impact_________________
f. Other Modules

_________________

Explain any negative impact on other nodules if needed:

Specific Modification Requested

[This section will be used by the developer to develop your modification.  It should be very detailed containing panel names, table and field names impacted, formulas needed (if this, then that), etc.  A developer should have no questions after reading this section.  It should be the longest answer in the BPD.  Attach any additional documentation as would be helpful – panel shots, PeopleBooks, Procedures. etc. This is a good place to outline anything specific you want or need to see in an SQR.log or other output log.]

Security Concerns (if any)

[Are there security concerns to be considered with this process/modification?  What security should be applied to this]

New Tables or Table Modifications (if any)

[List any new tables that will be created IF the new table will have a field containing an EmplID value.  Also list any existing tables that will be modified IF a new added field will be added that contains an EmplID value.]

High-Level Technical Specifications

1. Navigation

[Please indicate where the current process is or where the new modification menu item should be placed.]

2. Table Information

[Enter the driving table or tables that this process encompasses. (if known)]

3. Criteria

[Please enter specific criteria for the driving SQL or table for this mod.]

4. Security

[Please indicate the security class/permission lists with which this mod should be associated.]

5. Fields for output

[Please list the fields required for output on either the log or the LIS/Report or data file.]

6. Mock up Output Example

[Please attach a mock up example of what the lis or report should look like.]

7. Testing info

[Please enter any testing info that would assist the developer in unit testing this modification.]


[image: image1.wmf]COST ANALYSIS

Initial Development Cost

Ongoing Annual Cost

Functional

Functional

Technical

Technical

Total

-

                 

 

Total

-

           

 

OTHER COSTS

Initial Cost

Ongoing Annual Cost

Software

Software

Hardware

Hardware

Total

-

                 

 

Total

-

           

 

SAVINGS

Annual Cost without Customization

Annual Cost with Customization

Extra Staff

Extra Staff

Paper Costs

Paper Costs

Staff Tme

Staff Time

Staff Ability

Staff Ability

Other - Explain

Other - Explain

Total

-

                 

 

Total

-

           

 

Two Year Cost of Customization

Initial Development Cost

-

                

 

Ongoing Annual Cost

-

                

 

Initial Cost

-

                

 

Ongoing Annual Cost

-

                

 

Annual Cost with Customization

-

                

 

TOTAL

-

                

 

Two Year Cost/Savings with Customization

Annual Cost without Customization

-

                

 

Two Year Cost of Customization

-

                

 

TOTAL

-

                

 

positive number is savings, negative is cost


Notes:

1 Cost Analysis section comes from Cost Analysis spreadsheet which is completed by Technical Lead

2 To be completed by Technical Lead, ITS staff person or someone else who knows of any extra costs

3 Savings section to be cost out by Functional Lead with input from end-user

4 Extra Staff includes Temporary Staff needed to accomplish task (forecast for 1 year)

5 Paper Costs includes cost of printing, etc.  Single sheet cost is $.12. (forecast for 1 year)

6 Staff Time is calculated taking the Functional Annual Time x Standard Hourly Rate

7 Staff Ability includes training costs

Change Log

[Log the date a change was made to the Business Process Decision Document, the users involved in the change, and a description of the change to the process.]

Date:

User(s):

Description of Change:

Date:

User(s):

Description of Change:

Date:

User(s):

Description of Change:

Date:

User(s):

Description of Change:

Date:

User(s):

Description of Change:

Date:

User(s):

Description of Change:

Date:

User(s):

Description of Change:

Date:

User(s):

Description of Change:

--Sign Off--


Module Lead:            	Who: 		Date: 	





Functional Lead:            	Who:		Date:	 





Other Areas Impacted: 	Who:		Date: 	





Analyst/Tech Lead:            	Who:		Date: 	





IHEP Project Manager:	Who:		Date: 	





Steering Committee: 	Who: 		Date: 	
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		COST ANALYSIS

		Initial Development Cost								Ongoing Annual Cost

				Functional								Functional

				Technical								Technical

				Total		- 0						Total		- 0

		OTHER COSTS

		Initial Cost								Ongoing Annual Cost

				Software								Software

				Hardware								Hardware

				Total		- 0						Total		- 0

		SAVINGS

		Annual Cost without Customization								Annual Cost with Customization

				Extra Staff								Extra Staff

				Paper Costs								Paper Costs

				Staff Tme								Staff Time

				Staff Ability								Staff Ability

				Other - Explain								Other - Explain

				Total		- 0						Total		- 0

		Two Year Cost of Customization

				Initial Development Cost				- 0

				Ongoing Annual Cost				- 0

				Initial Cost				- 0

				Ongoing Annual Cost				- 0

				Annual Cost with Customization				- 0

						TOTAL		- 0

		Two Year Cost/Savings with Customization

				Annual Cost without Customization				- 0

				Two Year Cost of Customization				- 0

						TOTAL		- 0				positive number is savings, negative is cost
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		Instead, in Word, click Insert > Object > From File   select the Excel spreadsheet file from the Browse list.

		It will copy the Excel spreadsheet into the Word document.  Anytime you need to make changes in the Excel portion (while you're in Word), just double click in the (Excel) numbers.

		The toolbar at the top of the screen changes from a Word toolbar to an Excel toolbar; formulas will recalculate when you change the numbers.






