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P6Hx23-1.820
PURPOSE AND INTENT
I.
To provide a means for requesting service from DATA SYSTEMS/ACADEMIC COMPUTER SUPPORT (Data Systems) and to detail the steps for satisfactory provision of same for both the requester and the Data Systems staff.

Herein, we create a series of procedures to insure that proper documentation exists concerning (1) the creation and/or changing of computer programs that run on the college’s Administrative Computer System, (2) requests for extra copies of reports, and (3) requests for address labels and or lists.

Such documentation is necessary (1) to certify authorization for the service, (2) to implement process standards, and (3) in the case of programming activities, to record steps in program (system) development and change for reference in subsequent maintenance activity.

PROCEDURES

A.
WRITING COMPUTER PROGRAMS

The general procedure concerns itself with the interaction between a request for programming service, the formation and process of a project team as it controls the development of the service, and the creation and continued maintenance of folder(s) within Data Systems.

I.
Requesting the Service.

The requesting department completes a DATA PROCESSING ACTIVITGY REQUEST (DPAR) and submits it via the appropriate Cabinet Officer to the Director of DATA SYSTEMS.

NOTE:
Procedure P6Hx23-1.820.1.1 details the manner in which the DPAR is filled out and details its flow over the life of the programming service.


Whether the DPAR initiates the original program version or is the request for subsequent enhancements, the same kind of activities take place all around so that the end product is authorized and documented.

II.
Establishing Priorities


Upon receipt of the DPAR, DATA Systems estimates the resources and time required to honor the request, and whether it warrants a PROJECT status.


Using these estimates, DATA SYSTEMS will review on a timely basis with each Cabinet Officer newly received DPAR’s in order to establish their positions in the respective Officer’s priority queue.


After this review, a copy of the DPAR is returned to the requester with its estimate and priority.

III.
Responsibilities of the Requester


The office or individual requesting the programming service will be responsible for guiding the effort to completion.  In general, he will:

a.
Appoint a staff member as the Project Leader

b.
The Project Leader will be responsible for

*
Calling all necessary meetings

*
Seeing that the specifications for the project are written and approved by him and DATA SYSTEMS

*
Seeing that a schedule is established with important dates by which project progress can be measured

*
Seeing that necessary procedures and forms relating to the use of the computer service are developed, documented, and explained to users

*
Seeing that necessary procedures and forms relating to the use of the computer service are developed, documented and explained to users

*
Document above activities in a formal Project Folder

Note:
Procedure P6Hx23-1.820.1.2 provides a check list and explanation of items to consider when fulfilling these obligations.

Although many tasks will not be complicated enough to warrant a PROJECT status, the above responsibilities still accrue to the requester and steps of the check list should still be reviewed.

IV.
Responsibilities of Data Systems/Academic Computer Support (Data Systems)

a.
To participate in all meetings called by the project leader

b.
To participate in the writing of the project specifications

c.
To participate in the development of the project schedule and to comply with it by:

*
Writing the computer programs

*
Reporting computer program development progress when specified, or at other times requested by the project leader.

*
Involving the project team as necessary

d.
To participate in the development of check data as requested

e.
To participate in the development of user procedures and forms as requested

f.
To develop procedures and forms for those activities internal to Data Systems that relate to the project

g.
To document Data Systems activities and prepare program and system data folders

NOTE:
Procedure P6Hx23-1.820.1.3 provides a check list and explanation of items to consider when fulfilling these obligations.

V.
Differences


Although the project concept is intended to foster cooperation and understanding by ensuring continual communication and realistic levels of expectation, differences may arise that cannot be resolved by the project members.  In case this situation arises, a review will be conducted by the Vice President, Institutional and Program Planning, and the Vice President to whom the project leader ultimately reports.

B.
REQUESTING COPIES OF REPORTS

Frequently there are requests for extra copies of production reports.  There is a form on which these requests are made.  Not only does the form document the desired frequency of report distribution, but it documents the authorization for their distribution.

NOTE:
Copies of reports that usually are provided as a consequence of established schedules are not included in this procedure.

In keeping with this authorization, any office or person requesting a report out of a system to which it doesn’t belong must submit the request via the parent office.  That is, if one wants a copy of a payroll report, he/she must request it via the PAYROLL DEPARTMENT, etc.

I.
Requesting the report

The requesting office or person completes a DATA PROCESSING REPORT REQUEST (DPRR) and submits it via the appropriate cabinet officer (if necessary).  It is assumed that a request from a person within the parent system is doing so in keeping with his or her normal duties within that system, and so authorization by a supervisor within that system is sufficient.

If the DPRR does not contain the necessary authorization, it will be returned to the requester.

NOTE:
Procedure P6Hx23.1.820.2 details the DPRR and the manner in which it is to be filled out.

II.
Establishing priorities

Usually priorities will be established by the Operations Supervisor in coordination with the Director, Data Systems.  Normally these procedures are a function of the daily operation schedule.

Requests for voluminous reports will be reviewed with the requester by Data Systems.

C.
PROVIDING ADDRESS LABELS/LISTS

DATA SYSTEMS will provide address labels and/or lists - both of employees and students, if the address information exists in a machine readable form.  This service does not include keypunching names and address from lists or by reading diskettes.  (?Data Systems does not have the capability to read diskettes.)

I.
Employee Labels/Lists

A general purpose computer program exists that goes against the PAYROLL Data base for the purpose of creating both home and/or internal mailing labels of employees or lists.

A fill-it-out-yourself form exists for the purpose of requesting these labels/lists.

a.
Requesting the labels/lists

The requester submits a DATA PROCESSING LABEL REQUEST (DPLR) form to Data Systems via the Associate Vice President, Human Resources.

NOTE:
Procedure P6Hx23-1.8208 details the manner for filling it in.

b.
Establishing priorities

Being an “on-request” production job, the priority of this service is determined by the Operations Supervisor as he review the dynamics of the Administrative Computer schedule.

II.
Requests for Other Mailing Labels

Except for employee labels, requests for other mailing labels typically have been for such specialized groups that minor programming is always needed.

Requests for these labels would be submitted via the DPAR (See Section A above and procedure P6Hx23-1.8202.
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