RFP 12-18
ATTACHMENT I
Procedures for Assigning and Processing PCRs

Purpose 
· The purpose of this procedure is to delineate responsibilities for assigning and processing program change requests (PCR) from the time of their receipt through their completion by the ICES Project staff.  Refer to Attachment R for all business system consultant responsibilities, AE driver flow screen assignments, backup assignments, abbreviations, and definitions.
Responsibilities

· ICES PCR Coordinator:  <Name>
· Alternate:  <Name>
· Back-Up(s):  As designated when needed.

· Project Tracking System (PTS) senior business systems consultant (SBSC):  <Name>
· PTS track manager:  TBD (Respondent)
Procedures

The PCR coordinator, alternate or a designated back-up will do the following: 

· Review PTS periodically during each business day for new PCRs from the ICES Help Desk.  The PCRs will be shown as initially assigned to the ICES PCR Coordinator.
· IMPACT PCRs are assigned directly to the IMPACT SBSC by the IMPACT consultants.

· Determine the responsible senior business systems consultant based on a review of the problem description and notes on the PCR.  
1. Refer to the Senior Business Systems Consultant’s Responsibilities chart (Attachment R) for responsibilities for each screen and sub-system. 

2. If in doubt for SFU (Standard Filing Unit)/ED-BC issue:  assign to the SFU SBSC first (SFU SBSC will transfer the PCR to the ED/BC SBSC, if necessary).  

3. If in doubt for IMPACT issues:  assign to the IMPACT SBSC first (IMPACT SBSC will transfer the PCR to the ED/BC SBSC, if necessary). 

4. AEWAA screen reason code problems:  assign to the ED/BC SBSC as an ED/BC issue first (ED/BC SBSC will transfer the PCR to another SBSC, if necessary).

5. Screen history file aids go the appropriate AE screen SBSC.

· Assign the PCR and provide a hard copy to the appropriate state senior business systems consultant. 
State senior business systems consultant actions: 
· Evaluate the problem indicated by the help desk staff.
· Review the production case and/or specific individual data, depending on the problem.

· Conduct research and obtain additional information from the help desk and/or State policy staff, if necessary, to clarify issues.

· Evaluate research findings in comparison with the problem reported by the county to the help desk.

· Invalidate PCRs which can be resolved by fiat where a program change would affect few cases.  Also, invalidate incorrect PCRs.  Notify help desk by e-mail of action to be taken.

· Add notes/screen print copies, etc. to the PCR which explain initial review and research results of the problem.  Document all prior work/research done by the programmer prior to the creation of the PCR, especially for internally created PCRs.
· Update the status of the PCR in PTS through out this process. 

· Determine the priority of the PCR using the guidelines shown in Attachment V.

· Notify the Project Manager of any critical PCRs.

· Provide the PCR to the appropriate Respondent sub-system manager when it appears a program change will be needed to resolve the problem.  
Respondent track manger actions:
· Review the PCR, consult with the State SBSC and/or assign the PCR to a programmer.
Programmer actions:

· Review the problem as indicated; determine if other issues are involved.  If other issues are found, consult with the Respondent’s Track Manager and SBSC before proceeding with changes. 
· Update the status of the PCR.

· Complete necessary programming to correct the problem.

· Notify database administrators, using the DBA File Manager Request form, to do file aids, if needed.

· Conduct and document unit level testing and add notes to the PCR.

· Notify program migrator, using the ICES Project Program Migration Request form, to migrate the programs as appropriate once unit level tests are acceptable.

· Update the status of the PCR. 

Program migrator actions:

· Migrate the program changes.

· Return the PCR to the State senior business systems consultant. 

State senior business systems consultant actions:
· Update PCR status.

· Review unit testing results.

· Update the problem information description on the PCR to reflect actual problem, if different from the one originally reported.

· Add notes on the PCR with testing recommendations to the tester. 
· Attach test component in PTS (See Attachment W for procedures). 

· Conduct or assign system and acceptance testing once program changes have been migrated.

· Assign testing to the State acceptance testers or to the Respondent’s system testers for additional testing, as needed.
· Return unsatisfactory test results to the programmer for additional programming.
· Retest corrected test findings (senior business systems consultant/system testers/acceptance testers).

· Once the test results are acceptable, add any final notes, update the test component portion and change the status of the PCR to “State Testing Completed” on the PCR.

· Notify the program migrator to migrate the affected program(s) to production (Initial and place the PCR in the migration box).
· When the migration action is completed and the migration form is returned, change the PCR status to Resolved. 

· Notify the ICES Help Desk or IMPACT staff by e-mail of the action taken. 

· Provide the completed hard copy PCR, migration forms and any other attachments to the ICES Project Secretary for filing.
ICES Project secretary actions:
· File the hard copy PCR/attachments and DBA File Manager Requests, as required by the Respondent’s contract and State Board of Accounts. 

ICES Project director action:

· Prepare the weekly PCR Report (see Bidder’s Library) every Wednesday and e-mail to the State ICES staff. 

