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Introduction

Note: Introduce the document with a short paragraph about the content.

Purpose

The purpose of the Manual Conversion Procedures document is to describe the procedure to be followed and the values to be entered when manually converting legacy data for <Business Object To Be Converted>.

Use the following information as a detailed guide for converting <Business Object To Be Converted> legacy data that requires manual entry into <Target Application>.

The information provided below includes:

· a description of the business object

· a listing of the related legacy data elements that will be converted or not converted

· data clean-up and normalization requirements

· responsibilities and timelines

· conversion procedures

Background

The information in this document has been defined as the result of discussions between project staff, <Company Short Name> technical staff, and <Consulting Services Provider> consultants.

Scope and Application

The Manual Conversion Procedures details the data to be manually entered for <Business Object Name> and the procedures to be followed when entering that data.

Audience

Note: Update this section to reflect the specific requirements of your project.

This document is intended for the following individuals:

· <Company Short Name> conversion project staff

· outside consultants

· reviewers of data conversion deliverables

Business Object Description

This section describes the business object that will be manually converted.

Business Object To Be Manually Converted:  <Business Object To Be Converted>
Description

Legacy File System

Volume of Data To Be Converted

Data Elements To Be Converted/Not Converted

Data Elements To Be Converted

The following data elements for <Business Object To Be Converted> will be manually converted to the Oracle <Target Application>:

Note: Refer to the Mapped Business Data (BR.040) deliverable to complete the list below.  

This same table is used in BR.040, where columns 2, 3, 7, and 8 are populated.  Copy the table from the BR.040, and paste it below (replacing the table provided), or transfer the information from the BR.040 to the table below.  

Add the missing information in the remaining columns to complete this deliverable component. 

(1)
(2)
(3)
(4)
(5)
(6)
(7)
(8)
(9)
(10)
(11)

Ref.#
Target Application Table
Target  Application Table Column
Target Column Datatype
Not Null?
Source System 
File Name
Source System Field Name
Source System Field Datatype
Default 
Value
Validation
Rule #




















































































































































Data Elements Not Converted

The following legacy data elements for <Business Object To Be Converted> will not be converted to Oracle <Target Application>:

Note: Refer to the Mapped Business Data (BR.040) deliverable to complete this list.

Legacy Data Clean-up and Normalization

Data clean-up refers to the transformation of data from its current state to a predefined, standardized state.  Normalization is a technique to eliminate data redundancy.  When converting data manually, some of the data transformation activity can occur as the data is being entered into the target environment.  However, in many cases data clean-up and normalization must be completed in the source environment before the data can be manually converted.  The information below defines the data clean-up and normalization requirements associated with the manual conversion of <Business Object To Be Converted>.

Data Clean-up

Below is a description of the data clean-up efforts required for the conversion of <Business Object To Be Converted>:

Note: Examples of business objects which are traditional candidates for data clean-up are customers, vendors, and bills of material.  Refer to the Conversion process chapter in the AIM Process and Task Reference for additional information regarding data clean-up and normalization.

Data Normalization

Below is a description of the data normalization that will occur for the conversion of <Business Object To Be Converted>:

Century Date Compliance

In the past, two character date coding was an acceptable convention due to perceived costs associated with the additional disk and memory storage requirements of full four character date encoding.  As the year 2000 approached, it became evident that a full four character coding scheme was more appropriate.  

In the context of the Application Implementation Method (AIM), the convention Century Date or C/Date support rather than Year2000 or Y2K support is used.  Coding for any future Century Date is now considered the modern business and technical convention.

Every applications implementation team needs to consider the impact of the century date on their implementation project.  As part of the implementation effort, all customizations, legacy data conversions, and custom interfaces need to be reviewed for Century Date compliance. 

Programmatically converted legacy data must be translated to the appropriate century date state before being uploaded to the production tables.  Manually converted legacy data must be keyed into the data entry forms using 4 digits for the year, where supported.

Conversion Responsibility and Timeline

The conversion of <Business Object To Be Converted> is a key element in the overall Oracle Applications implementation effort.  The accurate and timely completion of its manual entry into the Oracle <Target Application> is an essential requirement for the overall success of the implementation.  The assignment of responsibility and scheduled dates for the manual conversion effort are defined in this section.

Conversion Responsibility

The Manager responsible for the manual conversion of <Business Object To Be Converted> is <Name of Responsible Manager>.

Additional resources devoted to this effort include:

Conversion Dates

The start date for the manual conversion of <Business Object To Be Converted> is as follows:

The end date for the manual conversion of <Business Object To Be Converted> is as follows:

The impact of not meeting these conversion dates is:

Note: In noting the impact of not meeting the manual conversion dates, explain the downstream effect on other business objects which are being converted from the legacy system.  For example, if you are manually converting vendors, then if you miss your target manual conversion date, the conversion of invoice and purchase orders is impacted.

Conversion Procedures

To manually convert <Business Object To Be Converted>, navigate using the following Oracle <Target Application> menu path:


<Navigation Path>
<Form Name>
Note: Navigate to the form, and enter the fields in the order the fields appear on the screen.  

Use the Oracle Application reference manuals to determine whether the field is required and whether there is a “list of values” (LOV) available.

The purpose of this form is to:

<Zone Name> Zone

Note: Navigate to the zone, and enter the fields in the order the fields appear on the screen.  

Use the Oracle Application reference manuals to determine whether the field is required and whether there is a “list of values” (LOV) available.

The purpose of this zone is to:

Note: Copy the template table below for each of the zones required for manually entering the data elements for <Business Object To Be Converted>.  

Refer to Mapped Business Data (BR.040)  and the Conversion Data Mapping (CV.040) to complete this list.

Data Element
Form Name
Field Name
Recommended Value
List of Values?
Default Value
Notes









<Oracle Field>


<Enter the legacy system data element or the word “Default” if a default value will be entered in this field>
<Yes or No>
<Enter the default value that has been listed in a previous component of this deliverable>
<Additional Comments to help the person who is manually entering this data element> 

































Open and Closed Issues for this Deliverable

Note: Add open issues that you identify while writing or reviewing this document to the open issues section.  As you resolve issues, move them to the closed issues section and keep the issue ID the same.  Include an explanation of the resolution.

When this deliverable is complete, any open issues should be transferred to the project- or process-level Risk and Issue Log (PJM.CR.040) and managed using a project level Risk and Issue Form (PJM.CR.040).  In addition, the open items should remain in the open issues section of this deliverable, but flagged in the resolution column as being transferred.

Open Issues

ID
Issue
Resolution
Responsibility
Target Date
Impact Date




































Closed Issues

ID
Issue
Resolution
Responsibility
Target Date
Impact Date
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