Doc Ref:  <Document Reference Number> 
DO.010 Documentation Requirements and Strategy
XXX 0, 0000

AIM

DO.010 Documentation Requirements and Strategy

<Company Long Name>
<Subject> 
Author:
<Author>
Creation Date:
May 13, 1999
Last Updated:
XXX 0, 0000
Document Ref:
<Document Reference Number> 

Version:
DRAFT 1A

Note: Title, Subject, Last Updated Date, Reference Number, and Version are marked by a Word Bookmark so that they can be easily reproduced in the header and footer of documents.  When you change any of these values, be careful not to accidentally delete the bookmark.  You can make bookmarks visible by selecting Tools->Options…View and checking the Bookmarks option in the Show region.
Approvals:
<Approver 1>


<Approver 2>


Note: To add additional approval lines, press [Tab] from the last cell in the table above.


 

Copy Number
_____

Note: You can delete any elements of this cover page that you do not need for your document.  For example, Copy Number is only required if this is a controlled document and you need to track each copy that you distribute.

Document Control

Change Record

5
Date
Author
Version
Change Reference






13-May-99
<Author>
Draft 1a
No Previous Document
















Reviewers

Name
Position
















Distribution

Copy No.
Name
Location





1 
Library Master
Project Library

2 

Project Manager

3 



4 



Note: The copy numbers referenced above should be written into the Copy Number space on the cover of each distributed copy.  If the document is not controlled, you can delete this table, the Note To Holders, and the Copy Number label from the cover page.

Note To Holders:

If you receive an electronic copy of this document and print it out, please write your name on the equivalent of the cover page, for document control purposes.

If you receive a hard copy of this document, please write your name on the front cover, for document control purposes.

Contents

iii

Document Control

Introduction
1


Purpose
1


Related Documents
2


Scope
3


Scope
3


Relationship to Other Systems/Projects
3


Objectives
4


Critical Success Factors
4


Approach
5


Tasks
5


Deliverables
6


Constraints
7


Assumptions
7


Risks
7


Integration with Other Aspects of the Project
7


Documentation Strategy
9


Documentation Requirements
10


Summarized Requirements
10


Detailed Requirements
10


Human Resources Requirements
11


Software Requirements
12


Hardware and Network Requirements
12


Hardware and Software Delivery Schedule
12


Documentation Synopses
13


User Reference Manual
13


User Guide
13


Technical Reference Manual
14


System Management Guide
15


<Other Document>
15


Interview Preparation
17


Documentation Audiences
18


Record of Interviews
19


Open and Closed Issues for this Deliverable
20


Open Issues
20


Closed Issues
20




Note: To update the table of contents, put the cursor anywhere in the table and press [F9].  To change the number of levels displayed, select the menu option Insert‑>Index and Tables, make sure the Table of Contents tab is active, and change the Number of Levels to a new value.

Introduction

This Documentation Requirements and Strategy deliverable helps you prepare the list of project-specific documentation to support the new <Company Long Name> system.  The Documentation Requirements and Strategy deliverable identifies the:

· target audience of the documentation

· delivery method of the documentation

· production process

· roles impacted by the new application and the processes and tasks performed by these roles

· human and physical resources required to produce and deliver documentation

· assumptions, dependencies, and risks associated with the documentation effort

· strategy for authoring and publishing project-specific documentation

Purpose

The purpose of the Documentation Requirements and Strategy deliverable is to provide a reference at any time for resources working on tasks within the Documentation process of <Project Name>.  This document is the source for the documentation requirements, strategy, approaches, direction, risks, benefits, and assumptions.  The document also covers the delivery of project and support services to assist the company in the completion of the project.  All members of the team should understand and follow the same strategy. 

The document describes the key requirements that will underpin the design of <Company Long Name>‘s project-specific documentation.  The requirements are a major input into downstream activities within Documentation and will help to identify high-level specifications for <Company Short Name>’s business information systems. 

On a practical level, the requirements will have a continuing influence on the scope and content of the documentation design work throughout the project life.  Therefore, it is important that the list is as complete as possible and agreed upon early during the project.  The documentation team will need to keep these requirements in mind throughout the project and help create documentation that is compatible with them.  Furthermore, if the documentation requirements alter during the project, the changes should be noted and disseminated in a timely manner.

The Documentation process will be directed by the process project manager, <Process Project Manager> with the assistance of project staff and selected <Implementation Partners> resources, as necessary.  

This document will be distributed to all documentation project staff at the process kickoff meeting.  Subsequent changes to the documentation scope will be communicated universally before implementation of these changes begins.

The project manager uses this document to understand how the documentation team plans to conduct the documentation work, and how the documentation effort may impact the overall project.

Related Documents

Project Management Plan (CR.010)

The Documentation Requirements and Strategy deliverable expands the <Project Name> Project Management Plan in greater detail for the documentation components of the overall implementation project.

Many of the guiding practices and principles of the Documentation process originate and are carried forward from the Project Management Plan.  This includes project practices and policies such as quality management and scope management.

Note: Add any further details about the relationship between the Documentation Requirements and Strategy and the Project Management Plan [PJM.CR.010, initial complete], produced in task PJM.CR.030.  

Provide clear linkage between the two documents.

Scope

The control of changes to the scope identified in this document will be managed through the Change Management procedure defined in the deliverable Control and Reporting Strategies, Standards, and Procedures (PJM.CR.020)  or within the Project Management Plan [PJM.CR.010, initial complete], produced in task PJM.CR.030, using Change Request Forms to identify and manage changes, with approval for any changes that affect the cost or the time scale for this subproject.

The Documentation Requirements and Strategy deliverable encompasses all application-based documentation required by the users, technical, and system staff for using and maintaining the <Application Name> system.  It includes all custom and standard documentation for <Department 1>, <Department 2>, and <Department 3> departments.

Scope 

The <Project Name> Documentation activities will encompass the following general areas:

Relationship to Other Systems/Projects

Note: There may be other projects that are proposed or in process that may impact the interpretation of the requirements for documentation.

Identify the projects/initiatives here.

It is important that the documentation project staff be aware of other business initiatives that may impact the project.  Known business initiatives are listed below:

The effect on the documentation activities will be:

Objectives

Note: List the high-level objectives that the business and project managers have communicated. 

Objectives should be specific and measurable.  Since this component of the document is at the strategic document level, make sure that the stated objectives do not get overly detailed.  The details are for the project workplan.

The objectives of Documentation Requirements and Strategy are to:

· Support the business objectives for the new <Project Name> project.

· Create a new, integrated documentation set that includes both existing applications and the new implementation of Oracle Applications.

· Build documentation that allows for flexibility and ability to support future business requirements.

The documentation activities will address these specific concerns:

Critical Success Factors

The critical success factors necessary for meeting the objectives of this process are:

· strong executive sponsorship and management support of the project mission and project team

· adequate project staffing for the expected goals and timeline to be met

· clear roles and responsibilities defined for the project in order to assure accountability, ownership, and quality

· a committed and well-informed documentation project manager and project staff with a thorough understanding of the project goals, milestones, and the relationship to the main implementation project

· a comprehensive project workplan and quality management approach

· a defined and maintained project infrastructure throughout the project duration

· a thorough understanding of known project risks and assumptions by business and project management

· early documentation planning and coordination across all <Company Short Name> divisions, subsidiaries and associated corporations to maximize timely, cost-effective, enterprise-wide documentation and migration development investments

· representatives from each documentation group are part of the project staff to facilitate consideration of enterprise-wide performance quality management objectives

Approach

Defining a consistent approach to achieving the objectives of the Documentation process is critical.  A uniform approach ensures that all members of the documentation project staff communicate in a consistent and efficient manner.  A consistent approach also facilitates communications with other members of the overall project.

Tasks

This section lists the tasks undertaken during the Documentation process.

Define Documentation Requirements and Strategy (DO.010)

This task identifies the documentation requirements and strategy you will use for design and development of the project-specific documentation you are publishing.

Define Documentation Standards and Procedures (DO.020)

This task identifies how the documentation should look and feel and lists the procedures to be followed when producing documentation.
Prepare Glossary (DO.030)

This task is a listing of terms and descriptions that are unique to the project.
Prepare Documentation Environment (DO.040) 

This task is the server platform and software installed in a manner that allows you to support documentation development.
Produce Documentation Prototypes and Templates (DO.050)

This task creates a prototype of each major deliverable that will be produced.
Publish User Reference Manual (DO.060)

This task produces a detailed description of the functionality of each custom module and extension..
Publish User Guide (DO.070)

This task produces a detailed set of procedures to help the reader respond to specific business events by using the organizations standard and modified application programs.
Publish Technical Reference Manual (DO.080)

This task assembles the maintenance instructions for database extensions, custom programs, and upgrade considerations.
Publish System Management Guide (DO.090)

This task produces a set of procedures for managing the new applications system.
Deliverables

Note: List the key deliverables (documentation and software) that will be delivered as part of Documentation of this project.  

Edit this list to correspond to the tasks identified by the project manager in the master project workplan.  

If you find that tasks have been removed that you feel should be included, contact the project manager.

This section lists the tasks and deliverables that will be produced by the Documentation process and maps these tasks and deliverables to the AIM phase.

The tasks and deliverables of the Documentation process are:

ID
Phase
Task Name
Deliverable
Review Type
Sign-Off








DO.010
Definition
Define Documentation Requirements and Strategy
Documentation Requirements and Strategy



DO.020
Definition
Define Documentation Standards and Procedures
Documentation Standards and Procedures



DO.030
Definition
Prepare Glossary
Glossary



DO.040
Operations Analysis
Prepare Documentation Environment
Documentation Environment



DO.050
Operations Analysis
Produce Documentation Prototypes and Templates
Documentation Prototypes and Templates



DO.060
Build
Publish User Reference Manual
User Reference Manual



DO.070
Build
Publish User Guide
User Guide



DO.080
Build
Publish Technical Reference Manual
Technical Reference Manual



DO.090
Build
Publish System Management Guide
System Management Guide



Key:




Review Type

Sign-Off


Inspection
I
Project Sponsor
PS

Walkthrough
W
Project Manager
PM

Peer Review/Desk-check
P



Constraints

Note: List any constraints or assumptions on the project, such as availability of tools, development environment, production Oracle products, and so on.  

Indicate how these will be accommodated or worked around.  

The headings listed here are examples.

The following constraints have been identified:

Hardware Availability

Note: Describe hardware availability constraints.

Software Release Versions and Availability

Note: Describe software release versions and availability constraints.

Strategic Documentation Decisions

Note: Describe constraints arising from strategic documentation decisions.

Resource Availability

Note: Describe resource availability constraints.

Assumptions

This section discusses any assumptions, dependencies, and risks (and risk management) specific to the development and delivery of documentation.  This section may contain issues not previously identified.

· <Assumption 1>

· <Assumption 2>

· <Assumption 3>

Risks

Note: There may be risks associated with the documentation activities as planned or tools adopted.  

Identify them here.

The following risks have been identified which may affect the documentation activities during the project progression:

These and any other risks identified later will be tracked through the Risk and Issue Management process defined in the Risk/Issue Management task (PJM.CR.040) using the Control and Reporting Strategies, Standards and Procedures (PJM.CR.020) or within Project Management Plan [PJM.CR.010, initial complete], produced in task CR.030.




Suggestion:  If your project is not using Oracle’s Project Management Method, describe your Risk/Issue Management procedures in detail.

Integration with Other Aspects of the Project 

The following explains Documentation tasks that have prerequisites and links to other tasks in other processes:

· Business Process Architecture - The Business Procedure Documentation (BP.090) are published as part of the User Guide.

· Business System Testing (TE)- Validate the accuracy and flow of information in project-specific documentation.  Use the User Reference Manual (DO.060) and User Guide (DO.070) during systems testing, systems integration testing, and acceptance testing.

· Production Migration (PM)- Use the System Management Guide (DO.090) as an operations guide for maintaining the new system.

Documentation Strategy

This section describes the strategy for key areas of the Documentation process. 

Functional Documentation

Technical Documentation

Publishing Media

Note: There are at least three types of media available for publishing project-specific documentation:

Hard copy

Portable Document Format (Adobe Acrobat PDF)

Web based

Documentation Requirements

<Company Short Name> is requiring project-specific documentation for the following reasons:

· project-specific application extensions are not documented in standard Oracle documentation

· new interfaces to/from Oracle Applications and third-party and legacy systems need to be documented

· role-based documentation is required for learning purposes

Summarized Requirements

This section provides a summarized list of project-specific documents that will be produced for <Company Short Name>.

Requirement Description
Stringency Level
Affects
Owner



















































Detailed Requirements

Note: Following the summary of the documentation listed in the previous section, individual requirements are discussed here in more detail.  

The requirements listed in the previous section are detailed here.  The ramifications of a particular requirement are included where they are predictable and known at time of writing.

Note: Some suggested areas that might be relevant are included here.  Remove those that are not relevant, and add others if necessary.

Publishing Software

Note: Enter requirements here if relevant.

User Desktop and User Interfaces

Note: Enter requirements here if relevant.

Language Support

Note: Enter requirements here if relevant.

Data and System Security

Note: Enter requirements here if relevant.

Reporting Systems

Note: Enter requirements here if relevant.

System Availability

Note: Enter requirements here if relevant.

Documentation and Enabling Technology

Note: Enter requirements here if relevant.

Platform and Networks

Note: Enter requirements here if relevant.

Specialized Printing Systems 

Note: Enter requirements here if relevant.

Integration with Other Information Systems 

Note: Enter requirements here if relevant.

Configuration Management

Note: Enter requirements here if relevant.

Human Resources Requirements

The staff involved in the Documentation process of the project should have background, experience, and training in the following areas:

· documentation team leadership

· technical writing skills 

· system administration

This section identifies the resources required to produce and deliver documentation.

Note: For each of the resource types listed below, identify the tasks they will be performing and the skills required to perform those tasks.

Technical Authors

· Task

· Skills

Users

· Task

· Skills

Technical Staff 

· Task

· Skills

Below is a list of skills that are not covered by the current documentation project that need to be located:

Software Requirements

The application software to support Documentation activities are:

Hardware and Network Requirements

The hardware and operating system software requirements to support Documentation activities are:

The network requirements for Documentation activities are:

Hardware and Software Delivery Schedule

New hardware and software to support Documentation activities will be delivered and installed according to the following schedule:

Vendor
Model/
Package
Description
Purpose
Scheduled Delivery
Delivered?




































Documentation Synopses

This section gives a detailed outline of project-specific documentation produced to support the <Application Name> system.

User Reference Manual

Description

The User Reference Manual (DO.060) contains a description of the detailed functionality of each application extension.  It is a reference for more experienced users of the application system.  The source for this document is Application Extensions Functional Design (MD.050).

Audience

More experienced application users will use the User Reference Manual (DO.060) to determine specific functional details about the application.

Delivery

Note: List delivery of project and support services to assist the company in the completion of the project.

Production Details

Note: Describe in which format(s) the documentation will be provided.  The sentence provided is an example.

The User Reference Manual (DO.060) is available in hard copy, portable electronic (Adobe Acrobat), and web based.

Content

Note: Outline the content structure of the User Reference Manual.

Add chapters and modules as necessary.

· Chapter 1 -- <Chapter 1 Title>

· <Module ID> -- <Module Name>

· <Module ID> -- <Module Name>

· Chapter 2 -- <Chapter 2 Title>

· <Module ID> -- <Module Name>

· <Module ID> -- <Module Name>

User Guide

Description

The User Guide (DO.070) describes how the application extension interacts and performs with manual procedures in order to adequately respond to business events.  It is an instruction manual for the business and is the basis for the training of new application users.  The input source for this deliverable is Business Procedure Documentation (BP.090).

Audience

The audience for the User Guide (DO.070) is all users of the <Application Name> system.

Delivery

Note: List delivery of project and support services to assist the company in the completion of the project.

Production Details

Note: Describe in which format(s) the documentation will be provided.  The sentence provided is an example.

Content

Note: Outline the content structure of the User Guide.

Add chapters and topics as necessary.

· Chapter 1 -- <Chapter 1 Title>

· Procedures

· Navigation Instructions

· Business Forms

· Chapter 2 -- <Chapter 2 Title>

· Procedures

· Navigation Instructions

· Business Forms

Technical Reference Manual

Description

The project-specific Technical Reference Manual (DO.080) complements the standard Oracle Applications Technical Reference Manual.  The input source for this document is the Application Extensions Technical Design (MD.070).

Audience

The intended audience for the Technical Reference Manual (DO.080) is application maintenance personnel.

Delivery

Note: List delivery of project and support services to assist the company in the completion of the project.

Production Details

Note: Describe in which format(s) the documentation will be provided.  The sentence provided is an example.

Content

Note: Outline the content structure of the Technical Reference Manual.

Add chapters and topics as necessary.

· Chapter 1 -- <Chapter 1 Title>

· <Topic 1>

· <Topic 2>

· Chapter 2 -- <Chapter 2 Title>

· <Topic 1>

· <Topic 2>

System Management Guide

Description

The System Management Guide (DO.090) explains to system administrators and system operators how to respond to each system operations event.  The input source for this document is the System Management Procedures (TA.150).

Audience

The intended audience for this document includes system administrators and operators.

Delivery

Note: List delivery of project and support services to assist the company in the completion of the project.

Production Details

Note: Describe in which format(s) the documentation will be provided.  The sentence provided is an example.

Content

Note: Outline the content structure of the System Management Guide.

Add chapters and topics as necessary.

· Chapter 1 -- <Chapter 1 Title>

· <Task 1 Name>

· <Task 2 Name>

· Chapter 2 -- <Chapter 2 Title>

· <Task 1 Name>

· <Task 2 Name>

<Other Document>

Description

Audience

Delivery Method

Content

· Chapter 1 -- <Chapter 1 Title>

· <Section 1>

· <Section 2>

· Chapter 2 -- <Chapter 2 Title>

· <Section 1>

· <Section 2>

Interview Preparation

The proposed documentation is role-based.  An analysis of the documentation needs of each role determines the documentation structure and content.

As part of the analysis process, we:

· conducted interviews with <Number of Project Staff Interviewed> project team members and <Number of Users Interviewed> user representatives

· determined Interviewees by <Criterion 1> and <Criterion 2>

· allowed <Average Interview Duration> for each interview duration, and interviews took place over a period of <Elapsed Interviewing Days> days

· gave interviewees a list of possible questions in advance

The interviews had the following objectives:

· Test the business and system analysis against users’ real experience.

· Gather information about user characteristics, information requirements, and skill levels.

The interviews identified the documentation audience and the information and skills that they would need to perform their jobs using the <Application Name> system.  It also defined the development and delivery method for each document.

Documentation Audiences

Note: Use this form to enter actual data.

The values provided are examples.

Role
Process
Task





Benefit Officer
View Subsidy and Entitlement Information.
View Subsidy Histories.



View Entitlements and Payments.


Compile Financial Statistics.
Classify and Allocate Subsidy Codes.



Set up DOE Claim Form Information.



Pre-process DOE Claim Forms.

Housing Benefit Manager
Compile Administration Subsidy Statistics.
Maintain 1% Sample Parameters.



Produce Caseload Stock Count Report.

























Record of Interviews

A summary of each interview is included below:

Name
Position
Date of Interview
Interviewer
Topics

















































Note: Duplicate the table below for each interview performed.  

Add questions that are appropriate to the person you are interviewing. The questions listed below are sample questions.  Feel free to eliminate inappropriate questions and add new questions that are more appropriate.  Duplicate the table below for each interview performed.

Note: You may need to interview user management, the project leader, or others to gather information about documentation requirements.

The questions in the table below were used to conduct the interview:

Name of Interviewee:__________________________

Role of Interviewee: __________________________
Answer given by Interviewee




Describe the organizational structure of your team or department.


What are the responsibilities of your area?


What tasks does your team or department perform?  Include the task steps as part of your description.  What is the result of each task?


How frequently do you perform the tasks?


What role performs each task?  Why is this role, the selected role to perform the task?


Are there any planned or anticipated changes in roles or tasks?


Describe your work environment.  What requires change when the new application goes into production?


What system functions is your team using on the existing application?  What are typical problems your team has with the current system?


Identify the computer skill level of each team member.


What skills does your team need to fully utilize the new application? 


What professions are present in your team?


Do any of your team members have experience with applications similar to the one under development?


Are there any limitations or requirements identified specifically for your group?  For example, does the team require that system documentation for your department be available in a single bound volume?


Have you prepared a list of documents to be produced?











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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