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FSA Change Management Plan: ClearQuest Implementation
1. Introduction

1.1 Purpose

The purpose of this document is to define the implementation of the Change Management (CM) process using the IBM Rational tool ClearQuest, a process to be followed by software development projects at the Farm Service Agency (FSA) within the United States Department of Agriculture (USDA).  The CM policies are used to monitor and safeguard project assets, and to enforce software development practices.

Controlling changes to software offers a number of solutions to the root causes of software development problems: 

· Process to handle requirement changes is defined and repeatable. 

· Facilitates clear communications. 

· Change rate statistics provide good metrics for objectively assessing project status. 

· Change propagation is assessable and controlled. 

· Changes can be maintained in a robust, customizable system. 

· Problems encountered during work integration efforts are minimized.

1.2 Scope

This document shall be considered the standard implementation of the FSA Change Management Plan applicable to all FSA software development projects.  A project level implementation is not necessary unless the project has a need to describe additional procedures or variances from this standard plan.

1.3 Overview

Change Management is applied throughout the project lifecycle and is composed of the Process Definition and the ClearQuest Implementation, as noted below:

· Change Management Process Definition – A separate document entitled “FSA Change Management Plan: Process Definition” identifies the process that should be followed to establish change control.  It is tool independent.

· Change Management ClearQuest Implementation – The remainder of this document identifies the responsible parties, standard tools, environment, and interfaces needed to implement the Change Management Process.  It is tool dependent, making use of ClearQuest. 

By applying these elements of Change Management control, the project can provide an audit trail of changes to all deliverable documents and enhance the quality and integrity of the final product.

2. Change Management Implementation

2.1 ClearQuest Project/User Setup – Planning Access

Five types of information are required prior to using ClearQuest for each group.  

· User Names – Prepare a list of all users who need access to ClearQuest.  This includes the following individuals:

· Requestor – A member of the “User” group is a person who can request a change for himself or herself or on behalf of another person.

· Change Control Manager – A member of the “ChgCtlMgr” group is a person who controls the change management process.

· Project Manager – A member of the “ProjMgr” group is a person in charge of assigning resources to a requested change.

· Assigned Team Member – A member of the “User” group is a person responsible for implementing the change request.

· Change Control Board (CCB) – The board that analyzes change requests to determine if the change should be enacted.  This board may be comprised of members of all three groups as well as persons who do not require access to the ClearQuest database.  

· User Groups – Prepare a list of users categorized by user group:

· ChgCtlMgr – the Change Control Manager. 

· ProjMgr – typically team leads or project managers who are authorized to assign work to developers, BAs, or other project team members.

· Project – Prepare a list of the Project names that are appropriate for your group

· Application – Prepare a list of the Application names that are appropriate for your projects

· Functional Areas – Prepare a list of functional areas within each of your applications and projects

The project names, application names, and functional areas should be submitted with their relationships defined.  For example the MIDAS team has the following structure defined for some of their projects.

· Project:
MIDAS

· Application:
MVS R3.1

· Functional Area(s):
UI Layer


Business Layer


Persistence Layer


Application

· Application:
MVS R3.2

· Functional Area(s):
UI Layer


Business Layer


Persistence Layer


Application

In this example there are two applications under the MIDAS project.

There is a template form available to submit these.  It may be found in the SDLC within the Change Management Discipline area as ClearQuest Setup.XLT.  

· Note that similar functional areas must appear slightly different when entered to avoid duplication.  For example use “MVS R3.2 – UI Layer” instead of “UI Layer”.

· Once this list of data has been submitted access will be granted and training scheduled for your users if required.

2.2 ClearQuest Tailored Fields

Below is a table that relates ClearQuest field names to labels appearing on the screens.

Table 1: ClearQuest Field Names & Field Labels

	ClearQuest Field Name
	Field Label

	- - - Main Section - - -

	ID
	ID

	State
	Current Status

	Headline
	Headline

	Project
	Project

	Application
	Application

	Functional_Area
	Functional Area

	Owner
	Owner

	Severity
	Severity

	Priority
	Priority

	Found_In
	Found In

	Chg_Request_Type
	Change Type

	Status_Reason
	Status Reason

	Requested_Imp_Dt
	Requested Implement Date

	Description
	Description

	- - - Comments Section - - -

	Note_Entry
	Note Entry

	Note_Log
	Note Log

	- - - Environment Section - - -

	Reported_by
	Contact

	Contact_Phone
	Contact Phone

	Hardware
	Hardware

	Computer
	Computer

	Operating_System
	Operating System

	Other_Env
	Other Environment

	- - - Attachments Section - - -

	Attachments
	Attachments

	- - - History Section - - -

	Various fields relating to each change in State:

· Action_Timestamp

· User_Name

· Action_Name

· Old_State

· New_State
	History Log:

· action_timestamp

· user_name

· action_name

· old_state

· new_state

	Various fields relating to each Status_Reason field:

· Action_Name

· User_Name

· Action_Timestamp

· Status_Reason
	Status Reason Log:

· State:

· by:

· on

· (no label)

	- - - Owner History Section - - -

	Various fields relating to each change in Owner:

· Action_Timestamp

· User_Name

· Action_Name

· Old_Owner

· New_Owner

· Old_State

· New_State
	Owner Change Log:

· action_timestamp

· user_name

· action_name

· old_owner

· new_owner

· old_state

· new_state

	- - - Resolution Section - - -

	Version Fixed
	Version Fixed

	Resolution
	Resolution

	Duplicate Of
	Duplicate Of

	Duplicates
	Duplicates

	- - - Resolution Section - - -

	Proposed_Resolution - 
	Proposed Resolution

	Impact
	Impact

	Cost
	Cost

	Savings
	Savings

	Project_Risk_Analysis
	Project Risk Analysis

	Risk_Factor
	Risk factor

	Identify_Level_of_Effort
	Identify Level of Effort

	LOE_Class
	LOE Class


2.3 Configuring ClearQuest – Importing the cqprofile.ini

2.3.1 Connecting to the ClearQuest Database

To connect to the ClearQuest database following installation of the ClearQuest software on your local computer, you must import a database configuration.  

· If you currently have access to ClearQuest for a different database (i.e. TCO) skip ahead to section 2.4.2 “Accessing the PC Version of ClearQuest”. 

· If you prefer to use the web version, you may skip ahead to section 2.4.1 “Accessing ClearQuest Web.” 

· If you do not have access to ClearQuest yet and do not wish to use the ClearQuest Web application, follow these steps.

To import the database configuration:

1. Run ClearQuest Maintenance Tool.

2. Select File ( Import Profile.
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3. Browse to the location of the “cqprofile.ini” file.  A copy of the file is in the SDLC within the Change Management Discipline area.  You need to save a local copy of this file before you are able to browse for it.
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4. Select Next.
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5. Make sure that the check box next to Change_Tracking_ECR_P is checked.  This is the production database for Change Request Tracking.  Do not alter any of the other fields. 
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6. Select Finish to display a description of the action taken to configure the connection on your PC.
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7. Select Done and on the next screen select Exit.

2.4 Accessing the ClearQuest Application

To run the ClearQuest Application to access the Change_Tracking_ECR_P database, follow these steps.

2.4.1 Accessing ClearQuest Web:

8. Access the link http://mokansasc2s212/cqweb/login.

9. You are prompted to enter your User Name and Password.  Enter both and leave the Schema Repository field set to the default value (2003.06.00) then select Login.  
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10. Select ECR_P from the Select Database drop down located in the upper left corner of the browser window and press Go.
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11. Open the public queries and select one of the queries listed in the workspace on the left.  To use this query as your default startup query, right-click on the query and select Run at Startup.  Notice the other options that are available to you by right-clicking on the options.  When you have selected a query to run at startup, the screen displays the query results when you first open the application. 
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12. Select a change request from the query list by selecting the number listed in the leftmost column of the query results section (circled in red below).  Your record displays in the bottom half of the window.

[image: image9.png]Home | Site Configuration | Logon Statistics | User Profile | Help | About | Log Out

lecnp 6o || wew: (oo 6o || mndrecora [ | 6o || view Recent.
Ser T T B 2 TR T s
(3 Persansl Queries # id Headline Chg_Request_Type | State Submit_Date
o e s O 1| ECR_POOINOND  Redesign SOLC Website  Additn Openen  Jacatay, Novemter i,
R 5 2 | EcR_poooponns | Remore MEroiehe DS o rpancement | Opened | Tussce, November 3,
R:::;‘zkemm © 5 || ECR_PODOONIDT | Test CMS system Addition Closeg | Faa, November 04,
e oy ot ||| 2 ¢ || ECRPOmO | LS e ot Slosed | gz
R 002 Gy Fusinass Rl - ;
s oy e = =

astponed CRs from the previous
rojects - Basic:

C Checkpoirt Review

lew or Edt OwnerHist Records

Refrash Modify Changa State Utiifies Delete Add to Favorites

= Defect: ECR_P00000002

E-mail Link Printabls Version

Impact analysis

Il o | e | Asecrmere || ey | mesoutin || wne ey
o fopo curensis fopred
Heading: [Rovbolan SDLCWebsts
roe oGP | oy FEmeem o
B et B

]

uner

Status Reson; | erkin Process

T B

Requested Implement Date:

Dessrption

[Redesign the SDLC webste 1o be
more user frenly and easy to navigate:
remove unused features.
remove dependencies on RUP Buler & purchased RUP components.
provide both private and publc nerfaces
adlust SDLC for COTS dependencies

(Consider Navigation Map by Chery!





The fields displayed on each form are the same as those described in the next section. 

13. Actions are displayed as Icons at the top of the record form rather than on the right side as in the PC version of ClearQuest.  
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14. To add a new change request, select New Defect and press Go.
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15. A blank form displays.   Fill out the fields and select Save. A new page displays with a link to view the record you added.

16. To display other change requests select a query from the list of queries at the left.

All the features that are available in the PC version of ClearQuest are available in the web version.  In most cases the user interface is very similar though there are a few differences generally limited to layout and labeling.  For example:

· In the Web version to create a new defect you select the value Defect from the drop down labeled New and then are required to press Go to send the request to create the new record.

· In the PC version, the drop down is labeled New Defect and pressing the button achieves the same result.  The controls are located in the same general area in both applications.  

2.4.2 Accessing the PC Version of ClearQuest

17. Start->Programs->Rational Software->Rational ClearQuest.   [image: image12.png]1) Clearquest



 

18. You are prompted for the schema repository you wish to access.
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This can vary by user but generally will be either “Enterprise_Change_Request_ECR_P” or the default schema name of “2003.06.00”.  Highlight the desired schema and select Next to display this login screen.
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19. Enter the User Name assigned to you when the ClearQuest access request was submitted.

20. Enter the Password if you have one defined.

21. Make sure that ECR_P is the Database selected.  The database for TCO is in this drop down as well and is labeled FSAKC.

22. Press OK.

ClearQuest Fields and Definitions

2.4.3 Main Tab

The Main tab is the primary data entry screen for the Change Request record.  A red square appears on the tab if the tab has fields that are required during the selected action.  An error message displays if a required field has not had data entered/selected prior to pressing the Apply button to save the record.
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2.4.4 Comments Tab

The Comments tab is used to record additional information/discussions that are not included in the description or Status Reason fields.
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2.4.5 Environment

The Environment tab contains fields that allow you to describe the environment where the need for a Change Request was identified.
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2.4.6 Attachments Tab

The Attachments tab is used to attach relevant documentation to the ClearQuest Change Request record.  When the Add button is pressed, a dialog box displays that allows you to browse for a document to attach and enter a description of the change.  To display the description, right-click on the attachments list box and select View Details.
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2.4.6.1 Add Button

Allows you to add an attachment.  The Change Request must be in a mode that allows additions or modifications such as Modify or a state changing action.

2.4.6.2 Delete Button

Allows you to delete an attachment.  The Change Request must be in a mode that allows modifications such as Modify or a state changing action.

2.4.6.3 Save As… Button

Allows you to save the attachment in another location.

2.4.6.4 Open Button

Opens the attachment in a viewable form (i.e. in the application associated with the document).

2.4.7 History Tab

NOTE: The History tab appears only when you query for and select an existing Change Request.  It is not displayed when you create a new Change Request.

No actions can be performed on the History tab. This displays a list of the State changes that have occurred on the record.
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2.4.8 Owner History Tab

NOTE: The Owner History tab appears only when you query for and select an existing Change Request.  It is not displayed when you create a new Change Request.
This tab displays a list of the Owner changes and State changes that have occurred on the record.
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By double-clicking on a row in the table displayed above, you can see the details of that history record on a dialog box as shown below.
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The Modify and Delete are the only Actions available.  Only individuals with a role of application assigner can use these Actions.

2.4.9 Resolution Tab

NOTE: The Resolution tab appears only when you query for and select an existing Change Request.  It is not displayed when you create a new Change Request.
The Resolution tab is used to record the disposition of the Change Request.  It also displays a list of any duplication records or any records that are duplicates of the current Change Request.  The duplicate information fields are populated via the action Duplicate.  That action displays a dialog box that allows you to search for and/or validate a Change Request number of which the current Change Request is a duplicate.
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2.4.10 Impact Analysis

The Impact Analysis tab is used to record details to assist the project planners in evaluating the request and prioritize it against the pool of other changes that have been submitted.  All fields on this tab are optional.  The LOE Class and Project Risk Level fields are used to categorize level of effort (LOE) and categorize risk for reporting purposes.
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Tips for entering your first Change Request

To enter a change request, use the New Defect button from the main toolbar.  This presents you with an empty Change Request form in which you can enter data.
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Fields that are labeled in red are required fields.  

Project, Application, and Functional Area drop down fields contain data associated with your username.  For example, if you have been added to the Midas group, your Project drop down field displays Midas

· The Application and Functional Area are filtered according to the entries that are appropriate for your project. 

· All the fields listed in red, except for Headline and Description, are drop down fields that can be accessed using the small down arrow on the right hand side of each field.

· The Headline field is the title of your change request and should be meaningful to someone browsing only that field in a query.

· The Description field provides a larger area to allow you to enter enough detail to provide the reader a comprehensive understanding for why your change request should be implemented. 

Field Definitions for all Change Request fields may be found in the “FSA Change Management Plan: Process Definition” document.

ClearQuest Reports

2.5 Reports Overview

Reports are available in two forms for ClearQuest.  The first type of report is a query or chart that each user may create in his/her personal workspace. All users currently have this capability.

Other reports may be created in Crystal Reports.  Crystal Reports is a third party reporting tool that is integrated with ClearQuest.  A user who has Crystal Reports, Developer version 8.5 has the capability to create reports that can be generated by those users who have had Crystal Reports Runtime Components version 8.5 installed on their computers. 

To determine if you have the runtime components installed, run a “report” or select the Print Record function on the Main form.  If the report runs, you have the required runtime components.  If it produces an error, you need to install the runtime components.  To request the runtime component installation, submit a request to the help desk.  The following reports are ClearQuest reports developed in Crystal Reports and require the Crystal Runtime Components v.8.5 to run.

2.6 CCB Report – Received by Project

This report provides detail for each change request that has a current state of Received.  This change request is now ready for review by the CCB.

The CCB Report – Received by Projects contains the following data elements:

· Project.Name

· Owner.fullname

· Id

· Headline

· Found_in

· Description

· Chg_Request_Type

· Application.Name

· Priority

· Severity

· State

· Submit_Date

· Submitter.fullname*

· Functional_Area.Name

This report uses the following data fields as filters:

· Project Name (Use Entered)

· State =  Received

This report creates a new page for each new Functional Area within Application within Project.
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2.7 Newly Received for a Project

This report provides the detail of each change request that has a current state as Received.  This change request is now ready for review by the CCB.

The Newly Received for a Project Report contains the following data elements:

· Project.Name

· Owner.fullname

· Id

· Headline

· Found_in

· Description

· Chg_Request_Type

· Application.Name

· Priority

· Severity

· State

· Submit_Date 

· Submitter.fullname *

· Functional_Area.Name
This report uses the following data fields as filters:

· Project Name (User Entered)

· State = Received

This report creates a new page for each new Functional Area within Application within Project.

[image: image26.png]506 G s e iy st ]

lale) J1116) ] (3 ot | A1) 5] e ] 2 5] 01N

e @A w w

[E—
Postponed CR's from Previous Meeting

pr— oo
& e T ——" i

B oo e e 1o -

s st i iy fo s oo ey onthe s sk ot SO




2.8 QC Checkpoint Review Summary

This report provides an overview of the current status of all change requests and their current state classified and summarized by data in the Change Request Type (Chg_Request_Type) field and further summarized by the Priority field for each change request.

The QC Checkpoint Review Summary report contains the following data elements:

· Chg_Request_Type

· Priority

· State

· Id*

This report uses the following data fields as filters:

· Project Name (User Entered)

· State  = Closed or Open
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2.9 Project Status Report – Change Request Summary

This report provides an overview of the current status of all change requests and their current state classified and summarized by data in the Change Request Type (Chg_Request_Type) field for each change request.

The Project Status Report – Change Request Summary report contains the following data elements:

· Chg_Request_Type

· State

· Project.Name*

This report uses the following data fields as filters:

· Project Name (User Entered)
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2.10 Available Soon - Emergency Fixes Applied

This report provides details of any Change Request that has bypassed the normal CCB Review process because it represented a critical error that had to be fixed and deployed before the CCB could be contacted for review.  

This report will be available when the Emergency-Fix action version of ClearQuest is implemented (Enterprise_USDA_FSA version 31).

The Emergency Fixes Applied report contains the following data elements:

· Id

· Headline

· Description

· Chg_Request_Type

· Project.Name

· Application.Name

· Requested_Imp_Dt

· Priority

· Severity

· Functional_Area.Name

· History.action_name*

This report uses the following data fields as filters:

· History.action_name = Emergency-Fix

· Project Name (User Entered)
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2.11 Tips for Running Reports

An asterisk (*) displayed in the list of fields for the reports indicates that the data element does not display on the report, although it is included in the query.

For any field that filters on user entry (Dynamic Query), selecting the Not and Is Null checkboxes allows you to view records across all record types.

For example, if you are prompted for “Project”, entering a project name returns only records with that project name. If the Not and Is Null checkboxes are selected, a report with all records is displayed.

3. Printing ClearQuest Reports

3.1 Overview

ClearQuest provides integration with Crystal Reports for producing customized reports that may be printed, e-mailed or viewed in the ClearQuest application.  

The reports must be developed by a user who has Crystal Reports Developer Edition software installed.  This means that typically not all users have access to the report development functions possible in ClearQuest though they do have access to run reports already developed by others.

3.2 Running Reports

Each ClearQuest user may run the reports that have been developed in the Developer Edition tools and placed in the public workspace area of the ClearQuest application as illustrated here.
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23. To run the reports, you must double-click the report you want to run.  Notice the red report icon.   [image: image31.png]Newly Received for a Project



  

24. If the report is defined with filters for different field values such as “Project,” a dialog box displays requesting entry or selection the data by which to filter.

An example of typical values for the ECR_P database filters includes but is not limited to:

Projects:

SDLC

Midas

CSO

LAP/AILFP Payments

States:

Closed

Open

Submitted

Received

Accepted

Assigned

Resolved

Closed

Chg Request Types:

Minor Enhancement

Addition

Defect

Priority:

1-Emergency

2-Urgent

3-Routine

4-Low

Severity:

1-Critical

2-Major

3-Average

4-Minor

5-Enhancement

You can run a query in ClearQuest to see the various other fields or values on Change Requests that you may want to use in a query or may be requested to run a report.

Once a report displays, you can page through the report using the forward and reverse page arrows at the top of the report screen.  You can also print the report using the Print button or may e-mail the report using the E-Mail button.

Page arrows       Print button   E-Mail button
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25. Click the Close button to close the report and display the previous screen.

NOTE: Outlook should always be open before attempting to send a report.

3.3 Emailing the Reports

Outlook should be open.

26. In ClearQuest, select the E-Mail button described above.

27. When the dialog box appears, select Format: Acrobat Format (PDF), Destination: Microsoft Mail (MAPI) 
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28. Another dialog box displays allowing you to address the e-mail and include a message.
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29. Enter the addresses of the people you want to receive the report and add a subject and message if desired.

30. Once you press Send, another dialog box displays verifying that you intend to allow ClearQuest to access your e-mail addresses and send the report.  

· Select Yes if you wish to send the report.  

· Selecting No cancels the distribution of the report. No is the default.
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31. Another dialog displays giving you another opportunity to cancel the distribution of the report.  

· Select Yes if you wish to distribute the report. 

· Select No to cancel the distribution of the report. No is the default.
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The report is formatted as a PDF file and attached to the e-mail that is sent to the addresses or distribution lists you entered.

32. You can check your sent mail in Outlook to see what the final e-mail and the attached PDF file look like.

Printing a Report

33. Select the Print button from the toolbar
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34. The report prints to your default printer. Specify the pages and copies you want to print using the Print dialog box.
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35. Select OK to send the report to the printer.

3.4 Troubleshooting

3.4.1 Running Reports

Before you can run these reports, Crystal Reports Runtime Library files must be installed. 

NOTE: To see if you are ready to run the reports double-click a report and enter data for any prompted filters.  

If you do not have the runtime library files installed, the following error message is displayed.
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If you do not receive this error then you are properly configured and a report is displayed.

3.4.2 E-Mailing Reports

Outlook should always be open before attempting to send a report.
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