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Product:
      Straight-Through Processing (STP) and 
                                the associated Participant Service
                                Representative (PSR) Interface – Phase I, initial
                                release of the product; Release 3.7
Release Date: 
      October 2005
 
InfoDev Contact:   Joan Thomas  

	


Information Development
Project Plan (Revision 1)

The Information Development (InfoDev) goal for this release is to produce documentation that is accurate, complete, clear, concise, and on time, and which incorporates the industry-standard format, presentation, and structure for the Transcentive web-based information delivery systems.  This document specifies the following information about this project:

· Project Scope, see page 1
· Documentation Audience and Purpose, see page 1
· Commercial Deliverables, see page 3
· What’s Not Included, see page 5
· Required Resources, see page 5
· Project Milestones, see page 6
· Help System and PDF Testing, see page 7
· Risks, see page 7
· Dependencies, see page 7
· Edits and Reviews, see page 8
· Metrics, see page 9
· Status, see page 9
Project Scope

InfoDev will provide:

· Information Development Plan (initial)

· Attendance at weekly status meetings

· Distribution of status reports (weekly)

· Editing and review distribution

· Deliverables as outlined in this document

· Attendance at design meetings, if any

A hard copy binder of specs used for the initial release of the documentation (hold for only 6 months after project release)

Documentation Audience and Purpose

	Deliverable
	Audience
	Purpose

	TWP Release Notes 
	General TWP users (including self-Admin clients and internal).

	As a summary of changes made in the release, includes a list of Known Issues and Considerations.

	TWP Import / Export File PDF
	All users who access and/or provide data to TWP (including self-Admin clients and internal).

	As a reference for users who import and export record information in and out of the system.

	PSR Interface User Reference
	For internal audience only.

For example: Participant Service Representatives and TWP administrators of STP companies.
	As a reference at any time. May also be used for training purposes.

	Migration Guide
(About STP)
	All users who access TWP (self-Admin clients and internal).

For example: CTS Transcentive Solutions Production team, Product Management, Vicki Diaz’s PSR administrator team, Implementation teams.
	As a reference at any time. May also be used for training purposes.

	Tips for Supporting an STP Company (Quick Start Guide)
	For internal audience only.


For example: TWP administrators of STP companies.
	As a reference when first using the new application. May also be used for training purposes.

This document is designed as a speed guide for New TWP Administrators who Support PSR questions.

	Preparing My Company for Real-Time Processing (Quick Start Guide)
	All users who access TWP (self-Admin clients and internal).

For example: CTS Transcentive Solutions Production team, Implementation teams.
	As a reference when first using the new application and as a general reference post release. May also be used for training purposes.

	TWP Help System
	General TWP users (including self-Admin clients and internal), i.e., is visible to the customer base.
	As a reference while using the product. Addendum to TWP Help system accessed via a Real-time Trading Information Access Page.

	TWP ADMIN Help System / User Guide
	For TWP Administration application users only (internal use only).
	As a reference while using the product. Update to the existing TWP WWP project to include descriptions of the new STP functions, roles and rights, and changes that are necessary for STP functionality to appear in TWP.

	PSR Interface Help System
	For TWP Administrators (internal use only).
	As a reference while using the product. The help system is the User Reference PDF linked to the Help button in the product. F1 context sensitivity to section headings in the PDF may be added as a Phase II (depends on development resources).

	Embedded Help
(Changes to TWP & Admin apps)
	All users who access TWP (self-Admin clients and internal).
	As a reference while using the product.

NOTE: Embedded help in the PSR Interface application is hard coded by the developer, reviewed by Infodev.

	Training Materials
	All users who access TWP (self-Admin clients and internal).
	All of the above documentation will be available to the implementation team managers of the project for initial internal training.


Commercial Deliverables

	Deliverable
	Responsible
	Target Date
	Estimated Page/Topic Count
	Comments

	TWP Release Notes 
	Joan Thomas
	11/11/05
	25 pgs
	PDF

	TWP Import / Export File Formats
	Joan Thomas
	11/11/05
	20 pgs
	PDF

	PSR Interface User Reference
	Joan Thomas
	11/11/05
	250 pgs
	PDF

	Migration Guide (+ Quick Guides)
	Joan Thomas
	11/11/05
	100 pgs
	PDF

	TWP Help System
	Joan Thomas
	11/11/05
	1 pg
	Access page; standard note

	TWP ADMIN Help System / User Guide
	Joan Thomas
	11/11/05
	8 topics
	Many won’t need embedded help

	PSR Interface Help Link
	Joan Thomas
	11/11/05
	n/a
	Link to access the PDF of the Migration Guide. See Dependencies on page 7.

	*NOTE: Quick Starts are a subset of the Migration Guide. 


**For details on current status, including % complete, see the weekly InfoDev status report.

Deliverable Descriptions

Preliminary Tasks

This project will require some “spec tracking”, attendance at team meetings, project planning, and working with development.

TWP Release Notes 

This deliverable requires the addition of a general note to make our customers aware of some of the new fields in the platform that are for Computershare use only. We are presuming that this will NOT be part of a general TWP release. See Risks page 7. 

TWP Import / Export File PDF

STP will require modification to company and other imports for the new exercise types and other changes made to accommodate real-time trading (e.g., TIN certification, taxes). These edits will need to be made to the existing TWP Import / Export File PDF.

PSR Interface User Reference

This User Reference will be created using the following software:

· Framemaker 7.1 to develop a book, which will include:

· Standard Transcentive design elements and styles (product name may change; see Risks, page 7.)
· Conceptual information and detailed examples as required, concise introductions and procedures and web page level field descriptions to include the following topics:

· Introduction

· Before You Begin

· Accessing the System

· Portfolio

· Grant Acceptance

· Request Exercise

· Pending Exercises

· Participant Information

· Transaction History

· Tips for Supporting an STP Company (Quick Start Guide)

· Index

· Adobe Acrobat 7.0 to create an industry-standard PDF file


The PSR User Reference and help system will serve as a primary tool for users that request real-time trades via the PSR Interface. This reference will contain all procedures and essential information about requesting the transaction as well as any other pertinent information for the user.

Migration Guide (About STP)

This guide and help system will serve as the primary tool (and help system) for internal TWP Administrators for understanding what is required for a company to handle real-time trading, i.e., STP. The guide describes changes to STP functional changes within TWP at a user guide level, i.e., includes conceptual, procedural, and field description type information.

The guide will also contain the following two quick starts (which can also be standalone documents if necessary).

· Tips for Supporting an STP Company (Quick Start Guide): This chapter of the Migration Guide Document details how TWP and STP interact – where an Admin needs to go in TWP to update PSR Interface settings. These notes are single-sourced from Fast Track note text contained in the Migration Guide.

· Preparing My Company for Real-Time Processing (Quick Start Guide): This chapter of the Migration Guide Document is based on TWP’s Quick Start document, modified for the STP required changes.

This guide will also serve as a basis for training materials (post release).

This User Reference will be created using the following software:
· Framemaker 7.1 to develop a book, which will include:

· Standard Transcentive design elements and styles (product name may change, see Risks, page 7.)
· Migration Discussion (includes description of TWP functions that changed, and new ones added, including the Administration system)

· Real-time Trading (detailed conceptual)

· Quick Starts (2)

· Stock Exchange Codes (may not include this appendix – per Cyndi)

· Adobe Acrobat 7.0 to create an industry-standard PDF file


NOTE: All TWP Clients can view the Migration Guide via the Real-time Trading Information bookmark in the TWP help system.

TWP Help System

New content will be added to the existing TWP help system.

The new content relating to STP will appear in the Migration Guide. This PDF will be available through the product help system via a new bookmark titled “Real-time Trading Information Access Page”, located above the e-Forms bookmark. Click this bookmark to access a page that contains links to the Migration Guide—About STP.
The Help System will be created using the following:

· Framemaker 7.1 to develop the file

· WWP to convert the files into a help project 

TopicAlias markers for context sensitivity will be provided to Development by Infodev.

TWP ADMIN Help System / User Guide

New content relating to STP will be added to the existing TWP Administration help system. This new content will be single- sourced from the Migration Guide. A PDF will be posted on Sharepoint site (Infodev’s site).

PSR Interface Help System

The content for this help system will be single-sourced from the PSR Interface User Reference PDF. Development will code F1 context sensitive help links to named destinations for the six major tabs in the PDF. Named destination markers and format information has been provided by Infodev (3/29/2005).

Embedded Help

Minor changes to TWP and the Admin applications are anticipated. Embedded help (*.cinc text files) will be provided only for new functions / subfunctions, i.e., where ever white space appears in the workspace area. 

Infodev will provide editing for the user interface when needed. Usability issues (changes) will be provided by the PSR group (post initial release, June 16, 2005).
Training Materials 

Two training guides will be produced; one for PSR (“user”-oriented) and one for STP. Because this material is sourced from the Framemaker documentation the source material must be as complete as possible before starting work on this project. These guides will be produced in the June-July timeframe.

What’s Not Included

· Sample Reports: Product management has not requested a Sample Reports guide for the six CDS Document types that are generated as a result of a trade in the system at end of day. This would require connection to the CDS processing system to generate samples which is not included in this plan. Samples have been provided by QA and are included in the Admin Help system as of the 3.7.31 release.
· Self Service: No changes are expected here.

· Web Service: To date, product management has not requested documentation for this interface.

· Cosmos Investor: To date, product management has not requested documentation for this interface.

Required Resources

The following resources are required for this release:

InfoDev Resources

InfoDev Manager:

Catherine Donroe 
x 485

Sr. Info. Developer:

Joan Thomas

x 184


Other Resources

Product Manager:

Gary Scofani

x 157
System Analysts


Cyndi Gaffney

x 108




Debbie Francis

x 239

Programming Manager:

David Griffin

x 530

Development:
Justin Morley 

x 303 
Howard Runyon 

x 312
Gary George 

x 115
Kevin Broad 
`
x 125
Max Kosover

x 321

Global Implementation:

Martin Brunk

x 373

QA: 
Pete Metelski

x 171
Lisa DeSiero 

x 298
Joe Pucci 

x 466
Dharini Shah

x 117
Sandhya Nadig 

x 459

Production
Clare Schoenwald
x 122

Support
Jen Magri

x 256

Product Support Analyst

Angelo Pietroniro

+1 (514) 982-7888 x 7546

Business Solutions Manager (CPM)
   Vicki Diaz

732-491-0419 (as a CC:)

CPM reviewers

Rosanna McCrear (primary, 1 732 491-0492) and Lynden Sookoo (732-491-0426)

Reviewers

Reviews are approved by the representatives listed below for each deliverable.  The responsible individual may delegate all or part of the actual review to their direct reports.  A sign off sheet will be provided.  Periodic review meetings will be scheduled if required. For more information on Edits and Reviews, see page 8.

	Deliverable
	Reviewers

	TWP Release Notes PDF
	Managers or delegated individuals. 
See the Required Resources topic on page 5 for specific individuals’ names.

	TWP Import / Export File Format PDF
	

	PSR Interface User Reference PDF
	

	Migration Guide PDF
	

	TWP Help System
	

	TWP ADMIN Help System
	

	PSR Interface Help System
	


Project Milestones

See the chart for a brief synopsis of project milestones. For more information, see the InfoDev Weekly status reports.  


	
	Jul 2004–Mar 2005
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	Preliminary Tasks
	
	
	
	
	
	
	
	
	
	

	TWP Release Notes PDF
	
	
	
	
	
	
	
	
	
	

	TWP Import / Export File Format PDF
	
	
	
	
	
	
	
	
	
	

	PSR Interface User Reference PDF
	
	
	
	
	
	
	
	
	
	

	Migration Guide PDF
	
	
	
	
	
	
	
	
	
	

	TWP Help System
	
	
	
	
	
	
	
	
	
	

	TWP ADMIN Help System
	
	
	
	
	
	
	
	
	
	

	Help System(s) Testing
	
	
	
	
	
	
	
	
	
	

	Training
	
	
	
	
	
	
	
	
	
	


Preliminary Tasks include:

· InfoDev Project Plan

· Researching, reading specs, attending planning meetings

· Gathering draft information and review / discuss release content

· Developing preliminary outlines for guides

PSR User Reference, Migration Guide, Import / Export Format Layout PDF, Help System access page content includes:

· Preliminary Draft (development cycle)

PHASE 1: Framework for Guide

PHASE 2: Procedures Content Development

PHASE 3: Conceptual Material Content Development

· TECH1 Cycle

· TECH2 / Final Cycle (posted .pdf) 


PSR help system includes:

· TECH1 Cycle (get PDF linked into the PSR Interface application, test F1 links if available)

· TECH2 / Final Cycle (update final PDF to VSS and test PDF within final release of product)


TWP / Admin help system updates include:

· TECH1 Cycle (getting help system built into product)

· TECH2 / Final Cycle (posted .htm within product)


Help System and PDF Testing

	Deliverable
	Responsible
	Target Date
	Comments

	Testing (Help & PDF)
	Joan Thomas
	
11/11/05
	Help system bookmark links will be expanded for testing and each page verified for formatting at least once. WWP error log will be reviewed for broken links.

PDF links will be checked using ARTS Link Checker 1.4. 

	Posting of PDFs
	Joan Thomas
	
11/11/0
	Post all PDF documents to InfoDev’s new Sharepoint site on the Document Libraries page in the STP folder: http://nact.americas.cshare.net/Dev/Information%20Development%20-%20Transcentive/InfoDev/_layouts/AllLibs.htm 


Risks

· Medium: Any substantial changes (new features added or dropped) to the programming plan will affect the schedule for InfoDev Deliverables.

· Medium: Any substantial changes to InfoDev Resources will affect the schedule for InfoDev Deliverables. For example: Development date slippage due to release association with WEB and Cosmos Investor development. If the project is delivered late, we may need to hide single-sourced content (Migration guide to Admin help system). We can include a general statement saying “Future STP feature…coming soon!”

· Low: Development of (and providing access to) a sample database is the ultimate responsibility of the product team. Commercial documentation cannot include client data. Initial content can be patterned from the existing Global Company 1 in many cases.

Dependencies

The following critical dependencies may become risks to the project at any time, depending upon their impact on the project deliverables:

· It is the responsibility of the product team to provide advance notice (one week) of a final build so that up-to-date help files can be included. The User Reference will be provided for posting one week after the final build (the User Reference contains more recent updates than the help system). The Release Notes include the most recent updates.

· Technical reviews must be returned.  If a review is not returned by the deadline date specified on the review cover sheet, an InfoDev representative will contact you. For example, several STP / PSR team members are new to the Infodev review process. If they delay content reviews, our doc will be lacking.

· In order to be incorporated into the documentation and/or help system, any new corporate design elements or styles (including logos or marketing information) must be provided by June 1st, 2005. Additional time may be required editing the document if product naming conventions change. Since it’s an internally used application, the risk is low at this time.

· Context sensitivity (i.e., F1) in the PSR help system link depends on DEV applying the context sensitive TopicAlias marker code.

· Any substantial changes (new features added or dropped) to the programming plan will affect the schedule for InfoDev Deliverables. 

For example, if EBF Track items are added to this release: Additional time will be needed to document the items and include in the Release notes.

We are presuming that the STP / PSR release is only being bundled with Web and Cosmos Investor projects (that do not require documentation at this time) <<4/28/05 – Gerry confirmed this is correct>>>
Edits and Reviews

Documentation may not be released unless it has been reviewed by technical reviewers and an editor:

· The purpose of technical reviews is to provide the highest possible level of technical accuracy and completeness.

· The purpose of editing is to ensure clarity and consistency along with correct spelling and grammar.

New documentation normally passes through the following stages of development:

· Preliminary Draft: This is an informal review of documentation that is still in the development stages. InfoDev usually works with one or two primary technical resource persons to gather information and collect comments. 

· Tech 1: This is a formal technical review by the team. InfoDev has developed the document as fully as possible based on the information available. Technical reviewers provide as much additional technical information as possible. Typically, a Tech 1 Review is missing some information and may have incorporated some technical errors. Here is your primary opportunity to provide the information and clarify the procedures. Signoff is required. It is the responsibility of the product team to ensure that reviews are returned by the deadline date.

· Tech 2/Final: This review is posted on the Information Development Intranet. You will be provided with a link by e-mail. Because multiple reviewers provide comments, there may be conflicting edits among reviewers; in this case, the document may require a review meeting. We strongly suggest that the Product Manager sign off on this review. 

InfoDev distributes documents to the technical reviewer and editor according to the schedule. The review cover sheet indicates the editing status of the document.

Here are some tips for reviewers to help the review process run more smoothly:

· DO write your comments clearly. Pen is more legible than pencil.

· DO include additional pages if your comments are extensive.

· DO return the review by the date requested. We try to give you at least a week to return your comments.

· DO return the cover sheet with your review. We keep this sheet on file so that we can return your previous review for comparison.

· DO contact us if there are additional recommended reviewers. Please contact us early in the release cycle, so that these individuals can have enough time to complete their review.

· DO contact us if you have suggestions to make this process easier!

· DO NOT write extensive questions on the review. Instead, call the InfoDev representative to set up a meeting. 

· DO NOT mark extensive changes to the writing style or format of the document. If the Concurrent Edit box is checked, the document is being edited at the same time as you are making technical revisions. If you would like to suggest changes to the format or writing style, we would be happy to discuss this.

· DO NOT hesitate to contact us if you don't see your previously suggested changes in the review! 

Technical reviewers and editor are responsible for returning their comments to the writer by the date specified on the cover sheet. When reviews have been delegated, it is helpful to provide to the writer a list of the individuals who reviewed the document (in case questions arise).

Each person who receives a technical review must return it to InfoDev along with the following comments about the review:

· Complete and accurate as written

· Revisions attached

· Review waived due to time constraints

If a review is waived due to time constraints, the project team must decide whether to re-adjust the documentation schedule to provide enough time to allow the review to take place.

Metrics

We will use standard estimating metrics of 10 hours per dialog box plus 15 minutes per field, for software of "average" complexity (designed for use by the general business customer). The bulk of the hours for this project will be logged after March, 2005 because of the need to have a stable and functional  product prior to writing procedures or taking screenshots.

Status

The STP / PSR interface documentation is currently in progress. PSR help system is context sensitive. 





















NOTE:  To accommodate remote Computershare reviewers, InfoDev will issue PDF reviews via Acrobat 7’s e-mail system so that comments can be added to the PDFs using Acrobat Reader 7.0. The PDF is not “commentable” via Acrobat Reader in Internet Explorer. ��For more information on the new e-review commenting process, download and review InfoDev’s Acrobat 7 Reader - What's New (April 2005) presentation: � HYPERLINK "http://nact.americas.cshare.net/Dev/Information%20Development%20-%20Transcentive/InfoDev/InfoDev%20Resources/About_Acrobat_Reader_7_April_2005.ppt" ��http://nact.americas.cshare.net/Dev/Information%20Development%20-%20Transcentive/InfoDev/InfoDev%20Resources/About_Acrobat_Reader_7_April_2005.ppt�
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