Chapter 1. Introduction to Developing Information



Welcome to User Technologies

User Technologies is focused on making the AS/400 as easy to use as possible. As a result, the scope of the area has changed and radically expanded to accommodate for and meet these goals. Over the last few years, there has been continual movement to providing more effective ways of delivering our information. The focus is primarily getting the user the information they need at the time they need it. To that end, there has be more information being developed with a  How do I... approach then ever before.



The AS/400

�



The Application System/400, introduced in 1988, is a midrange system that combines several of the strengths of its predecessors: System/36 and its large application portfolio and wide range of connectivity options and the System/38’s programmer productivity, advanced architecture, and integrated database. The AS/400 continues to be one of the most popular multi-user business computer, with over 600,000 sold in over 120 countries. It’s installed in 98 percent of Fortune 500 companies and enabled in 49 languages. Its popularity is based on the fact that it’s the most versatile, reliable, and easy to use business server. It is a constantly evolving system that keeps incorporating the latest technologies and boasts a large portfolio of applications in the world, such as Domino, Java, and Windows NT applications. 



The other advantage to the AS/400 is that it comes embedded with it’s own operating system: The Operating System/400 (OS/400).



The AS/400 comes in a wide range of sizes and capabilities:



150: Small businesses computing choice. Allows support of about 150 clients, with secure connections to the Internet.

170: Small businesses computing choice. It can upgrade to more than quadruple the performance.

170DSD: Three new AS/400 170 servers designed specifically for Domino.

720: Large departments and medium businesses. Can upgrade up to 19 time across the 7XX family.

730/740: Enterprise-class performance designed for large scale operations employing enterprise resource planning (ERP), comprehensive groupware and quick- to-deploy Internet/intranet solutions.

SB1: The S40-SB1 is intended to be used as the second- tier server in a computation-intensive environment. Because of its intended use as a computation-intensive server, the model has a large main storage with tight

restrictions on the other I/O functions available.



AS/400 Releases

The AS/400 goes through cycles of development emphasizing releases and versions. So, the term V5R1 means that the AS/400 is transitioning through Version 5, Release 1 of its development. Typically, the AS/400 versioning schedule will change when it is determined that a release is big enough in scale to warrant that change. For example, V5R1, is considered a huge software release for the AS/400, thus warranting a new version number.



UT Roles and Responsibilities



Manager User Technologies: Jackie Olson









The Management Team



Manager�Department �Focus��Mark Burns�HCI Design�Areas of focus include: User-Centered Design (UCD), GUI Design, UT Test team, Wizards, On-the-Glass Graphic Design��Carol Lucas�OP NAV Enablement and Wizards�Operations Navigator, including programmers, EZ Setup and Wizards��Tammy Peterson�E-business Information�Domino, HTTP Server, San Francisco, AS/400 server environments, Application enablement��Cindy Swessel-Hofer�Information Portals�CD-ROM/Softcopy deliverables, Information delivery programming, Technical Studio, Network Station, Service-Hardware��Laura Walech-Roth�OS/400 Information�Client Access, Unity, Security, TCP/IP, Systems Management, Availability, LPAR, Up and Running��UT Managers and Responsibilities � SEQ UT_Managers_and_Resposibilities \* ARABIC �1�





T-CEM: Technical Chief Engineering Manager - (Jerry Barry: The User Technologies T-CEM represents User Technologies in the plan process. The TCEM will work with other area TCEMs (HW/SW/Service/PID/etc.) to understand information/interface requirements for future releases and drive the associated line items to implement the strategies of the AS/400 and User Technologies. Other responsibilities include:



Positively influence the perception of UT

Represent UT simplification initiative line items

Ensuring that UT plan line items meet the needs of our customers

Taking positions on new/changed line items at the Software Core Team meeting; negotiate with other TCEMs

Early involvement for future releases (big picture involvement by information strategist, specific topic/category by product designer)

Own and deliver the User Technologies SAI. Keep informed on what our competition is doing and what we need to do to get ahead and stay ahead of our competition

Keep informed on what other UT organizations are doing and how we might benefit from what they are doing





2E (Second Line Execution Manager - (Tom Parry): The User Technologies 2E resolves (or facilitates the resolution of) UT-wide issues and communicates them to UT and others as appropriate. The 2E is also responsible for designing the UT Umbrella schedule. The Umbrella schedule communicates to the area the critical dates that we need to be aware of during a particular development period, such as V5R1. It includes UT-specific dates while keeping in mind the key dates for delivery of the AS/400 to our customers. Other responsibilities include:



Represents UT at the appropriate Extended Development Team (what’s this??) meetings.

Designs and owns the ship-when-ready UT schedules and plans as identified by the second line manager.

Holds the UT Kickoff meeting at the beginning of the release.

Assigns PRPQs (programming request for price quotation) to writing teams.

Provides status to the second line manager.



Product Designer: The Product Designer owns the overall information design responsibilities for a specific area of information (such as Security, TCP/IP, or Database), while keeping in mind the information and customer requirements for the specific focus area. Other Product Designer responsibilities include:



Ensuring appropriate UCD activities Determining delivery methods (such as

help, info center, books, wizards,) for specific pieces of information

Owning and developing CAI and I0 for focus area

Developing scenarios for focus area with writers

Work closely with info designers to ensure dependencies/requirements/cross focus/topics are consistent

Working with TCEM to develop line items we need and provide estimates for line items

Sizing and assigning work (or simply size and work on assignments with TL)



Currently, the User Technologies Product Designers and their respective areas are as follows:



Product Designer�Area of Focus��Brent Baude�TCP/IP

��Lydia Baude�Client Access/Software Install��Darel Benysh�Information Center��Elizabeth Crockett�Security��Mike Fisher�Technical Studio��Amy Gau�San Francisco��Kris Henke�Wizards��Beth Hettich�Availability��Terry Lambert���Edith Lueke�Java��Paula Muth�Systems Management��Alison Riley�Work Management��Chris Seyer�Advisors��Beth Taylor

�Database��Georgia Toogood�Information Center Content Coordinator/Designer��UT Product Designers � SEQ UT_Product_Designers \* ARABIC �1�



Team Leader: The Team Leader is responsible for the execution of the information plans identified for a release and handling the work distribution and work schedules within the team. Other responsibilities may include:

Working with Product Designer to develop the I0 or creating the I0.

Reporting status as required by management

Reviewing I0’s from development for associated code

Reviewing team deliverables

Identifying and managing dependencies (input required, other topic areas dependencies, special tools, etc.)

Interfacing with other Team Leaders









Team Leader�Area of Focus��Lydia Baude�Client Access/Software Install��Susan Benysh�User-Centered Design��Dave Borrillo�Information Center Programming��Tim Carter�Network Station��Jackie Curry�Hardware��Mike Fisher�Technical Studio��Mike Kelly�UT Test Team��Linda Kinnunen�Security - TCP/IP��Beth Hettich�Availability/LPAR��Joyce Lewis�Unity��Jennifer Maynard�Java��Karen McWaters�Graphic Design ��Paula Muth�Systems Management��Sara Schliep�Project Manager - GUI Design ��Jim Scott�Domino/Communications��Paul Sorenson�HTTP Server��Doug O’Hara�Database��Bob Waite�San Francisco��Judith Zavala�EZ-Setup ��UT Team Leaders � SEQ UT_Team_Leaders \* ARABIC �1�



Mentor

Review all mentee information and return timely comments

Ensure information is adequately tested and participate in the testing

Refer mentee writers to specific areas in the guidelines

Make suggestions for updating guidelines or proposing additional guidelines as holes are identified

Establish regular and effective communications with mentee writers whether via meetings, forums, notes, phone calls, or whatever

Attend review meetings as necessary

Interface with development/GUI designers on an as-needed basis. Identify examples of existing information that may be useful

Share appropriate problems/examples/war stories at team meetings to enhance learning

Alert manager/product designer of any significant problems in a timely manner

Provide feedback on mentee team members progress to manager/product designer





Team Members

Provide quality research and writing for topics covered (audience definition, task analysis)

Be an advocate for the customer with all on your team (simplify the product and interfaces, provide only the information that is needed, question complexity and confusion)

Identify and communicate potential issues/problems to team lead/product designer/mgmt as appropriate

Establish and maintain effective communications with development team

Be flexible to needed changes as identified by other team members (code development, UCD team, service, support, etc.)

Adhere to guidelines and procedures and suggest changes as needed

Make commitments on schedules



The Deliverables at UT



User Technologies is devoted to designing and helping a user complete a task while using an application. The forms of delivery for this assistance may come from the Information Center, online Operations Navigator help, Technical Studio, wizards, and advisors. User Technologies wants to introduce you to these and other kinds of user assistance, helps you make decisions about how to design and present your information, and provides guidelines and models for use. Regardless of the how the information is presented, the content can be identified as one of

several information types: procedural, conceptual, example, reference, or details.



The Information Center: The AS/400 Information Center is an information repository that includes the content, a masthead, navigation bar, and search engine. Current builds of the Information Center are found at infocntr. The General Availability (GA) version is available at: http://publib.boulder.ibm.com/pubs/html/as400/infocenter.htm. When it comes to AS/400 technical reference and user information, IBM’s goal is to provide a single interface through which you can search, retrieve, view, and print this AS/400 information. That one-stop shop is the AS/400e Information Center, first introduced in V4R3. The AS/400e Information Center is a browser-based repository of technical information available on CD and the Internet. Most Information Center topics are also provided in PDF file format for viewing or printing. Customers can also access the Center through the Operations Navigator Help menu. 



The goal is to provide a single interface through which you can search, retrieve, view, and print all pertinent AS/400 information. The primary focus of the Information Center is task-oriented information along with the examples, concepts, and reference information to help you perform AS/400 tasks. Current topics include Backup, Recovery, and Availability, Client Access Express, Clustering, Database and File Systems, Domino for AS/400 Server, Internet and Secure Networks, Java, Logical Partitions, Networking, Operations Navigator, Programming, System Administration and Maintenance, TCP/IP, and Troubleshooting. With each release, the Information Center will continue to grow as IBM migrates additional information from the Softcopy Library CD-ROM/Online Library. Over time, all current and active information will reside in the Information Center.



Technical Studio: Supplies workshops, tools, and technical information to expand the strategic use of AS/400 in your enterprise. It is available at: 



http://www.as400.ibm.com/tstudio/.



Wizards: A wizard is a form of user assistance that is an alternate path usually through complex and infrequently performed tasks. Presented sequentially, the panels of the wizard prompt the user for responses, then take that data and perform the task. Wizards complete a single task and are usually self-contained.



A wizard is one of the design choices to use when designing an interface. Although they are a form of user assistance, wizards are not meant as a teaching tool. They are different from tutorials and other forms of user assistance because they let users accomplish their work, not just learn about it or manipulate a canned example. The Wizard webpage can be viewed at: 



http://w3.rchland.ibm.com/afs/rchland.ibm.com/usr4/khenke/ID-strategy/ web_page/wizgdl_1.htm. 



For more information on creating wizards, contact Kris Henke.



Advisors: Advisors assist you in planning, troubleshooting, and configuring your AS/400 hardware and software. An advisor is a wizard-like progression of pages that helps you plan, troubleshoot, and configure your AS/400. Advisors ask you questions about your AS/400 and will give you a recommendation based on your input. 



The essential difference between what a wizard does and what an advisor does is easy: The wizard actually performs the task in question, while the advisor recommends appropriate courses of action. For more information on creating advisors, contact Chris Seyer.



Books: The amount of book deliverables that user Technologies produces is very limited. We are focused on delivering our information to a online audience. However, printed information will continue to be used when it has been determined to be the best choice for delivering the information. Examples of this may be hardware-centric information or setup books.



Line Items



Line items and DCRs are essentially what drive the development process for the AS/400. They are used as the source for information used to develop particular topic areas. Generally, once strategic area of development are decided upon by the Rochester Lab, a statement of work, or line item, is created to document the effort.



Owners of the line item will document such things as a brief description of what the work is about, what areas will be affected when this work has been approved, and how much time will be required to complete the job.



�

















































Often work-time is referred to as the number of PMs (person months) or PYs (person years). When a line item is identified by our T-CEM (Jerry Barry), responsible departments have to allocate resource to cover the new or changed function.



Information Strategy



Purpose: The purpose of the Strategy is to establish the goals and visions for the organization and to communicate those goals and visions to other areas and to UT. The strategy serves as the first exposure to many of the roles that UT plays in delivering products to the customer.



Description: The UT Strategy documents the vision for the delivering information for the AS/400. The strategy takes a ’long term’ view and covers a three year window. Within that time frame, it attempts to lay out the focus areas so that the priority of work within UT is understood. It is important that the strategy effectively communicate the role of UT information. The UT Strategy is owned by and approved by the Manager of User Technologies and is created by the UT Strategist. Additional contributors to the strategy include: UT Management team, UT Product Designers, and the UT T-CEM. Specific areas of focus include:



Vision Statement

Executive Summary

Industry Trends

Future & Staging

Three year focus (by year)

Breakthrough Opportunities

Competitive Analysis

Metrics

Dependencies



Why is this important to me? Take an active approach in understanding the ideas, goals, and directions of User Technologies. From the User Technologies strategy, a feel for the reasoning why we are attempting to deliver our information in a particular way is explained. On a finite level, you can focus on making your own topics comply and reflect the goals and directions of your area.





� EMBED WordPro.Document \s ��� Read the Strategy… http://w3.rchland.ibm.com/projects/ID/strategy/strat.htm





SAI



Purpose: The System Architecture Inspection (SAI) document provides a high level description of the Information plans. For example, the SAI will communicate to User Technologies and the Rochester Lab that the way we present our information will change to accommodate for ease-of-use for the customer. We will focus on making the AS/400 simpler to use. To that end, UT will deliver task-based information, wizards, and advisors to get our customers up and running as quickly as possible. It can be release specific or span a time frame such as the Year 2000 deliverables. The SAI gives outside area and UT developers a framework within which they can understand the impacts to their organization or deliverables. 



For example, an excerpt from the V5R1 SAI states the rational for proposing that our information should be presented in an online form (the Information Center):



… Information and its delivery method traditionally have been books which are updated every release and that consist of conceptual and reference information with some task-supportive information intermixed.  Today, industry trends show a dramatic decrease of printed materials entitled with computer products.  Much of the information that was once delivered via book is integrated into the product and delivered electronically.  Books on CD-ROM, information retrieval products on CD-ROM, and information viewed or downloaded from the Internet are replacing printed books…



Description: An SAI is the second deliverable within the UT process and it builds on the Information Strategy - the first deliverable. An SAI defines those specific development efforts that will be undertaken over a defined time period. Typically, an SAI is not release dependent. The Information SAI defines, at the system level, the relationships of the information user goals (or ’topics’) and delivery methods. For example, the SAI would define the relationship between online (RTF or Java) help information and the Information Center.



Why is this important to me? The SAI continues to endorse and reflect the goals and directions of User Technologies. It is important to understand these goals so that your own topics reflect them.



� EMBED WordPro.Document \s ��� Read the SAI… Server: d27dbl02/27/A/IBM Database: u_dir\UTDesign.nsf



CAI



Purpose: The Component Architecture Inspection (CAI) for information serves as a design for a particular part (topic or component) of the information set. Building on the SAI, it carries the design to the next lower level and fleshes out the design for a particular topic (such as system management, TCP/IP or Database). The CAI is always targeted at a specific release. The CAI states where help will be created, where Information Center topics will be created, and where books will be created. An excerpt from the Systems Management CAI reflect that teams goals and direction for a particular release:



… In V5R1, we begin the staging process of transforming all Systems Management and Work Management deliverables from the traditional, linear book format to a task- and user-centered hierarchy of articles in the Information Center. To accomplish this goal, we need to redesign our books and engineer changes within the Information Center to accommodate the Systems Management and Work Management functions that become part of Operations Navigator….



Description: A CAI is the document that provides the component-level design for a information topic. CAIs are required for most information topics containing major new function or when major restructuring or redesign of existing information is proposed. For UT, CAIs are proposed for groupings of major topics. The CAIs that will be required are to be identified in the Information SAI. For example, a CAI may be done for ’Systems Management’ and would include:



Why is this important to me? The CAI is written by the Product Designers from a particular section of the Information Center, such as Security, and emphasize the direction for the information. If you are a member of this team, it is important that you understand the direction and reflect it is your design and writing.



� EMBED WordPro.Document \s ��� Read the CAI… Server: d27dbl02/27/A/IBM Database: u_dir\UTDesign.nsf







IO



Purpose The I0 (inspection designation 0 - high level design inspection) communicates to all affected areas the overall structure of the information to support an area of the system. It documents the delivery form for information, the structure of the information, and the relationships among information pieces. In addition, it documents all known dependencies. The I0 adds detail to what is described in the CAI; it takes the CAI level information and provides the actual high level design for the information topic.



Description The intent of the Topic I0 is to document how the information will be structured to support a specific system topic area. The I0 needs to be complete enough so that all reviewers understand how the information will be delivered. And, it needs to be complete enough to serve as the blueprint for the writer creating the information. The I0 must encompass and reference all applicable DCRs for the information units associated with the topic. Normally, individual DCRs will not require a separate I0; they will be reviewed as a part of the topic I0. The DCR serves as the tool for tracking dates and activities. The I0 contains a sufficient level of detail to identify those articles that will be a part of the user goal or topic. Once could consider this level of detail to be the same as an outline of a book, with the outline going to the head level 3 detail.



Why is this important to me? From the I0, you get a more exact focus and direction. It will detail specific areas of your information topic that will be affected as a result of efforts in the development lab. The I0 will provide you with the most direction when you actually sit down to write.



� EMBED WordPro.Document \s ��� Read the UT I0s… Server: d27dbl02/27/A/IBM Database: u_dir\UTDesign.nsf













































Chapter 2. Understanding Your Audience



Our ultimate purpose at User Technologies is to begin to understand the critical needs of our customers and to produce quality and purposeful information with those needs in mind. So, in many respects, doing a task analysis is probably the most important aspect of the cycle we go through as we develop information. It is essential in delivering information that meets the needs of the user. A properly executed task analysis ensures that the design of the information will provide the user with the information necessary to complete a task on the AS/400.



� EMBED WordPro.Document \s ��� See the Understanding Your Audience Package in Appendix A





Step 1: Who are your users?



It is very important that we understand who our audience is. That includes who they are, what they do at work, the environment in which they work, and the situation in which they’d be most likely to use the product you are writing about. Typically, our users can be broken down into three areas:



Primary user: People who themselves use the interfaces and information to perform tasks.

Secondary user: People who are affected by user’s ability to perform the tasks.

User Communities: Groups of users based on job, skill level, etc.... There are a number specific pieces of information that you need to begin. 



A snapshot of our customers…



Customers Who Purchase Solely through Business Partners: This audience refers to an employee or the owner of a business. Some could be Eiger customers. Their purchase is off-the-shelf  and they are usually looking for a software solution rather than specific hardware. This customer relies on the business partner to provide the  care and feeding support required. 



Small and Medium Business Customers: Approximately two-thirds (66%) of AS/400 business is Small and Medium Business customers.  Small General Business - Those with an informal MIS director who is part of the staff of 2 to 3 programmers and administrators responsible for technology implementation in their company.  Large General Business - Those with a formal MIS director who has a staff of 10+ programmers and administrators responsible for technology implementation in their company. These folks may have staffs reporting to them as well.



Large Industry: Companies that fall into this bracket are Allstate, Coke, Disney, and BlockBuster. There are so many people involved in these decisions, it is difficult to define the person. In many cases there are 4 or 5 MIS directors-- AS/400, LAN, main frame, office applications. They are all in competition for resources, they want to control the security, and be the server in a PC environment. The mainframe administrators want everything to be centralized and none of the factions want to cooperate with each other but they have to so their focus is on administration, connectivity, compatibility, scalability. 



Business Partners: These customers cover a wide range, including: Hardware suppliers and retail outlets, application providers who may or may not also provide hardware, value-added remarketers who sell a solution of their applications, AS/400 hardware, service and support







Step 2: What information should I collect?



Gather information that reflects how the user defines themselves and who the user is. It is important that we place a face with our customers to personalize our relationship and increase our understanding of who they are and what they need. You should focus on areas like: jobs, tasks, tools, personal characteristics and motivations. To that end, keep in mind the following questions:



Who are they?

What do they do?

What would they rather be doing?

What do they know?

What do they need to know?

What motivates them?

What’s important to them?

How often will they use the product?

How important is the product to them?

What is the environment in which they work?



Step 3: How do I collect this information?



Site visits and interviews: The key to a successful site visit is to arrive completely prepared with a set agenda and set roles for people on the team. Establish at the beginning with the customer that they are not being tested, but it is an information-gathering session. Be sure to keep your goals and purpose clear. Let the user guide the discussion, but bring it back to the point, if necessary. Other tips include:



Don’t stay too long. Prioritize your goals.

Ask permission to videotape or record.

Don’t let the user make you the expert.

Don’t forget to listen build a rapport with the user.

Practice your interviewing techniques.



Surveys and questionnaires: Surveys and questionnaires can be another useful way of gathering information, but remember to keep the questions clear and concise. Other tips include:



Remember that your goal is to get the most information with the least amount of effort.

Keep it brief- the longer the questionnaire, the less likely the person will respond.

Make your questions easy to understand.

When yes or no answers are not appropriate, offer an appropriate range of answers.

It helps to go from the general, big-picture questions to the more specific answers. This will help your users understand exactly where your survey is going and what information you’re trying to pinpoint.



� EMBED WordPro.Document \s ��� See the sample questionnaire in the Understanding Your Audience Package in Appendix A



Usability Testing: The UCD (User-Centered Design) team focuses on bringing customers to the Rochester site to gather information from them on usability and design issues. Often, there is free time that could be made available to you if the customer’s area of focus matches your needs. If you would like to arrange for time, contact Susan Benysh. The UCD team has a database where you can enter your information and requirements. You will be contacted if an arrangement can be made. Other members of the UCD team are: Richard Sit, Tom Hogaboam, and Tony Erwin. 



Get the UCD database at d27b1l04/27/A/IBM. Filename: u_dir\UCDSubje.nsf





From this information, you can formulate a persona.

A sample persona



To verify our user goals and tasks we conduct formal surveys, test usability scenarios, or host individual interviews with test participants that represent our target users. We also utilize newsgroups where we ask specific questions of our users, and view their questions or concerns with our information or products. Here are the personas that we use to develop our information. They are representative of actual customers that we have met and worked with throughout previous releases.



Persona: Richard, around 55 years old, very set in his ways. Divorced with grown children. Drives a bright yellow Honda Prelude that is his answer to the mid-life crisis.



Education, Skill, Knowledge Graduated with a math degree from a state university. He is intelligent, but intimidated by the young whippersnappers his company keeps hiring. He reads online AS/400 journals, including Midrange Computing. He is a whiz with RPG, but doesn’t know much about the Internet or new programming languages. Job He is a programmer/team leader. He’s well-paid ($80K), but suspects that the young kids they keep bringing on are making more than he is. He wants AS/400 to stay with RPG and quit turning his job on its ear.



Motivators He wants to know how to fix things, the more in depth, the better for him, but he is scared by the new technology because he doesn’t understand how it relates to the old. He doesn’t know what commands in Java translate over to those he knows for RPG. He is motivated by being the best at what he does, but is afraid that if he doesn’t learn Java, he’ll no longer be the best.



Goals and Tasks Dick must figure out how to get his company online, including accessing customer files through the database. His boss has entrusted him with this task, so he is searching diligently through Information Center to try to find how to get started, what to do, and how he can best do it. He’ll be delegating the tasks to a team, but is frustrated because he can’t even find out what products he needs to get his company online and his boss does not want to spend the money to buy all the products. His main goal is to get the big picture of what needs to be done and to split that work into fairly equal pieces for the coworkers.











Step 4: Beginning the task analysis



What is Task Analysis? Task analysis is used to determine what the users really need to get their job done using the system. It serves to provide the context in which the information will be used and to define what information is needed. It has been defined as,  the process of learning about ordinary users by observing them in action... Only by observing users and by probing for more understanding in the context of their work will you get the information that will surprise you and make you rethink your design ideas.



This element of the task analysis is where we define, in a broad sense, what it is that our audience comes to work to do. For example, we come to work to write AS/400 information-- that’s our major task. We also call these user goals. From these we can identify our subtasks or procedures involved. The subtasks or procedures are the steps that are involved in accomplishing the major task. So, in our case, the subtasks would be planning our information, tracking our work, writing the information, etc. Then, each one of those subtasks has steps within it as well, and some of those smaller steps have steps within them, and so on.



Information needed: At this point, you know what it is that your users want to do (the major tasks), and you know how they go about accomplishing those tasks (subtasks and procedures). Now you have to identify what other information they may need to accomplish those tasks. For example, we come to work to write AS/400 information, and we track our work in DCRs. However, in order to do that you have to first know what a DCR is, and understand a little bit about how they’re used. That information doesn’t tell you how to do something, it tells you why you do something, or what that something is-- all things that you need to know in order to do the task.



Step 5: Doing a Task Analysis



Locate and observe a competent performer and define the high level goals. To define these goals, ask why questions such as, why should I?

Identify the tasks and subtasks. These are the actions done by the user to achieve goals and can be uncovered using how  questions such as,  How do I..., and How are...and... alike.

Try to break down these tasks and subtasks until reach the final level- a starting point for the user.



For each task, identify:



Importance: How important is the task.

Frequency: How often will the customer do this task?

Timing: When is it performed?

Order: Where does it fit compared to other tasks?

Conclusion: How does the customer know he’s done?



Validate your task analysis: This very important step is where you ensure that the task analysis you have done is accurate and complete. To get this validation, you could review it with users, test it yourself, or have other experts (such as the ITSO) review the plan.



� EMBED WordPro.Document \s ��� See the sample task analysis in the Understanding Your Audience Package in Appendix A





Step 6: Develop Your Use Scenarios



Use scenarios is a story that brings the people, places, and actions alive. The can give you insight into the attributes of tasks you need to accommodate your design, what users value, and what they see as aids and obstacles in their goals. The primary focus are primary or secondary users.















Scenario #1



Dana is a system operator responsible for monitoring the performance metrics for several AS/400 systems in her Midwest network. Currently, she uses the performance monitor to view real-time metrics. She’s expanded her scope of influence to take advantage of the historical reporting function that is available in Management Central. Dana is also responsible for collecting the performance data and running reports for the MIS director. She’ll work with the MIS director to determine which reports will give them the information that’s most applicable to their operations.



Supporting information scenario Dana uses the online help available with Management Central to learn about the monitoring function, monitor graphs, and the overall task descriptions for Management Central that are available in the Information Center. She also refers to the online help that describes the reporting function. She then takes the pointers to the Information Center that provide more details about the historical reporting function. Dana’s introduction to Collection Services was first reading the online help and then reading about the Management Central tasks in the Information Center. Because the data collected by Collection Services can be used by the Performance Tools for AS/400 licensed program, Dana uses that book to learn about the different

reports that are available.



Julio is a newer system operator making the transition from green screen to GUI. He just sent a job through the system -- one he thought should complete in a reasonable amount of time. It’s still not finished, and Julio wonders 

why is my job taking so long? Julio does some problem determination, using the new Work Management GUI to figure out why the job is taking so long. He finds the job in question and sees that it’s hung -- he then goes about looking at the job queue, memory pools, etc. to find a way to get that job done ASAP.



Supporting information scenario Julio goes first to the online help to see if he can pick up some tips about how to use the new GUI -- he learns that he can customize the order of the columns in the lists of jobs, job queues, memory pools, etc. so he can see the performance information he’s looking for quickly. While he’s there, he learns that he can drag and drop jobs within job queues and between job queues to get jobs moving. Julio notices some discussion of subsystems and memory pools, and realizes that his knowledge of Work Management principles and strategies is lacking. He follows the links in the online help to the InfoCenter -- he does some quick surfing, bookmarks some pages for later use, then prints the Work Management PDF so he can read it at home this evening instead of mowing the lawn. While he’s in the InfoCenter, he finds a scenario that almost exactly corresponds to his current problem. Julio scans the scenario and picks up some quick techniques for problem-determination and solution-finding. Just before he gets out of the InfoCenter and back into OpNav, Julio checks out links to the articles for System Values (he thinks he may need to change some system values to get this job moving) and uses the System Value finder. He enters a green screen system value name or two, and then finds information about what the system value is now called in GUI terms, how to use this system value, and where to locate it in the OpNav hierarchy























Scenario #2



The purpose of these scenarios is to ensure that our information will support the goals and tasks of our target users. If a customer should need help or additional information while performing a task, we should be providing what they need in such a way that they can use it to successfully complete their tasks. BRMS For this release, the target users are Sheila and Hans, so we will focus on addressing the information needs they may have as they use the new GUI.



Sheila is the owner of a small business. She is non-technical. Sheila’s goal in using BRMS is to protect her business by ensuring that she can recover her system rapidly in the event of a failure. She has 25 employees who work for her. Her business is her baby and the business end of things is what really interests her, so she wants to spend as much time as possible working at that. She wants to make money, be successful, and keep her competitive edge, and she is only interested in the tasks on her computer that can help her to do that. She wants

simple solutions.



Hans works for a university as a Domino administrator. He is a team leader with two people under him. He is quite technical, but not AS/400 savvy. The bulk of his job right now is figuring out how to move from PC servers to AS/400, and how to set up and run a Domino for AS/400 shop. He’s heard good things about Domino on AS/400, and he is interested in testing its limits. His goals and tasks are very similar to Sheila’s, except that his are related to Domino. The tasks that they will perform in support of their goals are the following:



Establish disaster recovery plan - Information on how to do this is provided in the Information Center

Define backup plan - This information is also in the Information Center. Additionally, when they try to create a new policy, they can find some basic recommendations in the wizard on what they should consider in their backup plan

Verify/set up backup - the wizard will step them through setting up the backup policy they will use for their backups, so no additional information should be required. There will be help for select wizard panels, based on customer testing, that should address any problems they might have

Change tapes in a.m/p.m. - Information in the wizard and the Information Center will address managing media using BRMS.

Make sure media is ’prepared’ (initialize tapes if new or recycled, clean tapes if needed) - Information on media management will be provided in the Information Center and help for pieces of it will be in the help for the wizard.

Restore - The wizard will step them through restoring objects both from the backup history and in an ad-hoc fashion. An article in the Information Center will point them to where they can find the wizard, and help behind the panels of the wizard will assist them in successfully completing the task.







Step7: Determine where the information is best suited



Online help For example: What does this field mean? What should I specify for this field? How does this field fit in with this dialog and the task it supports? This also includes direct task supportive (procedures, but may also include concepts, tips, examples relating to completing the task) Think in terms of what users need to know while they are using the product: what are they trying to do, what will they have trouble with.



Information Center

Tasks and processes not supported by help

For example: Includes more general user task information such as How do I transfer files using FTP? How do I configure an Ethernet line description for AS/400? Includes problem determination and troubleshooting information (with the exception of information that is needed when the system is completely down). General goal-directed  tasks (higher level tasks that transcend several functions that aren’t easily accessed together).



Reference information

For example: Database files used by TCP/IP TCP/IP application exit points. Troubleshooting tips and details Reference facts such as operational differences between various terminals.

Concepts not directly related to getting a task done, details. For example: Full explanation of what a domain name system is.

Complete information of function not covered in MRI



Book Conceptual information. For example: Classes of Networks, Subnetworks, and Domain Name System. It may also include planning information such as planning for DHCP, which discusses how many servers you would need and what special requirements might exist as well as information on reasonable lease time for a DHCP server. Installation information may also be included. For example: Installing the hardware for an IPCS. Hardcopy must contain information that the customer would need if the system were not operational. Conversely, software installation such as GO LICPGM would be contained in the Information Center.



Technical Studio: Marketing-driven content, business strategic solutions. The latest, most current information that is presented in a workshop/process oriented manner. A solution rather than information about a function (one way to get something working for your business).















































Chapter 3. Understanding DCRs and PTRs



Definition of a DCR and its relationship to UT 



Welcome to the world of VM (virtual machine) and the tools that we use for tracking our work. One of the tools is called a DCR (design change request). We use the DCR to plan and track printed and online information during the product development cycle. You can think of it as a road map that you’ll follow on your journey through the release. A DCR is required for every information unit and is the vehicle used to get your work into what’s called the build.



The information that’s recorded (and of course) maintained in the DCR serves as verification that you’ve completed the scheduled work activities. Statement about ISO relationship with DCRs. If you’re new to UT, your team leader or mentor might create the DCR for the work that you’ve been assigned. You’ll probably want to be watching them do this, so you’ll become familiar with how to navigate in VM. Creating a DCR is only the start. You’ll have to maintain it throughout the release cycle -- so pay attention if somebody’s showing you the ropes!



Types of DCRs



Base: A base DCR is ....

Point: Point DCRs can be used to stage your work and integrate pieces of work that are complete for the information unit. They are also used to integrate help text early so that the help text can be tested with the integrated code during Component Test. For example, if you have 5 development DCRs with different integration dates that affect your online information, you may need as many as 5 point DCRs to integrate the help that goes with each DCR.



Location



Bring up a VM session and sign on. Your computer should be configured to connect to the RCHVMW2 or RCHVMX2 systems.

Initialize your system to work with IDSS. Because a DCR is part of the VM library system, you’ll need to start IDSS. Type the following from the Ready line: IDSSINIT



To see how important this command is, don’t type it! If you get a message back when you try to create your DCR that says  Unknown CP/CMS command, then you must initialize IDSS.



Requesting Authority 



You may or may not be able to move your DCR through the required steps of the process if you haven’t already requested the proper authority. To do so, on a VM command line, enter: REQAUTH. You will be presented with the following screen:



















� EMBED Word.Picture.6  ���

U: You have update authority for the product

R: You have read authority for the product.

N: You have no authority for the product

In addition the following are valid for 



In addition the following is valid for DCR Authority:

F: You have DCR field authority to the following fields: Status, Date Approved, Origin Date



PTR Authority:

B: You can change the submitter and answerer data for all PTRs in the product. This is called submitter and answerer authority

V: You have third-party verification authority for the product





Step1: Creating the DCR



Create your DCR. From the Ready line, type: CRTDCR. You should see a panel that asks you for the product. Type in RID3 The panel also asks whether you want to type in your own DCR number or let the system generate a number. Let the system do it for you. 
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If you know of an existing DCR that had been used for a previous release, include the product RID3 and the number of the old DCR. You will be prompted to choose from a selection of topics to copy. Select the All Listed Text Sections by typing a / in the space provided. This will copy existing sections and you can modify it later. 



Record the generated DCR number (or at least make mental note of it!). You’ll use this number every time you update or change the DCR.



Fill in the fields. You’ll notice that the DCR contains plenty of fields. Not all the fields have to be completed at once. Press F1 for explanations of what each field needs to contain. Press F4 to save. Now that you’ve created your DCR and have added some information to the fields, you can exit the DCR and get ready to think about

setting your review schedule.



Understanding Status 



The status of your DCR defines the current state of your DCR in the development cycle. As you add information to the DCR and as it goes through the inspection process, you’ll have to move your DCR to different statuses. UT writers are only responsible for moving through 3 stages. 

New			Created



Funded 		During I0



Committed		I0 Closed



















These stages are described in detail below:



New: When a DCR is created it has a NEW status. For Product RID3, the DCR will remain in New status until your team begins to work on the deliverable; that is, the I0 that supports the information. At that point, move the DCR to funded.



Funded DCRs should be moved from NEW to FUNDED when you start working on the deliverable. 



Committed Your DCR should be moved from FUNDED to COMMITTED as soon as your team holds their respective I0. Team leaders or writers need to make sure all DCR fields required after the I0 are completed and that all issues from the I0 are closed. 



Step 2: Filling in the required fields



On the initial display, fill in the following fields:



Title: A descriptive title of your topic. If this is a new topic, enter what you think should be the complete title.



�

Component: Obtain a list of valid components by typing a question mark in the field and pressing the 

Enter key. When this field is filled in, the DCR Manager and Technical Coordinator fields are automatically filled in. For Operations Navigator help, the product is GUIX and the component is UGWH. Change the Technical Coordinator to the name of your team leader. The DCR Manager field will automatically change to your own manager.



Notes: 

If this is a new online information unit, and there is no existing Information Development-related component  under your product, you need to have a new component created. To request a new component, (Wanda or Mike)??

Artwork: An artist from the Graphics team is assigned once the DCR goes to FUNDED. The writer must complete the Artwork Estimates in the Design Elements section of the DCR if you think that you will need an artist.  If the Artwork Estimates section is left blank, no artist will be assigned. Requests for artwork should not be turned in to the artist until all available information about the artwork has been collected and verified. The artist will not create or revise any artwork until the end of the draft review period.



Release: Obtain a list of valid releases by typing a question mark in the field and pressing the Enter key



Step 3: Information Required (for Funded Status)



Information Specifications: Identify the audience, the user environment, and the tasks supported. Other information needed includes: �

Program Number: Most of our topics are the number indicated here. Verify with Tom Parry.



Order/TNL Number: Corresponds to the component identification for your topic. The last two digits indicate the level for the deliverable. If this topic were to be updated again, increase the level to 05.

Work with your team lead to determine the number of new and changed articles. Rule of thumb:

All other items are standard across all deliverables.

  

NLS Abstract: Provides a short description of the document. This section is for our translation centers so they know what the information is about. NLS stands for National Language Support.



Relationship To Other Units: Include any reference to online help that is also supported for this deliverable, if the articles are replacing a book, etc....



Dependencies: Include any information or activities that you will be dependent on to get this work done. For example, one of our products on the AS/400 allows it to run the Windows operating system. A DCR from this deliverable has the following entry: ...since this product integrates Microsoft software, it has a dependency on changes to that operating system. The amount of work also depends on how much of the GUI development work is actually implemented for V5R1. At present the user management tasks are broken into 4 sections in priority order with planned implementation beyond the first subset of tasks as time permits. This deliverable also depends on timely and thorough reviews by the identified development contacts.                     

                                                                       

Purpose/Description: Include a brief description of what this particular DCR supports. For example, ...to make any necessary changes to the NetWare articles as required by the Information Center product and NetWare Enhanced Integration.                                   



Step 4: Information Required (for Committed Status):



�

Press F6 and fill in the following fields for a RID3 DCR: The following sections are needed to be completed before you can move your DCR to COMMITTED.



Info Development Contacts: List all of the people, both inside and outside of UT, that are associated with this work and this DCR.











Note: The Controlling Part and NLS Coordinator can remain the same individual on your DCR.













�

Information Source References: In this section, include the line items and DCRs that impact your topic. These should all be obtained by reviewing your I0.





















































Information Schedules: This section contains the starting and ending dates for each activity listed. The following table identifies the amount of time that is required to do each activity to help plan your schedule before entering that information in the DCR.

�

















When setting your schedule, one approach is to start from the known To Writing Assistant date and work your way backward. Use the table in conjunction with the umbrella schedule (see appendix for an example) to make sure that your schedules are within the time frame allowed for each activity:



Activity �Time��Create DCR (see Creating the DCR)�1 to 4 hours��Complete FUNDED Status Fields�1 working day��Complete COMMITTED Status Fields�3 to 5 working days��Distribute DCR for Review�5 working days (includes distribution and review)��Inspection (I0)�2 hours (time may vary)��Review 1 (see Review 1)�10 working days for review��Review 2 (see Review 2)�10 working days for review��Review 3 (see Review 3)�10 working days for review��Review 3 Inspection�5 working days�����������

Note: If your topic doesn’t have a great deal of change, then you may only plan on holding fewer than three reviews.  Simply type the same start and end dates for the review that you are holding and for the reviews that you are not holding. For example, if you are holding only Review 3, you would type the same start and end dates for Reviews 1 and 2. Also, we often call topics that have no changes, or very few changes, CPS. CPS refers to Continuing Program Support. You’ll be required at times to change certain items in the information as required by the Information Center standards.





For Your Information.....



There are other status' that our DCRs have to progress through before the deliverable is really considered complete. However, these changes are not required to be completed by the writers.



Approved

The DCR must be at APPROVED status in order to integrate your online information unit. 

Integrated

The writing assistant moves the DCR to INTEGRATED status when a book is turned over to the Controlling Party (CP).  For Information Center deliverables, the writing assistant moves the DCR to INTEGRATED when the deliverable is sent to Translation.

Complete

When the printed deliverable is in stock in Mechanicsburg, the CP moves the DCR to COMPLETE status. For deliverables that can be ordered but not stocked in Mechanicsburg (printed on demand), the CP moves the DCR to COMPLETE status when the deliverable is available on the Worldwide Pubs Database. For Information Center deliverables, the writing assistant moves the DCR to COMPLETE after the deliverable is sent to Translation.

Closed

Close a DCR only when it has been determined that you will no longer complete the deliverable. To close a DCR, move the DCR to CLOSED status using the Change DCR (CHGDCR) command and update the Status field.







Creating Point DCRs



Point DCRs are created after the base DCR is created. At times, it is necessary to use point DCRs to document stages of your information development. For example, we use point DCRs to move our information to different levels of the build process. For more information on the build, see Chapter 5: Understanding the Build Process.



In the Purpose section of the base DCR, explain that point DCRs will be used to integrate help text for DCR xxxxx (where xxxxx is the code DCR number).

Use the Create Point DCR (CRTDCRPT) command to create a point DCR for each stage that you plan to integrate.



Understanding PTRs

PTRs (problem tracking report), like DCRs, are created using VM. Typically, they denote a particular problem that has been uncovered in your work. For example, you’ve created an article that tells a customer how to configure an IDSN connection on your AS/400. However, you had forgotten to document an essential step in the process. Someone on the ISDN development team has noticed that the step is missing and can create a PTR and send it to you so that you can change the documentation over the course of the next release. You will receive a Lotus Note that tells you that a PTR exists that requires your attention:



IBM Confidential

To: Attention person from RRTPTR command.

    This PTR was routed to SCOTTJ1 at IBMUSM07 by JOYCEL at RCHVMW2.



PTR:     9911791    Opened:    12/14/99    Status: OPEN

Product: GUIX       Severity:  4           Cause:

APAR:    No         Component: UGWH - Unity Help

Rpt Ver: 5D10  V5R1M0



Submitter:          J.C. LEWIS        JOYCEL   at IBMUSM07 253-6060

Component Owner:    J.C. LEWIS        JOYCEL   at IBMUSM07 253-6060

Component Manager:  L.L. WALECH-ROTH  WALECH   at IBMUSM07 253-2997

Attention Person:   J.S. SCOTT        SCOTTJ1  at IBMUSM07 253-7027



Title: NETSERVER HELP HEADING APPEARS AS PLAIN TEXT





Important Terms



Severity: Indicates the magnitude of the problem. Most of the User Technologies PTRs are Severity 4 and can be fixed during the next release. A description of the severity levels are as follows:



1 Immediate fix is needed and should be available and verified within 24 hours. Will/may have legal implications to IBM.  Will/may cause severe usability problems, loss of data, or physical harm to customers.                                        

                                                                            

2 The PTR should be answered within three (3) working days and the fix and the fix target dates are subject to negotiation. May cause usability problems to some customers although a circumvention method could be devised. No legal implications to IBM.                                        

                                                                             

3 The PTR should be answered  within five (5) working days and the fix target dates are subject to negotiation. May aid the usability of the system for some users or products.    

                                            

4 The PTR should be answered within seven (7) working days and the fix target dates are subject to negotiation. Suggested change for next release.     



Status: There are 3 possible status for a PTR:



Open: The status when the PTR is created.

Answered: Once the required person writes an answer to the PTR and indicates a fix target date, the status will change to answered. Respond to a PTR as soon as you get it! We do not want to leave any PTRs in open status.

Closed: When a fix has been incorporated, the PTR can close.                   



Answering a PTR



On a VM command line, enter ANSPTR. Press Enter.

Enter the product and the number of the ptr that was sent to you. Press Enter.

The first screen of the ANSPTR command should appear. 

In the Answer Data field, enter Documentation for Cause and Yes for Doc Change.

Press F5 for more fields.

Enter a Fix Target Date of sometime during the next release.

Here’s another quirk using about VM… When entering a Fix Target Date and Origin Release, you have to use another method of representing the release. For example, V4R5 should be represented as 4D50, V5R1 as 5D10, etc…













Enter the release that you plan to fix the problem in. Again, use the rule above for guidance.

Press F4 to Change (save) the information.

Press F11=Text (If you press F8 to forward through these pages, you will see the description of the problem).

Press F11=Answer Text

Under the Internal Answer section, enter how you will respond to the problem. For example, …will make the necessary change for V5R1….

Press F8

Under the Customer Answer section, enter how you will respond to the problem. However, do not enter any IBM Confidential information here.

Press F3. You will be returned to the main page of the PTR.

Press F4 to Change (save) what you have entered.





                                     









Chapter 5. Understanding the Build Process



Note: This description of the User Technologies build process is a high-level introduction. For a complete explanation of the process and what you have to do, please consult the Rochester UT CMVC Cookbook.





� EMBED WordPro.Document \s ��� See the Rochester UT CMVC Cookbook at http://w3.rchland.ibm.com/projects/ID/workbnch/rchcmvctfrm.htm.





The build process is where all the documents that everybody authors in SGML, HTML, and/or XML are put together in one consistent format. Documents that are authored in SGML are transformed to SGML and PDF using the ID Workbench tools, and documents that are authored in HTML are converted to PDF form. Then, all the HTML and PDF files are copied into one directory on a server and from there they are sent to the translations centers.



CMVC



Configuration Management Version Control, or CMVC, is the tool that keeps all of these HTML and SGML files in order. It is from CMVC that the files are transformed and copied during the build process. Many sites use CMVC or CMVC95 for storing development data. Rochester uses a special version called DEV/2000.



CMVC manages files in a library. It prevents two or more people from updating a file at the same time. CMVC also stores information about each file - information about file ownership, information about who changed a file, and why it was changed. It keeps track of each change made to a file so it is easy to view previous

copies of a file. CMVC controls the access information to the library; that is, who can update and view the information. In order for CMVC to do its job of keeping track of all the files and their changes

and keeping backups of everything, you need to supply some extra information about the files you are working with. The information you need (besides all the fields that CMVC fills out for you) comes mostly from the DCR or PTR number you are working under.



Moving from one release to the next



Sometimes you need to transfer articles from a previous release to the release that you are currently working on. In CMVC, moving a group of files from one release to the next involves a few steps, but what is happening to files behind the scenes is they’re just being copied from one directory (with the old release, say V5R1, in its path name) to a new directory (with the new release, like V5R2, in its path name). CMVC calls the process of moving files from one directory to the next linking.



Before you link your files, you need to make sure that you have all necessary authority. You should have requested the authorization by now, but sometimes it can take a few days to go through the system.



Note: When you link your files, you may need a Defect/Feature number. In this case, simply use the DCR number for this topic







Changing CMVC files



When you want to update a file, you need to check it out. When you are done updating a file, you check it back in.



Behind the scenes: When you check out a file, CMVC locks the copy of the file that is out on the CMVC server so that no one else can make changes to it. Then, it copies the file to your local hard drive. When you work with the file, all the changes that you make are only made to your local copy of the file. When you check the file back in, the original copy of the file out on the CMVC server is archived, and your local copy is moved out to the server. CMVC also leaves a shadow copy of the new file on your local machine. A shadow copy is a read-only

copy of the file that is renamed so it has a . at the beginning of the file name.



There is catch when you check files back in to CMVC. When you do that, you need to justify your actions to CMVC. You do this by filling out the Defect/Feature field on the File Check-in Window. In this field, you can enter either your DCR number or PTR number.



If you enter your DCR number, to CMVC that means that you are making an update that is a result of your DCR. These are normal changes that happen to many files between releases. Another way to look at the DCR in the

Defect/Feature field is as a business as usual entry.



If you enter a PTR number, that tells CMVC that you are responding to problem that someone reported in your documentation. When the administrators want to see what was done to fix a certain PTR, they can do a search on the PTR to find all the files that were changed because of it.



Creating new files

Every once in a while, some information comes along that is actually new, and needs to be put in to a brand new article. Sometimes new writers are given whole topics that are new. Here’s what to do in that situation.

Ensure that you have authority to the component you want to create a file on. In most cases, this shouldn’t be problem, but check with your mentor if you have any trouble.



Use your DCR number in the Defect/Feature field when you are required to fill it out. Just as above, you will probably not be responding to a PTR at this point. 



�

Moving from description levels of the build



When a file is brand new, its description level should be set to cur. A cur level means that the article needs more work and shouldn’t be expected to build error-free. In fact, a file that is at the cur level isn’t included in the build at all. When the file builds cleanly on your machine, you can upgrade its level to int. Int (or integrate) means that the file is clean as far as you know and can be included in the build. When a file is completely finished, you can advance it to the bld level, which means that the file is perfect in every way.







Editing your files with Adept (before the build)



For SGML authors, Adept is the tool that you will be using to edit your SGML. Within Adept there is a lot of syntax checking and verification that happens automatically, and because of that, SGML documents can be built with less clumsy errors.



Adept is fairly rigid, and won’t let you make any mistakes that it can check. Incorrect/non-existent file names can break a build, as well as incorrect tags or tags that don’t line up in the text. The kind of things that Adept cannot check for, however, is the existence of other files, namely graphics and other idd files. Also, when you are cross-linking files in your document, you need to verify that your xlinks are correct.



During and after the build



During the build you really don’t have do anything. The build team takes care of running the build correctly, and you don’t have to take any actions to make it happen. After the build, be sure to check your build logs to make sure that your documents were transformed correctly.















































Chapter 6. Understanding the Review Process



The review process is here to ensure that we don’t produce documentation that would be difficult to read in another language or be technically inaccurate at any point. While we have some tools that help us check our documentation, we still need to have human eyes review our information. As a general rule of thumb, don't send out your material for review too early in the development cycle as features are not yet stable.



Using Revision Bars



Revision bars inform reviewers and the translating countries of new and changed information since the last review or last release. However, change bars for a new information unit are turned off before the files are sent to the translating countries. Change the symbol you use for each review.



Review 1



In Review 1, the focus is on making sure the technical content of the information unit is accurate and complete, with little attention paid to the grammar and typos. The purpose of this review is to make sure that the developers can understand what you’ve written and your organization of the topic. It is a good idea, however, to have all of you documentation completed at this time, avoiding  dummy articles and empty paragraph headings.

Review 1 is distributed and reviewed using Web Review. All topics must be incorporated in the WebReview database. This ensures that that all comments can be archived and revisited at a later date. 



Create the topic review. Consult the Web Review Cookbook for Rochester for a thorough description on how to do this.  



� EMBED WordPro.Document \s ��� See the Web Review Cookbook for Rochester at http://w3.rchland.ibm.com/projects/ID/utinfo/revufile/webreviewtfrm.htm



If you need to add or change artwork, draw up specifications for new art or mark up existing art and give the new and changed material to the graphic artist. 



Send a note to your reviewers announcing that the information is now available for comments on Web Review. This note should include information on the duration and nature of the review, and an overview of how comments will be handled. Please use the template below:
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Update the status of the DCR on the Information Schedules section with an I (in progress) for your Review 1 schedule. 

If the topic is new, schedule a review meeting. This is particularly important if there were a significant number of comments requiring a significant number of changes. Revisit the topic, so that it is understood exactly what is expected to be delivered.

Send an email to your list of reviewers a couple of days before the review is scheduled to end. Remind them that comments are due!

After all comments are handled, update the status of the DCR on the Information Schedules section with a C (complete) for your Review 1 schedule. 







Post Review 1 Actions:



Incorporating Comments: Before you incorporate comments from the previous review, change your revision bars in Adept Editor so that the reviewers will see your latest changes marked with a plus sign (+). You can do this by modifying the attributes of the rev tag in your setup file.

EasyEnglish Analyzer (EEA) must be run against each topic after Review 1. The EasyEnglish Analyzer (EEA) is an English grammar analysis system that is enhanced with critiquing rules. The benefit you get from using this tool is a clearer writing style. EEA points out expressions in your text that are ambiguous, too complex, or grammatically incorrect. When you improve your text with the help of EEA, your text will be more suitable for an international audience. This makes your text easier to translate into other languages and more readable by audiences whose secondary language is English.

 	

EEA includes a terminology collector which helps you identify new terminology in your source files. Terminology identification is a short, separate step that you should do before the normal EEA analysis of your text. Good terminology will help EEA do a better analysis. Also, terminology lists that are obtained using the EEA process can be useful as input to the translation process in IBM. You use EasyEnglish and the Adept editor to analyze, edit, and correct Standard Generalized Markup Language (SGML) source files. 

 	

EasyEnglish provides not only specific critiques of your text, but also an overall summary score, that is called the clarity index. EEA assigns a clarity index of 100 to a source file for which it finds no exceptions. For each exception it finds, a penalty point reduces the clarity index. Examples of these critiques include: Passive voice long sentences

 	

 Follow the directions in the ID Workbench Getting Started and User’s Guide (select the chapter on EasyEnglish Analyzer). All requirements for processing EasyEnglish Analyzer (EEA) on articles are the same as for processing books. Because most of the articles that we write are short, however, some of the clarity readings could be low. Raising the readings in all articles to an acceptable level might be difficult. After you have made the changes that you can, focus on the overall clarity of a user goal rather than on individual article clarity readings. Goals for clarity on new information:  

 	

80% for marketing 

75% for application programmer, product administrator, service 

70% for system programmer, network administrator, database administrator.

80% for end user 

75% for system operator 





Review 2



This review should settle any comments that were brought up in the previous review, as well as bring up any new issues that may have surfaced. Your grammar and syntax in this review should be finished and ready to publish. In a perfect world, this would be your last review. Ensure that your Team Leader has reviewed your document at Review 2.



Follow the template and review manner as indicated in Review 1.



Review 3



Review 3 is a verification review of the entire information unit and is sent to the full distribution. The purpose of Review 3 is to provide an opportunity for reviewers to verify that all the agreed-to changes were made to the information unit. The third and final review should pass by perfectly, without any comments. There should not be any significant changes requested  at this time. However, if they do, it may be necessary to have an additional review. 



Follow the template and review manner as indicated in Review 1.



Inspection



ISO 9000 requirements must have us verify that the information we distribute has been reviewed and the content is correct. It is important that we document this very fact. At the completion of Review 3, send an email to the Technical Contact for your information. Follow the template below:



�

























When you have received technical signoff , copy and paste this note into a plain text file using notepad or Wordpad. 

Save this file as a .txt file and store it in your CMVC library. This in one item that the Writing Assistants will verify before accepting your deliverable. 















































Chapter 7. Testing Your Information



While you are in the process of creating your information, you will want to test it and get other people to test it. This will help you to make sure that everything works right and that your users will be able to use the information easily. As a new writer who is trying to learn how things are done in UT, the last thing on your mind is probably how to test your information. However, testing can actually help you create better information and can help you get to know the people you will be working with. You will also undoubtedly encounter references to the test team and to blitz tests and PTRs, so it will be helpful for you to get a general idea of what these things are. 



Writer responsibilities



As the writer, you are responsible for making sure that your information gets tested appropriately and as much as possible. You don't have to set up a specific schedule, but it will help you to organize your time and resources. You should test as often and with as many testers as possible given the state of the information and the development schedule.



Testers



Testers are able to give your information an objective look since they are not involved in the day-to-day writing. You can use any of the following people as testers:



Ÿ	Customers (use the UCD database for Lotus Notes to request one)

Ÿ	Peers, team members

Ÿ	Product Designer and Team Leader

Ÿ	Technical approver (developer)

Ÿ	Developers in general

Ÿ	People from your review distribution list

Ÿ	Lab employees

Ÿ	Service people

Ÿ	Anyone besides yourself!



Of course, depending on who you use to test the information, you may need to change how specific or detailed the tasks are. But, it is always helpful to get other opinions. When these opinions coincide, you should make changes. Unless the person is an expert, don't take their comments as absolute fact. Get lots of opinions to check to see if others feel the same way.



Types of tests



There are many different types of tests that you can perform on your information. This section will discuss the more common ones and will provide some examples and templates on how to approach your testing. You can do the following types of  testing: information accuracy, link, and retrievability using scenarios.



These tests apply to all types of information, from Information Center articles to online help, but you may still need to apply them to your general situation. The examples and templates that are presented here are from previous Information Center testing. 



Depending on where you are in the development cycle, the types of tests and the due dates may already be decided. Or, you may be able to work with your team leader and/or product designer to decide what types of tests are needed for the information, and when they should be done during the development process.



The amount of testing and work that is required for your information will vary depending on how new it is or how long ago it was updated. You may be doing it by yourself if you are making only minimal changes to existing documents, or you may want to enlist the help of many other people in the design and creation of new or significantly changed information. Your team leader and product designer will be able to help you determine what needs to be done and when. 



Generally, you will only do one or two types of tests on existing information, and three or more on new or significantly changed information. These tests can also coincide with your reviews. If you do this, then you may also be able to get the reviewers to be testers for you. This can also help focus the review and your reviewers will probably give you better and more relevant input. 



Information accuracy



Information accuracy testing should be done for all tasks and procedures in your information. Typically, you would do these before your second review.



Following is a list of possible ways to do information accuracy testing. They are listed in the order in which you are likely to perform them, if you did all of them.



Ÿ Get access to an AS/400 (if appropriate) and the product that you are documenting and run through the steps yourself. This way is useful for new information that doesn't already have a process created. You may need some technical assistance or an I0 package to guide you. This method is also good for getting to know the capabilities of the product you are writing about. 

Ÿ Show the steps to your developers and have them verify that they are accurate and complete. This way is good to check the technical accuracy of the steps. If you created the steps after working with the product, you may have missed something important or optional tasks that developers can let you know about. For existing information, they can also tell you if something is changing from how it was done in a previous release. 

Ÿ Give the instructions to people in the lab to use when they do testing. This way is one of the best for getting valuable feedback about the steps and how they are done in the real world. The lab workers can inform you of steps that are missing. They may also catch undocumented problems and pitfalls. 

Ÿ Give the instructions to other people (especially customers) and have them go through the steps to make sure that everything works. This is also one of the best ways for getting valuable feedback about the steps and how they are done in the real world. Watching real users helps you identify where people need more or less help and where they make common mistakes.



Testing the Structure and Organization Of Topics



Test Items for Topics�Results��1. Check the navigation bar   

The twistie in the navigation bar expands. 

The correct kickoff article is displayed in the right pane. 

A “What’s New” topic and a “Print this topic” appear (in that order) immediately below the topic heading in the navigation bar.���2. Check titles  



Note: Check with the writer to determine if the navigation bar is HTML sourced or SGML sourced.  



HTML-sourced navigation bars: The name of the navigation bar link does not have to match the article title. However, the titles need to be sufficiently similar so the reader knows they are related.  

SGML-sourced navigation bars: The name of the navigation bar link matches the title of the article.���3. Check content  

Text is easily scanned for quick grasp of important elements (ie. paragraphs are not too long and groups of paragraphs are broken up with headings). 

Content seems to answer the user question implicit in the article title (ie. only one topic exists per heading). 

Content detail, organization, and length seem appropriate for the title. 

Pictures enhance the content and do not simply reiterate content.

���4. Check links   

In general, a parent article will introduce its children in lists. Links to peripheral information (as opposed to children) appear inline with text. Ensure that links are presented in such a way to indicate what is next in sequence (children) versus what is peripheral. 

Link ends are used instead of xref links. Xref links are a one-for-one match with the text of the heading they are linking to. Link ends are much shorter and are customized. Link ends are preferred.   

Lists of links are bulleted. 

Lists of links (if there are more than 5 links) are categorized with subheadings for easy scanning. 

Links are introduced so it is understandable why they are included and where they are linking (match user’s expectations).

Links to the Internet have the Internet  .gif after the link words and include the alternate text mouse-over text.

 Links are appropriate. That is, are the links warranted?  Can the links be eliminated and necessary information be combined with the source article?�. .��5. Check footer 

Does the footer include links to the following: 

Information Center Home Page 

Legal 

AS/400 Glossary 

Feedback���6. If the article is a parent article, check for these things:   

The parent article introduces all its child articles in the order that they appear in the navigation bar. (You may need to expand the twistie in the navigation bar to see the children described in the right pane.) 

The link words for the children sufficiently match the link words for the titles of the children in the navigation bar so you can understand that they mean the same thing. 

The parent article introduces all its children in enough detail so that you understand what content you can expect to find in them and why you should go there.    

There are no stray articles in the navigation bar when you expand the parent's twistie that aren’t included as links in the content of the parent itself.   	���7. Start drilling down on the first child link by clicking on the link either in the navigation bar or in the article. Drill down as far as you can go in the hierarchy (until you get to the last child article) testing the items in steps 2 through 6.���8. Retrace your steps using the Back button until you are back to the topic level.  Drill down another child link and test the articles in the same way.���9. Repeat these steps until you have exhausted all the child links for this topic.���

Link testing



Link testing can verify your links work and can test your structure and organization at the same time. You can do any or all of the kinds of link testing, depending on your needs.



Ÿ Parent-child relationship testing checks to make sure that you have an overview article that links to all the articles under it (usually in the form of a list). 

Ÿ Multiple pathway testing is used to make sure that users can get through your topic by following links in either the navigation frame of the Information Center, or through the article content itself. 

Ÿ Predictability testing ensures that when someone follows a link in your document that the resulting target information is what was expected. You should do link testing before every review, including the electronic prototype review. You should do this especially before the last review to make sure that everything works like it should.



Retrievability testing



Retrievability testing is used to verify that your a user can find your information. The testing can be done with or without search.  Scenarios are used to test your retrievability. Use the scenarios found in the I0 document for your information, and potentially also other scenarios that you create. These scenarios are used to make sure that, given a certain situation or scenario, the user can find and use the appropriate information. Typically, you will want the tester to find a specific article

or articles from your information.



Scenario testing probably works best when done before the last review (since most of the structure and content is usually there). However, you may also want to do this testing around the time of the Electronic Prototype to make sure that the information is organized logically. Of course, doing it at this point, you probably will not have much content in the information, so you are just testing organization and whether the tester can find the information, not whether they can complete the scenario.



Testing Retrievability with Search



Scenario 1

Now that you are satisfied that AS/400 NetServer is the answer, you have determined that all PC clients must be configured to take advantage of this function. Find the information that tells you the specific directions on how this is done so that you can relay it to the employees who have to configure their PCs themselves.



Search word/phrase�Expected Article�Rank�Number of hits�Checklist items/Comments��Install Netserver�Getting started with AS400 NetServer/Setting up your PC client to use AS/400 NetServer�����Configure Netserver������Setting up PC client������PC client������Configure PC������



Testing Retrievability without Search



Note: The retrievability scenarios should be executed without using full-text search.



Scenario 2	

As one of the network administrators for a large company, you would like everyone in the office to be able to share files and printers that are managed by your AS/400. However you don't want to install any additional software. You have heard that AS/400 NetServer is a function that may be an option. Find out if this is true and what the prerequisites would be.



Number of clicks �Number of mins.�Comments������





Task Testing of Topics



Scenarios�Results/Comments��Review TCP/IP addressing to understand the types of  TCP/IP addresses that are mentioned in the procedures�

��Plan your TCP/IP configuration by installing required software and gathering the configuration information you need about your environment.���Configure TCP/IP on your AS/400 using Operations Navigator and configuration wizards to complete the tasks.���Install TCP/IP. The licensed program TCP/IP Connectivity Utilities for AS/400 (5769-TC1) is shipped with OS/400 but installed separately

���

Other Testing Activities 



Information Center Blitz testing

The Blitz test activities are simply a group of people from UT who volunteer to test a particular area of the Information Center at a point during the release. They will review topics for link problems, inconsistent or incorrect article construction, and to ensure that the Information Center has a consistent look and feel. It also helps to catch problems that may not otherwise have been noticed. 



The number and scope of blitz testing is documented in the Information Center I0. There is normally at least one blitz test of the Information Center during the development cycle. It usually happens near the end of the cycle, between the time you do review 2 and review 3.



Blitz testing is basically just link testing. They test links, organization, predictability of links, and parent-child relationships. Testers probably will have no technical experience with your information, but will see if they can make it through successfully by following links.



Testers create PTRs for problems that they find. You need to answer these and fix the problems as soon as possible.



Test Team

UT has an organized test team that covers testing for the entire UT area. Depending on resource and release size, certain topics received test team support. This team provides more of the overall testing for the Information Center, Operations Navigator, PDF CDs and the overall look and feel of all deliverables.















Chapter 8. Finishing Touches



Once you have completed the Review 3 Inspection and all testing for your information is complete, you can get the information ready for the writing assistants who will package it all up and send it off to the translation centers. This section discusses the things you need to know to get to this point and to wrap up the information:



Who the writing assistants are and what they do

What you have to do to get your information to the writing assistants

Templates you can use for R3 Inspection and I0 minutes



Writing Assistants

The Writing Assistants are Faye Conway and Lori Roschen. Your team leader or product designer will be able to tell you which writing assistant that you will need to work with for your information. The Writing Assistants have several roles and responsibilities that coincide with your work as a writer.



Areas of responsibility:



Faye Conway�Lorie Roschen�����



Helping you with SGML and HTML problems

Helping you resolve build problems

Receiving your finished product and send it to the Translation Centers



SGML and HTML problems



The writing assistants can help you if you are having problems with SGML or HTML.



If you are using SGML, the writing assistant can give you a manual and Self-Study Guide to help you learn how to use it. They can also help with problems with using Workbench, and with advanced SGML questions that are not covered in the study guides.



For HTML, they can help you resolve problems with code that doesn’t work how you want it to work (like if a table is not displaying properly, or if a link is not working).



Build problems

You should go to your Writing Assistant if you have a build problem that you are unable to fix on your own. They can help you do troubleshooting, and can often help you fix the problem before the next build.



Receiving finished information products



The Writing Assistant receives your finished product and gets it ready for the Translation Centers. They also check to make sure that all the required information is in CMVC and ready. You must turn in your information to your writing assistant by 8 am of the day it is due.







Your responsibilities for finalizing the information



Before you can give your finished information to the Writing Assistant, you need to make sure that it has been successfully moved through the stages of the build (no errors). Complete the following steps:





Step 1: Complete the appropriate checklist for your information. You’ll need to print and store the following files in CMVC:

xxxxxpdf.log (the series of Xs represent your component id. For example RZAHQpdf.log).

xxxxxPS.log (the series of Xs represent your component id. For example RZAHQps.log).





Step 2: Prepare a README.txt file that indicates any special information that the translation centers may need to know. See the example below:



�









Save the file as README.txt and store it in your CMVC library.



All build logs from the last successful build (this build should have been successful at least the day before you have to give it to the Writing Assistant since the build will probably not be complete by 8 am of the due date). A completed checklist for your information. In addition, you will need to store the following files in your product’s CMVC directory: 

README file. This is a text file (called readme.txt) in which you note anything important about your information, or anything that may cause confusion for translators. This could include accepted build problems, build problems for which there is no solution, additional files (like additional PDFs or images) that must be sent with the information. Example

For SGML, EEA files like clarity.txt and eea.trm. These files show your EEA scores and defined terms for your information.

For HTML, the checkpii.sum file which shows information about your files that is valuable for hte Translation Centers.

Completed checklist file (the same one that you give to the writing assistant). 

I0 meeting minutes with names of attendees and comments and issues with their resolutions.

R3 Inspection meeting minutes and technical sign-off.























Chapter 9. Dictionary of terms and acronyms



It won’t be long before you become aware that IBM speaks in a plethora of acronyms and terms. The following list contains a few of the more commonly used:



AS/400: The Application System/400 is a midrange system that was introduced in 1988 by IBM. The term AS/400 generally refers to the hardware, while OS/400 refers to the software. The AS/400 comes in a wide range of models. The low end starts with smaller, one-processor systems intended for development shops and departmental computing. The larger, multiprocessor AS/400s compete with the smaller mainframes, in terms of performance.

CAI: Component Architecture Inspection. Serves as a high-level design and area of focus for a particular topic or component, such as Security for a particular release. 

DCR: Design Change Request. The DCR is used to track your particular topic/project. It includes information on critical dates, contacts, graphics support, etc.... 

Green screen (5250 emulation session): The command line interface that previously represented the interface for the AS/400. A similar analogy, although not entirely accurate, could be drawn between MS-DOS and Windows.

ISV: Independent Software Vendor.

ITSO: International Technical Support Organization. An area within IBM that developed and published IBM Redbooks. They develop and deliver skills, technical know-how, and materials to technical professionals of IBM, Business Partners, customers, and to the marketplace generally. Individuals in User Technologies have participated in the past to develop Redbooks and Workshops at the ITSO in their  residencies. A residency is typically a 4–5 week period of learning and writing that represents a significant opportunity to further your skills in a particular area. For more information, see http://www.redbooks.ibm.com/.

I0: Inspection Level 0.

Line item: Once a strategic area of development are decided upon by the Rochester Lab, a statement of work, or line item, is created to document the effort. Owners of the line item will document such things as a brief description of what the work is about, what areas will be affected when this work has been approved, and how much time will be required to complete the job.

LUG: Large User Group. A collection of our customers that represent a significant investment to IBM. Examples include Coca-Cola and Kraft. 

MRI: machine readable interface. Represented the online help for the 5250 (green screen) version of the AS/400 Interface. It may often be used to represent our current online help written for Operations Navigator.

Operations Navigator: Otherwise known as  Ops Nav, Operations Navigator represents the next generation of graphical user interface for the AS/400.

PartnerWorld for Developers: A group comprising AS/400 Business Partners, Independent Software Vendors, and Consultants that use support and services from the AS/400 Division. The group works directly with Rochester developers to improve their application package and incorporate new functions on the AS/400.

Persona: A blueprint of a representative user; a compilation of specifics from your observations and interviews of actual customers.

PID: See PartnerWorld for Developers.

PM: Person Month. Used to represent a months work.

PTF: Program temporary fix or problem tracking form

PTR: Program trouble report or problem tracking report (product development).

PY: Person Year. Used to represent a years work.

RTF: Rich Text Format. Is used in UT to represent online help that is developed in the C++ programming language and the Win32 format.

SAI: System Architecture Inspection. Documents a high level description of the Information plans. For example, the SAI will communicate to User Technologies and the Rochester Lab that the way we present our information will change to accommodate for ease-of-use for the customer.

SCEM: Software Chief Engineering Manager

SE: System Engineer

TCEM: Technical Chief Engineering Manager.

Umbrella Schedule: The 2E is responsible for designing the UT Umbrella schedule. The Umbrella schedule communicates to the area the critical dates that we need to be aware of during a particular development period, such as V5R1. It includes UT-specific dates while keeping in mind the key dates for delivery of the AS/400 to our customers.

UT: User Technologies. Also known to the Rochester Lab as Information Development (ID).

2E: Second Line Execution Manager.































































Chapter 10 Helpful URls and Reference Information



User Technologies specific



Information Center

http://infocntr/ (Internal)

http://publib.boulder.ibm.com/html/as400/infocenter.html (External)



Technical Studio

      http://www.as400.ibm.com/tstudio/



Operations Navigator homepage: AS/400 Operations Navigator: The graphical interface for managing the AS/400.

       http://www.as400.ibm.com/oper_nav/welcome.htm



Rochester CMVC UT Cookbook: Detailed description of getting started and using CMVC.

http://w3.rchland.ibm.com/projects/ID/workbnch/rchcmvctfrm.htm

	

UT Info: Online repository for information related to working at User Technologies.

http://w3.rchland.ibm.com/projects/ID/utinfo/utinfo.htm



Web Review Cookbook for Rochester User Technologies: Detailed description of getting started and using the Webreview tool.

http://w3.rchland.ibm.com/projects/ID/utinfo/revufile/webreviewtfrm.htm

	

Web Review logon page: Where to go to begin submitting your topics for review using the Webreview tool.

http://w3.rchland.ibm.com/projects/dev2000/webreview/rchWelcome.shtml



Advisors: Instructions, demos, and resources for those doing advisors

http://w3.rchland.ibm.com/~seyer/advisor/



Artwork homepage

http://w3.rchland.ibm.com/~klmcw/



UT Education on User-Centered Design: Misc info about UCD

http://w3/projects/ID/educate/UCD/ucd.htm



Technical Writing 



XML.com: Anything you want to know about XML

http://www.xml.com



TECHWR-L: Home site of the technical writer's email list. Includes archives of posts and useful links, as well as how to subscribe to the list

http://www.raycomm.com/techwhirl/index.html



"IBMIDDoc Language Guide and Reference": Still using SGML? Can't find a writing assistant to answer a question? Try this fairly extensive book.

http://w3.rchland.ibm.com:80/cgi-bin/bookmgr/BOOKS/IBMIDDOC/CCONTENTS



User-friendly manuals website: Pretty good web site for information

http://www.prc.dk/user-friendly-manuals/



Internet Resources for Technical Communicators: A good site for writers

http://www.interlog.com/~ksoltys/techcomm.html





AS/400 Specific



The IBM AS/400 homepage: News and information on the AS/400.

http://www.as400.ibm.com/	

	

IBM Redbooks (intranet): The homepage for the ITSO. Here you can find information on current and past redbooks as well as opportunities for residencies.

http://w3.itso.ibm.com/

	

AS/400 Resources: Special library page with links to AS/400 resources

http://w3.rchland.ibm.com/projects/library/as400.htm



AS/400 Network: News about AS/400 from outside IBM

http://www.news400.com/



IPLAN Homepage: Requires access. Easy access to all hardware plans

http://w3.rchland.ibm.com/projects/IPLAN/



Search400.com: The AS/400 Specific Search Engine: News about AS/400 from outside IBM

http://www.search400.com/





IBM Specific



Developing Quality Information: The title says it all.

       http://w3.stl.ibm.com/usertech/ecouncil/dqti/Output/pqtitoc.htm



Quality home page (ISO information): Ensures measurements and  reviews are in place which are customer or business based for the Enterprise Systems Group.

       http://w3.rchland.ibm.com/projects/quality/















�PAGE  �45�






�PAGE  �
39
�











Line Item Definitions:



Create: Line items in this category are works in process.

Sizing: This status is for line items that are currently going through the Plan Change Process to be added, or had been through the process unsuccessfully. Status flow: Create --> Sizing

Candidate: This status is to be used only for line items that are being considered for the overall AS/400 plans. If the line item doesn’t make it into a Concept Funded status, then the status could be set back to New or set to Closed. 

Status flow: Create --> Sizing --> Candidate --> Concept Funded

Concept Funded: This status is the most common  In-plan status for line items that are either newly added to the AS/400 plans or have been added as a result of the Fall Plan building work. Status flow: Create --> Sizing --> Concept Funded

Plan Funded: This status is achieved once a line item has met certain criteria. This is the last active status of a line item prior to the delivery of the line item as part of the specified release or product. Status flow: Create --> Sizing --> Concept Funded --> Plan OR Create --> Sizing --> Plan Funded

Complete: Line items are moved to this status after the release or product in which the line item is identified is made Generally Available. There is no further work to be done on these line items, so once they are changed to Complete status, they will be archived. Status flow: Create --> Sizing --> Concept Funded --> Plan Funded -->

Complete OR Create --> Sizing --> Plan Funded --> Complete

Canceled: Line items in this status have been dropped from plan. 





Dear Reviewer,



The document is available for review. This is the first of X reviews for VXRX



Online Reviews



It is available for review as an online document at: http://w3.rchland.ibm.com/projects/dev2000/webreview/rchWelcome.shtml 

Ÿ	Select User Technologies Web Review. Please Note: You must have a valid AFS/DFS profile and password to use Web Review. 

Ÿ	The review packages display as links. Find the review you want and click on that link.

Ÿ	When you are in the text of the review, numbers associated with each topic appear at the left margin and between sentences. When you add a topic or sentence that you want to comment on, click on the number. The comment box will appear.

Ÿ	Choose a comment type by opening the Type window and selecting one of the types. The valid types are: Comment, Typo, Problem, and Issue.

Ÿ	Enter your review comment in the comment box and press the submit button to record your comment.

Ÿ	When you are finished with your review, close your browser.



Comments



Please focus on the following:

Technical accuracy

Completeness (are ant topics missing?)

Examples (Are they helpful)



Due Date



Please post your comments in Web Review by date



Confidentiality



This document is IBM Confidential and should not be distributed externally.



List of Reviewers



Name, title/function

Name, title/function

Name, title/function





Dear Technical Contact,



At this time, I must verify our documentation is accurate and has been reviewed. Please respond to the statement below:



I (have/have not) _______ reviewed the documentation for (enter topic name here)________ and agree that it is correct and accurate. 



Name___________, Title/Function____________





These articles were originally translated as part of the RZAJT component, APPC, APPN, HPR, and have been moved to their own component and user goal; namely, RZAHJ (Communications Management).












