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1. General Description
1.1 Overview & Key Characteristics
The Program Management Organization (PMO) Tracking Tool will provide a central system for the collection and communication of all projects being worked on by ITS.  The tool will provide a central place for Pima users to submit project requests and to track their status on an on-going basis.
The tool will benefit two key groups: the Pima user community and ITS Management.

Pima user community – will be able to submit requests through the PMO Tracking tool.  The tool will ensure that all information required to evaluate the project request is collected from the user.  Users will also have the ability to review their project request to see the status of their projects from submission of the request through approval, scheduling, development, and completion.

ITS Management – will be able to view all of the projects currently being worked on as well as the backlog of approved projects.  This will improve planning for future resources as skills requirements and staffing can be assessed and planned for.  Through communications with the other departments in the College, ITS will be able to ensure that priority projects are being addressed in a timely manner.

1.2 Approach
The PMO Tracking Tool will have 3 basic functions that will be leveraged by 2 user roles.  The 3 functions include:

· Project Submission form

· Reports

· Business Analyst Review / Update form

The two roles involved with the PMO Tracking Tool are that of a Pima User and the Business Analyst.  Pima Users will submit project requests and will also utilize the Reports to track the progress of their requests.  The Business Analyst will update all projects on a regular basis and monitor the project approval and delivery process.
2. Functional Requirements
	Index
	Section

	1.
	Roles

	2.
	Login Page

	3.
	Project Submission Form

	4.
	Business Analyst Home Page

	5.
	Business Analyst Review / Update Form

	6.
	Reports


These requirements have been revised by:
	Reference
	Persons
	Date

	A
	Kevin Bracy – initial draft
	10/3/06

	B
	Kirk Kelly, Kevin Bracy – draft review
	10/4/06

	C
	Sharon Blanton, Brian Basgen, Kevin Bracy, Sandra Hallenbeck, Mary Pappas, Kirk Kelly, Barry Gillaspie, Scott Ferguson, Louise Glogoff
	10/4/06


Assumptions:
	Index
	Assumption
	Design
	Build
	Test

	1.0
	A User is defined as anyone with a Pima network ID and associated login password.
	A
	
	

	2.0
	All pages must contain a ‘Logout’ function that will log the user out of the tool when clicked.
	A
	
	


Requirements:

	Index
	Requirement
	Design
	Build
	Test

	1.
	Roles
	A
	
	

	1.1
	User
	A
	
	

	1.1.1
	All Users must log into the PMO Tracking Tool.
	A
	
	

	1.1.2
	Users will have the ability to submit projects to the PMO Tracking Tool.
	A
	
	

	1.1.3
	Users will have access to the Reports section of the PMO Tracking Tool.
	A
	
	

	1.1.4
	Users will not have the ability to modify any data once a project has been submitted to the PMO Tracking Tool
	A
	
	

	1.2
	Business Analyst
	A
	
	

	1.2.1
	Business Analyst will have the ability to modify all project information with the exception of the submission date / time.
	A
	
	

	1.2.2
	Business Analyst will have the ability to submit projects to the PMO Tracking Tool.
	A
	
	

	1.2.3
	Business Analyst will have access to the Reports section of the PMO Tracking Tool.
	A
	
	

	1.3
	Access to the PMO Tracking Tool will only be granted to Pima users.
	A
	
	

	2.
	Login Page
	A
	
	

	2.1
	Everyone must enter their Pima network ID and password for admittance to the PMO Tracking Tool.
	A
	
	

	2.2
	User Landing Page
	A
	
	

	2.2.1
	All users should be presented with the Project Submission Form upon login.
	A
	
	

	2.2.2
	Users should have the ability to click to the Reports page.
	A
	
	

	2.3
	Business Analyst Landing Page
	A
	
	

	2.3.1
	The Business Analyst should be presented with the Business Analyst Home Page.
	A
	
	

	2.3.2
	The Business Analyst should have the ability to click to the Reports page or to the Project Submission Form.
	A
	
	

	3.
	Project Submission Form
	A
	
	

	3.1
	All information captured with respect to a project must be stored for future reference.
	A
	
	

	3.2
	The following fields are required on the submission form:

· Project Title

· Project Description

· Project Category

· External Mandate

· College / Capital Plan

· Desired Delivery Date

· Project Requestor

· Requestor Department
· Primary Contact 

· Primary Contact Phone #

· Primary Contact Email

· Cabinet Level Sponsor
	C
	
	

	3.3
	Project Category and Category Description must have one of the following values:

· 1 - Compliance / Critical Support / Updates
· 2 - Initiative from the Chancellor

· 3 - College Plan / Capital Plan

· 4 - Security Risk Aversion
	A
	
	

	3.4
	External Mandate must be answered with a ‘Yes’ or a ‘No’
	A
	
	

	3.4.1
	If the answer to the External Mandate is ‘Yes,’ then two additional required fields should be presented to the user for completion:

· Type

· Compliance Date
	A
	
	

	3.4.1.1
	Type must have one of the following values:

· Federal

· State

· Software
	A
	
	

	3.4.1.2
	Compliance Date must be a date equal to the current date or in the future.
	A
	
	

	3.4.1.3
	Compliance Date should be presented in the following format: MM / DD / YYYY
	A
	
	

	3.4.2
	If the answer to External Mandate is ‘No,’ then the page should do nothing and the Compliance Date and Type should be left blank.
	A
	
	

	3.5
	College / Capital Plan must be answered with a ‘Yes’ or a ‘No’
	A
	
	

	3.5.1
	If the answer to the College / Capital Plan is ‘Yes,’ then two additional required fields should be presented to the user for completion:

· Strategy / Line #
· CP Date
	C
	
	

	3.5.1.1
	Strategy / Line # should be an ad-hoc field
	A
	
	

	3.5.1.2
	CP Date must be a date equal to the current date or in the future.
	C
	
	

	3.5.1.3
	CP Date should be presented in the following format: MM / DD / YYYY
	A
	
	

	3.5.2
	If the answer to College / Capital Plan is ‘No,’ then the page should do nothing and the Strategy / Line # and CP Date should be left blank.
	C
	
	

	3.6
	Desired Delivery Date
	A
	
	

	3.6.1
	Desired Delivery Date must be a date equal to the current date or in the future.
	A
	
	

	3.6.2
	Desired Delivery Date should be presented in the following format: MM / DD / YYYY
	A
	
	

	3.7
	Project Requestor
	A
	
	

	3.7.1
	The Project Requestor should be defaulted to the value of the person that is currently logged into the site.
	A
	
	

	3.7.2
	Phone number should be formatted for a 10 digit phone number with the area code (520) and the prefix (206) defaulted.
	C
	
	

	3.7.3
	Email address should be defaulted to the Pima email address of the person that is currently logged into the site.
	C
	
	

	3.8
	Cabinet Level Sponsor must have one of the following values:

· Roy Flores, Chancellor

· Suzanne Miles, Provost and EVC for Academic Services

· Jana Kooi, Community Campus President

· Richard Duran, Desert Vista Campus President

· Johnson Bia, Downtown Campus President

· Raul Ramirez, East Campus President

· Sylvia Lee, NW Campus President (Ken Sternstein)

· Louis Albert, West Campus President
· Charlotte Fugett, EVC for Administration

· David Bea, VC Finance

· Sharon Blanton, VC IT

· Jacquelyn Jackson, Director of Government Relations

· Thomas Tomasky, Senior Assistant to the Chancellor
	A
	
	

	3.9
	Non-form Data – the following information about the project should be captured for future reference, but will not be displayed on the form
	A
	
	

	3.9.1
	All projects should be assigned a project number at the time of submission.  In general project numbers should be sequential.
	A
	
	

	3.9.2
	The submission date and time should be captured for all projects.  The date / time will be determined by the time when the user clicks on the ‘Submit’ button on the Project Submission Form.
	A
	
	

	3.9.3
	All projects submitted through the Project Submission form should have a status of ‘Submitted’ assigned to the project.
	A
	
	

	3.10
	Form processing
	A
	
	

	3.10.1
	Users will be presented with a ‘Submit’ and ‘Cancel’ button on the Project Submission form.
	A
	
	

	3.10.1.1
	When the user clicks on the ‘Submit’ button, the data should be committed to the database and the user should be presented with a confirmation page with the following:

Thank you for your project request.  Project Project #: Project Title has been received as of Submit Date / Time.  Your project will be reviewed by IT and someone will contact the Primary Contact in the next few days with an update on your project.

Click here to return to the Project Submission Form.

	C
	
	

	3.10.1.2
	When the user clicks on the ‘Cancel’ button, the Project Submission Form should be cleared of all user entered data and a new form should be presented to the user
	A
	
	

	3.11
	Primary Contact
	C
	
	

	3.11.1
	The Primary Contact should be defaulted to the value of the person that is currently logged into the site.
	C
	
	

	3.11.2
	Primary Contact Phone number should be formatted for a 10 digit phone number with the area code (520) and the prefix (206) defaulted.
	C
	
	

	3.11.3
	Primary Contact Email address should be defaulted to the Pima email address of the person that is currently logged into the site.
	C
	
	

	3.12
	Requestor Department
	C
	
	

	3.12.1
	Requestor Department should be an ad-hoc field that the user completes.


	C
	
	

	4.
	Business Analyst Home Page
	A
	
	

	4.1
	The Business Analyst should be presented with a list of the first 25 projects.  Must have the ability to move backwards and forwards through the complete list of projects in increments of 25.
	A
	
	

	4.1.1
	Projects should be sorted by the Project Status Number in ascending order and then by Project Number in ascending order.  Project Status Numbers and Project Status are as follows:


(1) Submitted



(2) Investigate



(3) Approved



(4) Scheduled



(5) Development



(6) User Test



(7) Complete


(8) Rejected
	A
	
	

	4.1.2
	Business Analyst should have the ability to modify the sort criteria (ala Excel Auto Filter) for viewing projects on the page.
	A
	
	

	4.1.3
	The following information should be presented on the Business Analyst Home Page:

· Project Number

· Project Title
· Project Category

· Desired Date

· Scheduled Date

· Cabinet Level Sponsor

· Project Size
	A
	
	

	4.1.4
	The Project Number for each project listed should be a hyper link to the Business Analyst Review / Update Form.
	A
	
	

	5.
	Business Analyst Review / Update Form
	A
	
	

	5.1
	All information captured with respect to a project must be stored for future reference.
	A
	
	

	5.2
	The following fields are required on the review / update form:

· Project Number (un-editable)

· Project Title

· Project Description

· Project Submit Date / Time (un-editable)

· Project Category (drop down selections)

· Project Status (drop down selections)

· Reason (if applicable)

· Scheduled Date

· External Mandate (Yes / No – with additional field requirements per above)

· Additional Fields as appropriate

· College / Capital Plan (Yes / No – with additional field requirements per above)

· Additional Fields as appropriate

· Desired Delivery Date

· Project Requestor

· Requestor Department 

· Primary Contact

· Primary Contact Phone #

· Primary Contact Email

· Cabinet Level Sponsor (drop down selections)

· Project Manager (drop down selections)

· Project Manager Department (auto determined by PM)

· Project Size (drop down selections)

· Project Completion Date

· Functional Area
	C
	
	

	5.2.1
	All fields with additional requirements as outlined in section 3. Project Submission Form will have the same requirements in this section
	A
	
	

	5.2.2
	Project Managers and Project Manager Departments should have one of the following values:

· Kirk Kelly, IT
· Barry Gillaspie, Development Services

· Don Wahl, Development Services

· Mary Pappas, Technical Services

· Brad Mathis, Technical Services

· Juanita Alvarez, Technical Services

· Chris Bonhorst, Technical Services

· Vanya Cooper, Technical Services

· William Spencer, Technical Services

· Brian Basgen, Security

· Scott Ferguson, Network Services

· Jim Phillips, Network Services

· Ross Zimmerman, Network Services

· Cynthia Dooling, Client Services

· Louise Glogoff, Web Services
	A
	
	

	5.2.3
	Project Size should have one of the following values:

· Large

· Medium

· Small
	A
	
	

	5.2.4
	Non-form Data – the following information about the project should be captured for future reference, but will not be displayed on the form
	B
	
	

	5.2.4.1
	Project Size Definition should be stored in the database for reporting purposes.  The following definitions apply:

· Large = “> 80 hours”

· Medium = “16 – 80 hours”

· Small = “< 16 hours”
	B
	
	

	5.2.5
	The Reason field is only required when the Project Status = Rejected.  When Project Status = Rejected, the Reason field must be completed and should have one of the following values:
· Not Feasible

· Not a Cabinet Priority

· Withdrawn by Project Requestor
· Duplicate
	A
	
	

	5.2.6
	Project Completion Date
	A
	
	

	5.2.6.1
	Project Completion Date must be a date equal to the current date or in the future.
	A
	
	

	5.2.6.2
	Project Completion Date should be presented in the following format: MM / DD / YYYY
	A
	
	

	5.2.6.3
	Project Completion Date is only required when Status = Complete
	A
	
	

	5.2.7
	Scheduled Date
	A
	
	

	5.2.7.1
	Scheduled Date must be a date equal to the current date or in the future when it is first being filled in.  On updates, Schedule Date may be a date in the past.
	A
	
	

	5.2.7.2
	Scheduled Date should be presented in the following format: MM / DD / YYYY
	A
	
	

	5.2.7.3
	Scheduled Date is not required when Status = Submitted, Investigate, Approved, or Rejected.  For all other statuses, Scheduled Date must be completed.
	A
	
	

	5.2.8
	Functional Area will be defined with the following values:

· Finance

· Registrar

· To be Completed by Kirk
	C
	
	

	5.3
	Form processing
	A
	
	

	5.3.1
	Business Analyst will be presented with a ‘Submit’ and ‘Cancel’ button on the Project Review / Update form.
	A
	
	

	5.3.1.1
	When the Business Analyst clicks on the ‘Submit’ button, the data should be committed to the database and the page should return to the Business Analyst Home Page.
	A
	
	

	5.3.1.2
	When the user clicks on the ‘Cancel’ button, the Review / Update Form should be refreshed with the data that is currently stored in the database.
	A
	
	

	6.
	Reports
	A
	
	

	6.1
	Reports page
	A
	
	

	6.1.1
	The reports page should list the available standard reports.
	A
	
	

	6.1.2
	The reports page should include links to the other pages that are available to the role that is currently logged in (User: Project Submission Form) (Business Analyst: Project Submission Form and Home Page)
	A
	
	

	6.1.3
	Pending report delivery method, user should have the ability to click on terms that have a visual cue and be presented with a definition of that term.  Terms to be defined include:

· Project Manager

· Schedule Date

· Project Size
	C
	
	

	6.2
	Project Funnel (Open projects by Status)
	A
	
	

	6.2.1
	This report should have a header row for each status.  The header row should indicate the Status that is being represented and a count of the projects that are currently listed in that status.
	A
	
	

	6.2.2
	Status rows should be sorted by the Project Status Number in ascending order.
	A
	
	

	6.2.3
	Within each status, projects should be sorted by Project Number in ascending order.
	A
	
	

	6.2.4
	For each project, the following information should be displayed:
· Project Number

· Project Title

· Project Category

· Desired Delivery Date

· Scheduled Date

· Compliance Date

· CP Date
· Project Size

· Project Manager
	C
	
	

	6.2.5
	All projects that have a status equal to one of the following should be displayed:
· Submitted

· Investigate

· Approved

· Scheduled

· Development

· User Test
	A
	
	

	6.3
	Project Volume by Cabinet position
	A
	
	

	6.3.1
	The first section of this report will list the total number of open projects by Cabinet Level Sponsor.
	A
	
	

	6.3.1.1
	Cabinet level positions should be listed alphabetically by the Cabinet member’s last name.
	A
	
	

	6.3.1.2
	List the total number of projects for each Cabinet Level Sponsor where Status does not equal ‘Completed’ or ‘Rejected’
	A
	
	

	6.3.2
	The next section of the report will list all of the projects sponsored by each Cabinet member by status.
	A
	
	

	6.3.2.1
	There should be a header row for each Cabinet member.  The header row should indicate the Cabinet member’s name and title and a count of the projects that are currently sponsored by this Cabinet member.
	A
	
	

	6.3.2.2
	Cabinet rows should be sorted alphabetically by Cabinet member in ascending order
	A
	
	

	6.3.2.3
	For each Cabinet member, projects should be sorted by Project Status Number in ascending order and then by Project Number in ascending order
	A
	
	

	6.3.2.4
	For each project, the following information should be displayed:

· Project Number

· Project Title

· Project Status

· Project Category

· Desired Delivery Date

· Scheduled Date

· Compliance Date

· CP Date
· Project Size

· Project Manager
	C
	
	

	6.3.2.5
	All projects that have a status equal to one of the following should be displayed:

· Submitted

· Investigate

· Approved

· Scheduled

· Development

· User Test
	A
	
	

	6.3.2.6
	For any Cabinet member that does not have any projects assigned, there should still be a header row with 0 as the number of projects indicated.
	B
	
	

	6.4
	Project Volume by Project Size
	A
	
	

	6.4.1
	The first section of this report will list the total number of open projects by Project Size.
	A
	
	

	6.4.1.1
	Project Size should be in the following order: Large, Medium, Small.
	A
	
	

	6.4.1.2
	List the total number of projects for each Project Size where Status does not equal ‘Completed’ or ‘Rejected’
	A
	
	

	6.4.2
	The next section of the report will list all of the projects by Project Size by status.
	A
	
	

	6.4.2.1
	There should be a header row for each Project Size.  The header row should indicate the Project Size, Project Size Definition, and a count of the projects that are of that Project Size.
	B
	
	

	6.4.2.2
	Project Size rows should be listed in the following order: Large, Medium, Small.
	A
	
	

	6.4.2.3
	For each Project Size, projects should be sorted by Project Status Number in ascending order and then by Project Number in ascending order
	A
	
	

	6.4.2.4
	For each project, the following information should be displayed:

· Project Number

· Project Title

· Project Status

· Project Category

· Desired Delivery Date

· Scheduled Date

· Compliance Date

· CP Date
· Project Manager
	C
	
	

	6.4.2.5
	All projects that have a status equal to one of the following should be displayed:

· Submitted

· Investigate

· Approved

· Scheduled

· Development

· User Test
	A
	
	

	6.5
	Project Due Date
	A
	
	

	6.5.1
	Projects should be sorted by Schedule Date in ascending order, then by Project Status Number and finally by Project Number, both in ascending order.

For those projects that do not have values for Schedule Date, the following rules apply:

· All projects where Schedule Date = NULL AND (Compliance Date OR CP Date = NOT NULL) should be listed at the beginning of the project list where projects will be listed by Compliance Date in ascending order and the secondary sort will be CP Date in ascending order.

· All projects where Schedule Date = NULL AND Compliance Date = NULL AND CP Date = NULL should be listed at the end of the project list where projects will be listed by Project Number in ascending order.
	C
	
	

	6.5.2
	For each project, the following information should be displayed:

· Scheduled Date

· Compliance Date

· CP Date
· Project Number

· Project Title

· Project Status

· Project Category

· Project Size

· Project Manager
	C
	
	

	6.5.3
	All projects that have a status equal to one of the following should be displayed:

· Submitted

· Investigate

· Approved

· Scheduled

· Development

· User Test
	A
	
	

	6.6
	Completed Projects (by date range)
	A
	
	

	6.6.1
	When this report is selected by the user, the user should be prompted to enter START and END dates.
	A
	
	

	6.6.1.1
	START and END dates should be presented in the following format: MM / DD / YYYY
	A
	
	

	6.6.2
	All projects with Project Status = Complete and where the Completion Date >= START date and Completion Date <= END date should be listed.  Projects should be sorted by Completion Date in ascending order, then Project Number in ascending order
	A
	
	

	6.5.2
	For each project, the following information should be displayed:

· Submitted Date

· Completion Date

· Scheduled Date

· Compliance Date

· CP Date
· Project Number

· Project Title

· Project Category

· Project Size

· Project Manager
	C
	
	

	6.7
	Ad-hoc Reporting
	A
	
	

	6.7.1
	For situations where additional reporting or data analysis is required, there needs to be a mechanism that enables the user to download information from the PMO Tracking Tool to a csv or other Excel accessible format.  All project information should be included in the download.
	A
	
	

	6.8
	Projects by IT Department
	C
	
	

	6.8.1
	The first section of this report will list the total number of open projects by Project Manager Department.
	C
	
	

	6.8.1.1
	Project Manager Department should be listed in alphabetical order.
	C
	
	

	6.8.1.2
	List the total number of projects for each Project Manager Department where Status does not equal ‘Completed’ or ‘Rejected’
	C
	
	

	6.8.2
	The next section of the report will list all of the projects by Project Manager Department by status.
	C
	
	

	6.8.2.1
	There should be a header row for each Project Manager Department.  The header row should indicate the Project Manager Department and a count of the projects that are assigned to Project Manager Department.
	C
	
	

	6.8.2.2
	Project Manager Department rows should be listed alphabetically.
	C
	
	

	6.8.2.3
	For each Project Manager Department, projects should be sorted by Project Status Number in ascending order and then by Project Number in ascending order
	C
	
	

	6.8.2.4
	For each project, the following information should be displayed:

· Project Number

· Project Title

· Project Status

· Project Category

· Desired Delivery Date

· Scheduled Date

· Compliance Date

· CP Date
· Project Manager
	C
	
	

	6.8.2.5
	All projects that have a status equal to one of the following should be displayed:

· Submitted

· Investigate

· Approved

· Scheduled

· Development

· User Test
	C
	
	


Note: items highlighted in blue are nice to have features but are not required for implementation.
3. System Design – Diagrams
3.1 Functional System Design:

See additional documents for screen mock-ups and report layouts.
· PMO Tracking Tool page design.ppt

· PMO Tracking Tool Reports.ppt
3.2 Physical System Design:
This section is to be completed by the Technical Design analyst.

























































Page 2 of 18
Document Name

Revision Date


