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1. Provide trainees basic technical information needed to be
effective Users of the ECM Tool

2. Provide understanding of ECM Process
3. Answer questions and capture suggestions from trainees
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Background - FSA Enterprise Change

Management (ECM) Effort

Enterprise Change Management (ECM) is all about integration
and visibility to change across FSA.

Application Teams Data Center(s) Enterprise Stakeholders

Enterprise Change Requests (CRs) Requiring Management

1T S I -
ECM Tool & Process

Provides Application Teams, Data Centers and Enterprise Stakeholders
single points of reference and a common understanding of the CR Process,
enhancing integration and increasing visibility to change across FSA.
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Background - FSA Enterprise Change

Management (ECM) Process and Tool TR

ECM Process: ECM Tool:
Submitted «
_— L | “CCRB |— — — Closed
Drafted Datatgente Proposed Review” Scheduled Resolved buccessfully

Application Teams Data Center(s)

.i\

D Enterprise Change Requests (CRs) Requiring Management ﬁ D

ECM Tool & Process
-Focused on capturing CRs formally submitted to Data Center(s) (e.g. VDC)

-Used to log, and manage CRs across the Enterprise
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How does the ECM Tool Work?

ECM Tool:

Major ECM Tool Functionality Includes:

Change Request Submission Capability

Impact Analysis (“Other Systems Affected” by CR)
CR Funding Validation

Automatic Email Notifications

Query Capabilities

Printable Standard & Dynamic Reports

N o g A~ wbdhPE

Tool Enhancements Suggestion Submission
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1. Change Request Submission Capability

Each Submitted CR will always have a U
this will be the “CR Tracking Number of

nique ECM Tracking Number...

\

“CR #s of
ECM Tool Record”

» Tool CR
Submission
Form:

“The Tool simply automates the
existing VDC Change Request (CR)
Form” — ECM Tool User

Enterprise Change Management

”
Record
'; Rational Clearuest - Microsoft Internet Explorer . ;Iilll
J File EMs~yiew Favorites ook Help “ ek = - (D[4 ﬁ| Dlzearch  [&Favartes ¢ 4Histary |_.=j- SE-5Hizg08
JAgdress Iej http:Hmzwwdefau\t.asp j e

. R at 'i On a 'I' WWW.RATIONAL.COM CLEARQUEST HOME HELP ABOUT

the e-development company™ Database VDCMP

Ok Submit ChangeRequestForm YDCMP00000319
Cancel Main [Main (continued)] [Systems Affected] [Notes Log and History] [Contact Information] [Attachments]
Main

ID: VDCMP00000319 Data Center

Reference Number:

State: Submitted Other [
Reference Number:
Environment: I—;[ Other |—
Reference Number:
Titte: [
Description: =
[
Priority: [ |
Risk Assessment: | =]
[ =
q =23
5 T @t
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Change Request Submission Capability (contd.)

FEDERA I
STUDENT AlD|

“The Tool simply automates the existing VDC Change Request (CR) Form”

Former Standard Data Center (VDC)
Change Request (CR) Form (MS Word Document)

ECM Tool Web-based CR Form

CSC Change Request

Please be as detailed as possible

1a. Title of Change: Add applmgr to the mgm group

ee=-01FAEI HIF-498
BRational
Flelds 100 R MR E nOmORY Database VDCMP
capture . L
same info. _ Submit questForm VDI
— Muin [Main ;

Main
VICMPOOOO028S GCARS
Reference Number:
Submitted

1b. Detail Description:

Please add the user 'applmgr' to the ‘mgm’ group on FMS (HPV2).
This will allow this user to use Data Integrator for file transfers.
Please send an e-mail to requestor (eric.n.suzuki@accenture.com) when this is complete.

2. Systems Affected: HPV2

3. System Components affected: Data Integrator, MQSeries
4. Dependencies: None

5.Risk assessment: Low Risk
6. Requested implementation

Date: 03/06/2002

Time: any

7. Estimated duration of change (HH:MM): 00:30

8. Backout/Recovery Plan: remove the user from the ‘mgm’ group.

9. Estimated Backout time (HH:MM): 00:30
10. Requester’s information
a. Requester’s name: Eric Suzuki
b. Requester’s Work Phone number: 202-962-0743
c. Requester’s Pager Number:

Continued...

—

Priority:

Kk Avsesvanent; |

|_—V

Backout Recovery |
Plan:

Emergency |
Justification:

—

) Main (continsed) |5yt

Makn (contimed)
NOTE: Format for Date/ Time febds bs "MM/DDAY HHMM:SS'

Continued...

Database VDCMP

Contact Information

Requester’s Information
|
Emadl: .—|. Pager: |

Developer’s Information

Nasstve Phome;

P

Sume Phone:

—
Emaik: r | Pager:
Assignee’s Information

Name/Phone: | —
Emait: {—I Pager:

Data Center POC

Any file can be
attached to the
CR inthe ECM

Nume Phome:

I

Emmil:

Tool

Enterprise Change Management

Attachments

Attachments
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Change Request Submission Capability (contd.)

FEDERA I
STUDENT AlD|

Once the CR has been submitted into the system, updates to the
“State” of the CR are made by Selecting the appropriate “Action”
(Propose, Schedule, Resolve, Close etc.)

Users update the “State” of a
CR by clicking here:

’; Rational ClearQuest - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help A Back ~

D [0 2| Desearch GFavores OMeda B | By S FEEDR

=101

Address [&] hrtp: 14,201 15.228fcqwebflogon/deFauk asp

j G0 |Links @

WWW.RATIONAL.COM CLEARQUEST HOME

Database VDCMP

Rational

opment company™

HELP ABOUT

Backout/RecoverY |U1i]ize uninstall functionality of Service Pack

A | r| 4l

Operations | Submit | ChangeRequesiForm = LogOfT

The “State” of a CR indicates Workspac || .| Record#1 VDCMP00000422 Actions
the progress it has made B Personal G pain [Main (continued)] [Systems Affected] [Notes Lo Moy t Information] [Attachm
toward successful B WebQue  [gingle Tab Display] Dol
implementation and closure N : esuest Funing
(States are explained in detail [~ "5 Queries Main P
in slides 13 — 21 of this hange D: VDCMP00000422  Data Center
brieﬁng) \D;‘_L,:Eﬂ“\ Reference Number:

a5 CCR State: Submitted Other

b Pend Reference Number:

b Prqpt Environment: Dev. Other

b Eq & Reference Number:

ﬁ S:ﬁ; Title: Upgrade to Interwoven SP 2

& Selec [IRREECUELTIEN G e R s ey i i e

45 Selec Service Pack. & flesyster has heen created to stoxe the upgyadss files

45 Subrr

= Issue
45 Selec Priority: 4-Dynamic
O Reports | Risk Assessment: [l

|§f

€] Type record 1D here, then Enter

Enterprise Change Management
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2. Impact Analysis Data Capture

(“ Other Systems Affected”) LB A

ZJ Rational ClearQuest - Microsoft Internet Explorer : =] =]
File Edit ‘ew Favorites Tools Help ‘ {=Back » = - _) g 7at | @SEar(h (3] Favorites Q}Media g| ?jv =h - a ‘% L] g
Address [&] hitpijj4.20.15.228 jcoweblogonjdeFaul.2sp -] @ |Links »
3 * WWW.RATIONAL.COM CLEARQUEST HOME HELP ABOUT
atidaona
the e-development company™ Database VDCMP
Systems Affected 4l
ECM Tool oK

Primary System Affected: Impact Analysis Completed: Notification Group:

——— [Conce | | G =
- 5 “Other Systems

= Affe Cted LIAE System Components Affected (e.g. Websphere, Data Integrator, M(QSeries):

; |

[

Hardware Affected (e.g. su3Se7, HPL15):
|

Other Systems Affected: Other Notification Groups:
I | 3
! . g
| E 5
| E 5
| 3 S

[Main] [Wain (contimiedi] [Svstermns Affected] Notes T.oe and Historv [Contact. Tnff)ﬁnatinn@dtygﬂ
|.§L| l_l_l_ & Internet =
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Impact Analysis Data Capture (contd.)

FEDERAL
STUDENT AlID)

The FSA Impact Analysis Worksheet is to be completed and attached to All CRs
submitted into the ECM Tool. The Impact Analysis Template is available to all
ECM Tool Users as of 9/16 via the ECM Tool Support Repository section of the
FSA CIO Homepage on FSANet.

Trctreprine O e darmag eI
TEAInlrace e e Change Ranapeent e -Irpam Ans e Wh rhzhes

INTRODUCTION:

A impact anakess is a ktegralpartof avey chage process . The FSA Biactmchme Charee
Tfanagemert Process Inpact frabyes Workdeet 1s designed to apport the mpad anabe e wcocided
writh aprojected duarge to an FEA opstem . The Inpact ke Woobidhed is desizred to be oomplded
wifflirwe

trythie Sbmitive Team arod fhe Data Center and attacduedtothe Crge Feqpect that edcs 3
the ECH Tool.
ABBREVLATIONS
LR Change Requet
DL Data Cater
3T  Submitting Team
NOTE:
Tthe DC & ofgmatg a CF, it becomes the STir quertions 1 frogs 10 and il complates quedioee
11thmnggh 15.
. IHSTRUCTIONS FOR USE
|mpaCt AnaIyS|S T The 5T condnds & mpact ks E ard comp Jetes ™ aufom e team ™ poris of the form.
— H I Highlight awmrems omelomr).
FEDERAL |ntrOdUCt|0n and T e 2T attackes e oomp Teted Tpad arers wodki e o e TR
g T . Thee 5T Lstethe affected oysteme idatified orthis foom Ro the " O wer Affected Teteme ™ cerion
STUDENT AID Instructions for Use afth CR.
W% Help Pid Ameerics Throush Sch 4 | The STricesthe leve ofthe TR om "drf o "admit to T
— page 2 T | The DT Tecedres emadl rotiication of the CE.
0 [ The DT dranbadsthe afadwed mpad awnkse.
Enterprise Change Management (ECM) T &%}EW] Waﬁ%?ﬂ%&?ﬁ{ﬂi ]mi mmﬁmmdﬁﬁm
FS& Infrastructure Change Managemert Frocess The DT aifackes he updated mpad bk wodcheetiothe TR
. s T | The DT g the  LUkwer Adfected oetems s o of e (R 1 ae D Fue eeimes o agree
Impact Analysis Worksheet with itc Cancolidation sediok of this form.

CR TTLE & FOINT OF CONTACT | corp feid 4 e 572

¥
CRTile

September 16, 2002
‘ersion 2.0

T
DO for 5T

Dac Piovd : Sepuemha 12, 2002 Foge=?
o mlimuaus opos mdyaa 09 1o Ve ddoe
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Impact Analysis Data Capture (contd.)

FEDERA I
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The Impact Analysis is a series of questions that Application Team and Data
Center Resources consider in order to identify “Other Systems Affected” by CRs

under consideration

FEDERAL
STUDENT AID

Enterprise Change Management (ECM)

FS& Infrastructure Change Managemert Frocess
Impact Analysis Worksheet

September 16, 2002
‘ersion 2.0

Enterprise Change Management

Trcterprine CHuang e Marmag s T
FEATnMrace mcn e Change Manageasne Erocscr -Inpars Ans e ic We rhrhes

INMEFACTATATYSLS:

HT 1 Tha ofher appicatiore serrers TUET be dhanged atthe same time ¥
Trarmp g S ihc £T7

(K Ddsagre ) ADD:
(K [rsazres . DELETE:

F [ Whichspeciic esenmmble s nadime s Thmme snallhe dhazed sd mbdchhost dotherreade
omd

T T B e I

Tearg e S5 e 00
Agree  Drisagree

(K Dicagren). ADD:
(K Disagres ) DELETE:

Impact Analysis Fe_ [ Whet gp o s fhclad by T Garge”
Introduction and i
Instructions for Use 2
— page 2 5
KLL Ag;ﬁveLm Chimzes to Share List
(¥ Chargzes): AT

B ] Do this dhasge Tegaire avpdae o modficatiets produdie, sofbanre & common e T
cifbwer eeteme (e =, WTdbphere, Bbsraomer, Cracle 1t

Trampimd 3y e 117

ez Mo Thbnoan

(H Fes): Wt pp Beatiores e fhi commer softrmre?

Eary By e DTY
Agree  Diswree

(K Ddsngree).  ADD:
(K Dicazre ). DELETE:

Daar Pumad : Spueahia 12, 2007 Foge 3
fmnfimuunns | mpoa mdeaa 09 1o 02% 0 doc
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Impact Analysis Data Capture (contd.)

FEDERA I
STUDENT AlD|

The Impact Analysis is attached as shown below:

A rational ClearQuest - Microsoft Internet Explorer
B Gt Wew Fooites Took  Hep

aess ] bt i4.20.15. 378 vt

. R a ti C? n a ]- - w 1ATIONAL.COM CLEARQUEST HOME

the e-development company™ Database VDCMP
Operations | Submit [ChengeFequesForm =] | Find | LogOIm
NamePhone: i—Ll |

FEDERAL ——

STUDENT ALD Email: = Pager: [

) Assignee's Information
Emenpeise Change Mansgemem {£CM
S el e N Name/Phone:
[E—— -

Email: = Pager: [

Data Center POC: /i Rational ClearQuest - Microsoft Internet Explorer 18]
o ,7 Fle Edt Wiew Favortes Toos Help | <aBack - D [ | @osarch CidFavories @iveds (% | BN B FH - =] & 2 R
[ =l Address \g http:/}4.20.15,228/cqwebflogon def ault. asp j @Go | Links 2|
-, Pager: [ ] . R at -i on a'l WWW.RATIONAL.COM CLEARQUEST HOME HELP ABOUT
[ the e-development company™ Database VDCMP
[Main] [MNin (continued)] [Systerns Affected] [Notes Log and
Systems Affected =
Attachments e . b . " »
. Primary System Affected: Impact Analysis Completed: Notification Group:
Attachment(s): (Note: Filenames cannot have a comma in tl (Banme] —
Information Actions | Add ‘ i | |
Iy System Compo: ffected (e.g. Websphere, Data Integrator, MQSeries):

] Select a recoed bype

ardware AlfTected (e.g. su3Se7, HPL1S):

. . Other Systems Affected: Other Notification Groups:
Once Attached, please indicate  |— | — - ———
ici =
that Impact Analysis is completed —
by selecting “Yes” | - —
[ Bl ,7,—_|-
| g I E—
[ =]
—
J [Mainl [Main (contimied)] [Svsterns Affected] Notes T.ne and Historv [Confact. Tnf'rrmati nniﬁ;{t\a_d
€l Qe [
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3. CR Funding Validation ERE AT

T00| .I:.aCI “tates Early ’; Rational ClearQuest - Microsoft Internet Explorer ;Iglﬂ
|dent|f|cat|0n Of N ew Ele Edt View Favortes Tools Help = Back - D (1] ) Qsearch GFavortes Dveda (B | - S B -5 42 98 n
Service Work Orders \chdress [&] hetps/4.20.15. 228/cqweb/loganjdefaul, asp x| @6o |Links >
(NSWO) t-l aona '| WWW.RATIONAL.COM CLEARQUEST HOME HELP ABOUT
the evelopment company™ Database YVDCMP
Operations | Submit RequestForm ~] |Find [ |Last Query LogOft
Workspac | g > I Record #1 MP00000422  Actions| El
ECM Tool © Personal ¢ Main [Main (continued)] [Systent cted] [Notes Loty t Information] [Attachrr
= o WebQue [Slngle Tab DlSl@Eﬂ \ Delste
4 New C Fropos
5 i 5
“ " . & Public Qu« i Reject
C R FU n d ed ? . = Queries Main Asijernved_ior_Scheduling
& Changt ID: VDCMP0O0000422 Data Center
LAIlC Reference Number:
4 CCR State: Submitted Other
a5 Pend: Reference Number:
i Er(?p' Environment: Dev. Other
i RZJSZ( Reference Number:
& Schex Title: Upgrade to Interwoven SP 2
inption: This iz just an F¥1 for all teams. The ITA would like to schedule a tire to 1
i} SeleC DeS(:I‘lptlon. Interwnjveltm to Service Pac;ﬂ The ITA tearn will exectute the msta]];tmntnftphi'sade
Y Selec Service Pack. & filssyster has been created to store the upgrades files.
55 Subir
= Issue
o5 Selec Priority: 4-Dynamic
o Reports | Risk Assessment: [Li
Backout/Recove| [Utilize urinstall fumctionality of Service Pack o
T il =
&) Type record ID here, then Entsr & Internct —
12
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4. Automatic Email Notifications FEp L

Application Team CR Submissions and VDC Updates to CR Data in the Tool can automatically generate email
notifications for all potentially affected systems (e.g. systems identified in Impact Analysis) to review as needed

Appropriate Systems’ POCs &
Stakeholders are notified of
CR relevant activity

P ChangeRequestForm ¥DCMPOODD0371 FSA FMS Change Request 3.56 - Lotus Notes B _1=2]x]

File Edit View Creste Actions Help & e AT N G

notes

Application

<stevenrjarboe@accenture, comy, <jronald.langkamp@accenture.com>, <slawko.semaszozuk @ed.govr, <samson abebe@ed.govs:, <

<steven_kuhl@ed._gov>
I e a m S ’ 07 4A0/2002 1119 AM <bruce buning@icsc].coms. <dlass@csc.comy. <jhala@csc com>. <gadams2@cse.com>. < gilot@cse. coms. <mhealy] @csc.com>.
,‘ﬂ Ta: |¢lin.shetfield@ed.govr . <edgar kiine@ed gove, < steven kuhl@ed.govy ., <isffrep ross@ed. gove . <marcus. daught@ed.govs =
— A
4 co
QJ Subjoct: [ChangeequestFom YDCMPOODDO371 FSA FMS Changs Feduest 256
@ id: ¥DCMPOODOO371

Title: FSi FMS Change Request 3.56

State: Subwitted

:I Priority: Z-Alert

Systems Lffected: FHS

“CR #s of _?J Rizk Assessment: - Simply creating new/mwodifying application code

s - Low risk activity

Record T = Mo other dependencies.

Requester cContact_Info: Steven Kuhl/202-962-0692

Req Email: steven.kuhlfed.gov

Req_Implement_dr: 2002-05-04 00:00:00

POC_Contact_Info:

FOC_Email:

Enviromment: Prod.

Description: - Modification to LARS LAPS table.

. Modification to LARS SERVICER_LENDER_V view.
Modification to LARS_LAP_AVAILAELE_LIDS table
Modification to LARS LAP AVAILABLE LIDS_PROC procedurs.
Modification to FSALAPID.frb form.
Modification to FSALAPED.fmb form.
Modification to the SFA COD to FMS Transaction Detail Report
Modification to the SFA COD to FHS Transscotion SUMMary Report
Modification to the IFD10 Process Progrem to filter out the COD Transactions.

. E-Mail
Notification
Modification to the FFELGAiPENDINGiGJlioBLIGATION Scripe

Updates to CR Status . Modification to the SFAACCT Report.

==
| T g EECIl |
st || (4 5 @ DD e ~|[@ BE B 5] &) £ 9 51 = @] e @ 51 LSS RAEEG Q=R @R 10
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5. Query Capabilities

All CR “Data of Record” is accessible in real time to all Tool Users

'; Rational ClearQuest - Microsoft Internet Explorer =& x|

EaC h num b er |S h y p erl | n ked to Fle Edit ‘iew Favorites Tools Help < Back ~ J g i QSearch (el Favorites £ BHistory __=j- =h % - ﬂ ..o o g n
com p I’eh ens IVe d ataon th e CR Address |€| http:jf4.20.15.228/cawebflogonidefault. asp j ao

. R at i On a ]' WWW.RATIONAL.COM CLEARQUEST HOME HELP ABOUT
the e-development company™ Database VDCMP
ECM Tool | Query "Public Queries/Queries/Change Request Queries/All Change Requests” results =78 record(s)
AQ n;lJ n{ng .Kd Show |50 ~| Records ___ Run Query Again
Systems
Q ue ry fo r # id State Title Priority | Requester Assignee Affected
CR Data: y - Bil
1 |VDCMP00000314 | Submitted E?g%ffg;ﬁfg%’ 3-Normal | Schulte/319- CPS
' ' 339-6645
Install and Gray, Scott
2 | VDCMPOO0000317 | Submitted Configure MQ DPL |3-Normal |202-962- CPS
Bridge on CPS 0795
Data Integrator Suzukd, Eric ;ﬁ??ﬁéhgitw%o'
3 | VDCMP00000173 | Resolved Maintenance 202-962- ; SITCE EAI
Release e Hilt/860-513-2219,
E Dave Murdy, Paul Izzo
Suzuki, Eric
“ Add applmer to the i Dave
We need to know when changes are scheduled, 4 | VDCMPO0000174| Closed_Successfully |,/ ovoyp 3235952' Murdy/203.317.4818 | =1
so we can allocate resources to support the P
” ata Integrator R
change and test effort” — EAl TO Manager - - Suzuki, Eric g } .
g g 5 | VDCMP00000175 | Closed Successfully | SOTguration on 202.962- |1 red Glannetto 860- |, i)
— =
&) Done # Internet

Enterprise Change Management 116.5.2 Appendix F - EDM Tool and Process Orientation Training Briefing 14



6. Printable Standard & Dynamic Reports

The Tool’s output is a series of standard reports which can be referenced consistently

across the FSA Enterprise

Reports provide visibility to teams and
stakeholders at desired level of detail

JEiIe Edit Wew Insert Format Tools Table Window Help

il FSA_ECM_Tool_Prod_CR_Summary_Report_06_13_02 xtf (Preview) - Microsoft Word

and broken out by area of interest

|E‘.

‘gose‘k?-

ECM Tool

-» Tool Generated
Summary Report:

“ For the first time | have been able to see one
report and get a complete status on my
change requests and see where they are in the
change process” — EAI Tech

& ca@@ > -
I~

o Dats

FSA Enterprise Change Management

Active Summary Report by Primary

Emiranment:

System Affected

Prod.

Data Center POC

Emiromendt:  Pred.

VDCMPONO001] DEWT-SAETVE

VD CMPOM0020

WD CMPONOOZTG

WD CMPONI001ET

WDCMPONI00250 DEWTSALMED

WD CMPONI002S2

WD CMPOMO00ZFT

=|4]

EAI Code Futallation on
SUESED and STE5EL3

¢ CB to FBEE file travefer script

Addition of weer to BIQ
covfigiration grogp for FP Data
Mfirt Bterface

Trata Btegrator Blamtenance
Release

FAFSAprodoction excess server  FAFSA anthe Wb 6.0
rollot

FAF3A onthe Wib 6.0

Tpgrade to [HS i FAFSA
productio

Tfimnatics Production Uperade  ITA

Sulemitred

3-Hoohal

K, Bon 29620773 Trwvar Wilises -
(919 905-7022

Aiert, Jaliaw 202-962
0734

Lin, David 202-962-0746

Sumiki, Bric 202-062
0743

Stanffer, Joch 203-962
0742

Stanffer, Joch 203-962
0742

Stafer, Josh 202-962

4210002

67132002

6130002

2250002

5030002

6242002

6262002

6262002

|Page 1

Enterprise Change Management

Sec 1 i1

[t 5"

ln 44 Col 9
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7. Tool Enhancements Suggestion Submission Bt

ECM Users can submit suggestions for improvements to the ECM
Tool directly into the Tool.

; Rational ClearQuest - Microsoft Internet Explorer == ﬂ
File Edit Wiew Favorites Tools  Help < Back - @ (2] 4} | Qioearch [EFavorites
Address |e_,-'| http:f4.20.15,228/cqwebflogon/default. asp j G0 | Links ?

. R a t 'i O n a 'I‘ WWW.RATIONAL.COM CLEARQUEST HOME HELP ABOUT

the e-development company™ Database VDCMP

Click here to submit
ECM Tool Operations | Submit [ChargeRequesFom = |Find [ LogOff

ChangeRequestFarm
Enhancement Enhancement Request
Suggestion

Workspace
& Personal Queries
= WebQueries
a5 New ChangeRe A "
i Public Queries Rational®° ClearQuest°Web
= Queries
= Change Reques
g5 All Change R

45 CCRB Revier
a4 Pending Func WWW.RATIONAL.COM

@ Copyright 1995 - 2001 . Rational Software Corporstion.
a5 PI’OpOSCd ALL RIGHT S RESERVED. See “ahout Box” for legal notices .

5 Rejected
45 Resolved
45 Scheduled
45 Select ID
o5 Select State
45 Submitted
= Issue Queries
Jb Select State
3 Reports

4 i ﬁ =

—
—_—
& Select a recard type o Internet |

dhstart| | 1A By @ T D & 7| £ &4 @] E 2= 2] 5y @ =] F[er B LB ER A BGPEY LODOAEF 1244pm
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How Does the ECM Process work? [EREEs

A Change Request (CR) is identified...

L.

FSA Application Teams s - .'?
Submit a Enterprise
Stakeholders

: Have Visibility and Input
Via the ECM Tool to the CR Process

Change Request

CRs are reviewed by affected areas and managed to closure via the ECM Tool.

ECMTool| _|EcMCR #s Submitted “CCRB
Closed
. Drafted Dtat(c'):enter Proposed e Scheduled Resolved Successfully

Of Recor

u]

E-Mail
Notificatiol

u]
E-Mail
Notificatio

CR Status emails automatically sent to appropriate recipients (e.g. Requester & “Other
Systems Affected” etc.)

u]
E-Mail
Notificatio

E-Mail
Notificatiol

The ECM Tool becomes the Enterprise “Data of Record” for all change activity

i

Data Centers I_I
(e.g.vDC) 4l S ‘L

CR Progress
Updates are logged

Enterprise Change Management 116.5.2 Appendix F - EDM Tool and Process Orientation Training Briefing 1



ECM Tool Process Flow & “ States”

The FSA Infrastructure Change Management Process Guide (pictured below)
provides detailed information on the ECM Process, including explanation of the
“States” through which a CR moves as part of the ECM Process:

FSA Infrastructure Change
Management Process Guide

FEDERAL
STUDENT AID

Click here to view
process guide: >
FSA ECM
structe CM Process (

Enterprise Change Management

See
Page #5

See
Page #
6-15

The ECM Tool Process Flow

..."The FSA Infrastructure Change Management Process describes the
steps for managing a CR received by the Data Center. This process is
depicted in the Process Flow shown below and the Process Steps
descriptions in Section 1.5.”

ECM Process Flow

Draft Version 0.12a Page 4

SIDITIE GO NS

The “ States”

Drafted

Submitted to Data Center
Proposed

CCRB Review
Scheduled

Resolved

Closed Successfully
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ECM “States” indicate the progress of the CR
from its initial submission to successful closure

FSA Infrastructure Change
Management Process Guide

FEDERAL
STUDENT AlID)

The ECM “ States”
1. Drafted
e 2. Submitted to Data Center
, x 3. Proposed
Page # .
5291 4. CCRB Review
Enterprise Change Management (ECM) \ 5 Scheduled
6. Resolved
P e e 7. Closed Successfully

. . .
CRs moves through these 7 states during “Normal Processing”:

Drafted ' CCRB Closed
) || Submltté()j to DC ProE)So)sed | | B Sch?g)uled i Res(%l)ved = successfully
l -[ J - 1 J l -

“Exception_Processing”: T e T O S

---------------- ) I Rejected I Rejected , ! Rejected |, ! Rejected ;| ! Rejected ! Rejected

, (see note below) 1 : (see note below) 1 : (see note below) 1 : (see note below) 1 : (see note below) 1 | (see note below) :
1 1 1 1 1

1 1 1 1 1 1

Note: Emergency CRs are to be immediately called-in to the CSC Command Center and entered into the Tool
within 72 hours for traceability purposes.

In addition to the “Normal Processing States (shown above), “Exception Processing” (including “Rejected” & “Pending
Funding” States) is covered on pages 5 — 11 of the Infrastructure CM Process Guide
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Drafted State

These 7 states are the states that a CR moves through during
“normal processing”.

Submitted to “CCRB Closed
Dre(lflt)ed | Data (%anter || Pro?:ssed | | Re\(/it)ew" n Scht(ag)uled || Res(%l)ved n Sucm(es)sfully
&

The Drafted State allows Application Teams to coordinate on CRs internal without
having email notifications sent to the Data Center or having the CR Appear on ECM
Summary reports.

App Team Members Coordinate Internally ~ Unique ECM CR number is created but
to ensure completeness of CR. email notifications are not sent to anyone

outside the Application Team
Aop T Member 1 § - —» |Universal
pp Team Member <
 ——
App Team Member 2 § B aa——

L —

ECM Tool
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Submitted State

These 7 states are the states that a CR moves through during
“normal processing”.

Submitted to “CCRB Closed
Dre(tflt)ed | Data (%enter || Pro?:ssed | | Re\(/it)ew" n Scht(ag)uled Res(%l)ved | Sucm(es)sfully
&

FEDERA I
STUDENT AlD|

When an Application Team (or Data Center) first submits a CR into the Tool, itis in
the “Submitted State”. The CR is automatically assigned a unique ECM
Identification Number and awaits review (for completeness) by Data Center ECM
Tool Users. Prior to moving CR to the Submitted State, Application Teams must
complete the ECM Impact Analysis Worksheet (see slides 9 - 11).

App Team completes and attaches Impact Analysis

i - Data Center is notified via email of need to
Worksheet & submits CR into the Tool

review submitted CR for completeness

—3 |Universal
N
E-Mail

Notification

'ECM Tool

Enterprise Change Management
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TATES OF g
D ER A L

Proposed State

These 7 states are the states that a CR moves through during
“normal processing”.

“CCRB Closed
Review” = Scht(ag)uled — Res(%l)ved Successfully

Draflted Submitted to Proposed
4 @

| Data Center - ?3)

@

Upon receiving the submitted CR, the Data Center reviews the CR and the Impact Analysis Worksheet
for completeness. If other Systems are potentially affected, the Data Center identifies them in the
Tool. Once CR & Impact analysis (including Data Center sections) are complete, the data Center
(only) can move the CR to the Proposed State. A “review-by”date is entered into the Tool.

When the CR is moved into the Proposed State, an email (which summarizes the CR) is automatically
sent to the individuals who are potentially affected by the CR. The email’s subject line includes
“Action Required” to indicate that the individuals who receive the email upon the “proposal”’ of aCR
must review the proposed CR. If the reviewer has any concerns regarding the proposed CR, they
must go into the Tool and “reject” the proposed CR (see User’s Guide section 4.6)

Data Center Reviews and completes “data
center portions of Impact Analysis” before Email notifications automatically
Moving CR to “Proposed State”

) ) If individuals disapprove of change,
Proposed CR sent to appropriate reviewers they “reject” the CR in the Tool.

I Universal
CR #s -— a /P
. E-Mail
O,

Notification

"
,,,_i

o —
-
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CCRB Review State

These 7 states are the states that a CR moves through during
“normal processing”.

Submitted to “CCRB Closed
Dre(lflt)ed —{ Data Center fe Pro?:ssed Review” — Scht(ag)uled - Res(%l)ved Successfully

@ (4) @)

If no disapprovals are received by the “review-by” date, the CR is considered
approved and the Data Center Tool moves the CR into the “CCRB Review State”.
CCRB (Change Control Review Board) Review is the internal Data Center
consideration of impacts and scheduling matters.

Data Center CCRB Review determines if (and when) the
CR(s) should be scheduled for implementation

v

Scheduled
Approved > ©)
| -------- hl
| ]
Rejected : Rejected :
| 1
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Scheduled State

These 7 states are the states that a CR moves through during
“normal processing”.

“CCRB Closed
Review” = Sche(aéj)uled — Res(%l)ved Successfully

Draflted Submitted to Proposed
4) @)

| Data Center - ?3)

@

CRs that are approved by the CCRB are scheduled for implementation by the Data Center.
Data Center Tool Users move the CR to the Scheduled State. Upon moving to the
Scheduled State, email notification is automatically sent to the requester to inform them
of the CR’s scheduled Implementation date.

Data Center CCRB approves CR CR is scheduled for implementation and assigned
to a particular Data Center resource for action

Approved

v

Scheduled
(%)

v
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Resolved State

These 7 states are the states that a CR moves through during

“normal processing”.

Drafted
(1)

Submitted to
Data Center

@

Proposed
3

“CCRB
Review” —

4

Scheduled
(%)

Resolved

(6)

Closed
Successfully
(@)

STUDENT AlID)

AN

Once the Data Center feels they have successfully implemented the requested CR, they
move it to the “Resolved State”

Data Center Tool User moves CR to the
Resolved State to await validation by the
Requester, who is notified by email

Data Center’s change appears to
be implemented successfully

Resolved

(6) % —E-Mail o

Notification

v

Note: Due to the ECM GCARS Integration effort, CRs have been moving to the Closed State without the Requester personally
closing them. The Data Center has the responsibility to contact the Requester before closing the CR.

Enterprise Change Management 25
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Closed Successfully State

STUDENT AlID)

These 7 states are the states that a CR moves through during
“normal processing”.

Drafted
(1)

Submitted to
Data Center

@

Proposed
3

“CCRB
Review”

4

Scheduled Resolved Closed

®)

Successfully
6
(6) )

N\

The Requestor validates that the Change was implemented correctly by the Data Center
and if so, moves the CR to the “Closed Successfully State”. Only the Requester can

move CRs into this State.

Data Center Tool User moves CR to the

Resolved State to await validation by the

Requester, who is notified by email

Resolved
(6)

Upon review, the Requestor can either “Close

Successfully or “Reject” the Data Center’s

Change as implemented

X

— m]
E-Mail
Notification

v

Closed
Successfully

Enterprise Change Management
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Becoming an ECM Tool User involves

performing regular “ECM-actions”

STUDENT AlID)

“ECM-actions” to be taken vary based the roles and responsibilities of the ECM

Tool User.

The following Roles may have responsibility for these “ECM-actions”:

Application Teams

1. Coordinate with Business Owner &
SSO prior to submission

2. Review and Approve CRs for
formal submission to Data Center

3. Complete Impact Analysis
Worksheet for all approved CRs to
Identify “Other Affected Systems”

4. Submit Change Requests into the
ECM Tool

5. Track their own CRs via ECM
Reports at Enterprise Coordination
Status Meetings

6. Validate that CRs implemented by
the Data Center were implemented
correctly and affirm in the Tool by
formally closing the associated CR.

Enterprise Change Management

Data Center(s)

|

complete

2. Complete Data Center section of
Impact Analysis Worksheet

2. Assign & schedule resources to
perform changes requested

3. Update the Tool as CRs move
from State to State (Including
Proposed, CCRB Review, Scheduled
and Resolved )

4. Identify any funding issues and
move associated CRs into the
“Pending Funding State” if necessary

5. Submit “Data Center Initiated” CRs
into the Tool (if any potential impact
on Application Teams)

Enterprise Stakeholders

By = —

1. Review CRs (via tool-generated
summary emails) that may impact
FSA systems of interest

2. Provide Tacit Approval of CRs that
Effect System

3. Disapprove of CRs when
appropriate

4. |dentify potential impacts that may
not have been previously identified by
Application Teams/Data Centers

27
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Application Team Roles:

FSA Functional Manager: Channel Lead/ general Manager (not a regular tool User)

FSA System Manager — Supervisory Role over FSA Team Lead (May use Tool)
FSA Team Lead — Oversees Daily Development Production Operations for FSA
Backup/other FSA POC — Assists/Backs-up FSA Team Lead

No gk DN

Application Team Project Lead — Day to Day Lead for Application team
Application Team Primary ECM POC — Responsible for all App Team updates to ECM Tool
Backup/other App Team POC — Takes action in ECM and supports App Team Primary ECM POC

Application Team Responsibilities (corresponding to Slide 22):

ECM-action

Responsible
Role

Supporting Roles

1. Coordinate with Business Owner & System Security Officer (SSO) prior to
submission

Application Team
Primary ECM POC,
FSA Team Lead

Application Team
Project Lead, FSA
System Manager

2. Review and Approve CRs for formal submission to Data Center

Application Team
Project Lead

Application Team Primary
ECM POC, FSA Team
Lead

3. Perform Impact Analysis on all approved Change Requests (CRs) to (Identify Other
Affected Systems)

Application Team
Primary ECM POC

Application Team Project
Lead

4. Submit Change Requests into the ECM Tool Application Team Backup/other App Team
Primary ECM POC POC

5. Track their own CRs via ECM Reports at Enterprise Coordination Status Meetings Application Team Backup/other App Team
Primary ECM POC POC

6. Validate that CRs implemented by the Data Center were implemented correctly and
indicate in the Tool by formally closing the associated CR.

Application Team
Primary ECM POC

Backup/other App Team
POC

Enterprise Change Management

116.5.2 Appendix F - EDM Tool and Process Orientation Training Briefing



FEDERA I
STUDENT AlD|

1. Service Delivery Manager (SDM): Data Center Role with Ultimate responsibility
to coordinate change activities with their associated Teams

2. Line of Service Managers (LOS): Data Center Operators who assign Resources
and ensure that CRs are moved through the ECM Tool Process States

3.  Other Data Center POCs: Frequently “assignees” who are scheduled by the
LOS Managers to implement requested changes

Data Center(s) Responsibilities (corresponding to Slide 22):

ECM-action Responsible Supporting
Role Roles
1. Ensure that Impact Analysis that was performed by App SDM LOS Manager

Team Prior to submission of CR and ensure completion of
DC Section of Impact Analysis so that all “Other Affected
Systems” have been identified in the Tool

2. Assignd& schedule resources to perform changes LOS Manager Other Data
requeste

q Center POCs
3. Update the Tool as CRs move from State-to-State LOS Manager Other Data

Including: “Proposed, Review, Scheduled and Resolved”
( g P ) Center POCs

4. Identify any funding issues and move associated CRs into
the Pending Funding State SDM LOS Manager

5. Submit “VDC Initiated” CRs into the Tool (if any potential LOS Manager Other Data
impact on Application Teams) Center POCS

Enterprise Change Management 116.5.2 Appendix F - EDM Tool and Process Orientation Training Briefing
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Enterprise Stakeholders

1. FSA Business Owners: Representatives of the Channels who are interested in Applications’ smooth
business operations

2. FSA CIO IT Services: ITS Representative coordinate Teams’ Change Activity and ensure that
Application Teams exercise due diligence in submitting and updating CRs with Enterprise Impacts

3. Department of ED CIO: receives high level/executive Summary of Change Activity at FSA

4. Other Applications: Some Applications are not yet using the ECM Tool, they can view the ECM Tool
Reports

5. ECM Tool Team: Provides Support and Structure for the ECM Tool and Process. Responsible for

Tool’s ability to meet overall success criteria (all areas)

Enterprise Stakeholder Responsibilities (corresponding to Slide 22):

ECM-action Responsible | Supporting
Role Roles

1. Review CRs (via tool-generated summary emails) that FSA CIOIT All above

may impact FSA systems of interest
Services

2. Provide Tacit Approval of CRs that Affect System FSA Business All above
Owners

3. Disapprove of CRs when appropriate FSA Business FSA CIOIT
Owners Services

4. |dentify potential impacts that may not have been All above N/A

previously identified by Application Teams/Data Centers
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Conclusion / Questions CTRLET

For additional information on the ECM Tool Contact Phillip Wynn:
Phone: 202.377.3586

Email: phillip.wynn@ed.gov

ECM Support Repository (presently innaccesable, except for EDLAN users):

To access the repository via the Extranet, use the following URL, ID & Password.

URL: https://extranet.sfa.ed.gov/cio/products/it_management/projects.html (currently inaccessible)
ID: sfapartner

Password: success

If you are on EDLAN, you can access the ECM Support Repository via the Intranet at the following URL:
http://fsanet/cio/products/it_management/projects.html

ECM Tool URL.:
http://www.fsacq.ed.gov
If, however, that URL is inaccessible, try the following IP Addresses to gain access to the Tool:
http://www.fsatool.ed.gov
If still unsuccessful, try the following URL or IP Address
https://www.casetool.sfa.ed.gov/cqweb
If you still cannot gain access to the Tool, please notify me or one of the following:

Jay Niemczyk (202) 962-0757
Samson Abebe (202) 377-3532
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