Processing ROC Originated NWS RCs

ROC generated NWS RCs are to be used to request a change that affects another
NWS system, e.g., AWIPS, Central Data Collection, etc.

At times, the CM Analyst may need to create the Agile RC form. Therefore, this CMPI
contains not only processing instructions, but also instructions to produce and complete
the Agile RC form.

1. The originator will get I%: a copy of the NWS RC form (Figure 1) from the
Attachments tab of the WPI (WPI0012) in Agile or the NWS Change Management
Section web page, http://www.weather.gov/os/cm/forms.html.
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Figure 1. NWS RC Form



2. The originator will complete the RC form and then create an Agile RC form by

selecting the New Object [ button on the Agile Tool bar. The New Object dialog
box will appear (Figure 2). Select RC as the Type of object to be created, as shown
in Figure 2.

New Object

Fleaze fill in the following infarmation far the
object that you would like to create.

MNumber:
| 1,3

| Cancel |

Figure 2: New Object Dialog Box.

1.3
3. Click on the Auto-numbering Q button on the New Object Dialog Box. The
dialog box will appear as shown in Figure 3. Click OK.

New Object

Fleaze fill in the following information for the
abiject that vau would like to create.

Tope:

RC -
Humber:

\ROCO0G 1,3

| Cancel |

Figure 3: RC Number assigned.
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Figure 4: Cover Page containing required information.

4. The Agile RC form will be displayed (Figure 4). Select the originator’s name from

the drop down list on the Cover Page

5. The Title and Description and Product Line fields must be
RC form can be submitted.

6. Enter a Proposed Solution if one is known.

7. The User/CM Info tab should contain information concerning

completed before the

the originator of the RC.

Areas of the radar affected by the change should be identified (steps d-g), if known.

(See Figure 5)

a. The originator’s name is to be listed in the USER POC field.

Select OSF from the USER ORG drop down list.
Select the Level of the change from the LEVEL drop dow

®aoo

of the radar affected by the change.

o

Enter the originator’'s phone number in the USER PHONE field.

n list.

Select the Engineering Area from the ENG AREA drop down list. This is the area

If a Cl in the WSR-88D will be impacted by this change, select the CI Number

from the options box. To display the options box, click on the button J at the

right-hand end of the CI NUMBER text box.
g. Ifa uD in the WSR-88D will be impacted by this change,

select the UD number

from the UD options box. To display the options box, click on the button J at the

right-hand end of the UD text box.

h. If known, enter the name of the Engineering POC in the ENG POC text box.



i. Ifthe RC is associated to an ECP or related to another CCR, enter the ECP and
or CCR number in the RELATED ECP/CCRs field.
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Figure 5: User/CM Info tab containing originator and radar information.

8. The completed NWS RC form is to be added to the Attachments tab of the Agile RC
form as shown in Figure 6.

Bl rc ROCD0G

Figure 6: Attachments tab with the NWS RC form attached.



10.

11.

12.

13.

14.

15.

Send 2 the Agile RC form (RC ROCO006) to the appropriate Branch chief for
review and approval.

After reviewing the RC, the Branch chief will use the Agile RC form to send +Ed
notification of approval or disapproval.

If the Branch chief approves the RC, he will send 4 the RC form to the originator
and the CM Analyst with instructions that approval is given to send the RC for further
processing. The CM Analyst will perform steps 15 — 17. If the Branch chief
disapproves the RC, the originator will perform steps 12 and 13.

However, if the branch chief disapproves the RC, it may be reworked or canceled.

If the branch chief disapproves the RC, the originator will rework the RC and send ST,
to the branch chief for review and approval or the originator will cancel the RC.

If the branch chief approves the RC, the originator will send 4 the Agile RC form
(RC ROCO006) to the CM Analyst requesting it be submitted to NWS HQ for review
and approval.

The CM Analyst will verify the following items:

a. branch chief's approval has been provided.

b. The RC is attached to the Agile RC form (on the Attachments tab).

c. The User/CM Info tab is as complete as possible. This is especially important
because the originator will be changed from the RC originator’'s name to the
ROC Submitting Authority (Tim Crum).



16. The CM Analyst will enter the ROC RC number on the attached NWS RC form,
produce a .pdf file of the NWS RC and attach it to the Agile RC form in the Files
pane as shown in Figure 7.

Bl pc ROCD0G

o i i ile Size ile Type Modified Date
[E] s R Form 242420051
RC ROCO0G . pdf File :

Figure 7: Attachments tab with .pdf file of the completed NWS RC attached.



17. Before the RC is routed to NWS HQ for review, it must be approved by the CM
team lead and the ROC Submitting Authority (Tim Crum). On the User/CM Info tab,
enter a suspense date which allows 2 days for CM team lead review. Select RC

(Team Lead) as the type of review (Figure 8) and send 4 the RC form to the CM
team lead.

Bl rc ROCOD6
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Figure 8: Type of Review changed to RC (Team Lead) on the User/CM Info tab.

18. After reviewing the RC, the CM team lead will send +E approval or disapproval of
the RC to the CM Analyst.

19. If the CM team lead approves the RC, the team lead is to send e approval to the
CM Analyst who will perform steps 28 and 29.

20. If the CM team lead disapproves the RC, the team lead is to send +Ed disapproval
to the CM Analyst who will return the Agile RC form to the originator, and the
originator and his branch chief information as to why the RC was disapproved. The

originator will be reminded to send " the revised RC to his branch chief for
approval prior to sending it to the CM Analyst for further processing. Steps 21 — 27
will be performed.

21. When the originator has revised the RC, he is to attach the RC to the Attachments

tab of the Agile RC form and send B it to his branch chief for review and
approval.



22.

23.

24,

25.

26.

27.

After reviewing the RC, the branch chief will send 4 the Agile RC form to the
originator and the CM Analyst with approval or disapproval.

If the branch chief disapproves the RC, the originator will rework the RC and send i
it to the branch chief for review and approval or the originator will cancel the RC.

If the branch chief approves the RC, the originator will send e Agile RC form
(ROCO006) to the CM Analyst requesting it be submitted to NWS HQ for review and
approval.

The CM Analyst will verify the following items:
a. branch chief's approval has been provided.
b. The RC is attached to the Agile RC form (on the Attachments tab).
c. The User/CM Info tab is as complete as possible. This is especially important
because the originator will be changed from the RC originator’'s name to the ROC
Submitting Authority (Tim Crum).

The CM Analyst will send 4 the Agile RC form to the CM team lead for review
and approval.

If the CM team lead approves the RC, the team lead is to send B approval
notification to the CM Analyst.



28. The CM Analyst will:

a. Change the originator to the ROC Submitting Authority (Tim Crum) on the
Cover Page.

b. Change the suspense date and type of review on the User/CM Info tab. Allow
5 days for review and select RC (ROC Focal Point) as the type of review, as
shown in Figure 9.
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Figure 9: User/CM Info tab with RC (ROC Focal Point) selected as the Type of Review.

29. The CM Analyst will send 4 the RC to the ROC Submitting Authority (Tim Crum).

30. If the Submitting Authority approves the RC, the CM Analyst will be directed to
submit the RC to NWS HQ. Perform steps 33 — 41.

31. If the Submitting Authority disapproves the RC, he will send B the Agile RC form
to the CM Analyst with information as to why the RC was disapproved.

32. The CM Analyst will send 4 the Agile RC form to the originator with the
information provided by the ROC Submitting Authority concerning the disapproval

of the RC. The CM Analyst will also send E the Agile RC form to the CM team
lead and the originator’s branch chief. A decision as to whether or not the RC will
be reworked or canceled will be required.



33. NWS HQ no longer uses Agile to process ROC generated NWS RCs. Therefore,
the Agile RC form will be used from this point in the process forward for ROC
tracking purposes only. Instructions for submitting the ROC RC to NWS HQ are
explained later in this document (step 36).

34. Change the suspense date and type of review on the User/CM Info tab. Allow 21
days for review and select CCB as the type of review, as shown in Figure 10.
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Figure 10: Suspense date and Type of Review changed on User/CM Info tab.



35.Click the Change Status 73 button. The Change Status options box will be
displayed. Select CCB as shown in Figure 11.

B Change Status

Current Statuz:  Pending [Pending]
Mest Status:  Submitted [Subrmit)

Change status to:
Subrnitted [Submit

Releazed [Releazed)
Clozed [Complete]
Canceled [Cancel]
Hald [Hald)

k. | Cancel Wi et ark o

Figure 11: Change Status options box with CCB selected.

36. Agile will display a prompt offering to perform a release audit (Figure 12). Click
Yes.

Agile CM X

\..‘i) Do you also want to perform a release audit?

o |

Figure 12: Release audit prompt.



37. The Change Status to CCB (Review) dialog box will be displayed. The dialog
box will be addressed to notify the ROC Submitting Authority (Tim Crum). Add
the CM team lead (Cheryl Stephenson) and the originator (Sallie Ahlert in this
example) to the Notify block, and add the CM Analyst to the Approvers block as
shown in Figure 13.

Change Status to CCB (Review)

Fleaze fill in the Approvers and Obzervers fields below in order to Boute thiz Change.

The Approvers field should contain a list of names that must approve thiz Change before it can move
forward.

Approvers... |EM Analyst

The Observers field iz optional and should contain a list of people that might be interested in the Change but
do nat heed to approve. These people will appear on the signaff tab.

Dbservers... |

The Matify field should contain a list of people that need to be naotified when the statuz iz changed.
These people will not appear on the signoff tab.

Matify. . |Erum, TimStephenzon, Chemldhlert, Salle M

Comments:

The ROC Submitting Authority approved submittal of RC ROCO0E, which haz been submitted to Hia'S
HO for review and approvval. The ROC azked that WS approval be provided by Februam 26,
2005 [27 days).

Thark.zl
FiutH

R oute | Cancel [ Urgent

Figure 13: Change Status to CCB dialog box.

38. In the distribution message, note that the ROC Submitting Authority approved
submittal of the RC, and that the RC has been submitted to NWS HQ with a
request that approval of the RC be provided in 21 days, as shown in Figure 13.

39. NWS HQ now requires all RC to be submitted to the NWS RC mailbox
(Nwsrc@noaa.gov) in MS Word format (.doc). (The MS Word version of the RC
was attached to the Agile RC form in step 8 of this document.)




40. Get &y a copy of the .doc RC and attach it to an email message. Reference

the RC number in the Subject line and a requested suspense date in the body of
the email (Figure 14).

P Compose: ROC generated NWS RC ROCO06

.| File Edit Wiew Insert Format Options Tools Window Help

AR KN .

—| Spell Cave
From: [ Ruth E Jackson <Ruth.E.Jackson@noaa.gov > |'1 Attachments:
¥ re_rocoos.d
x Tou Mwsrc <Mwsrc@noaa.gov > _1 . doc
Tao: Eﬂ

o Subject: |ROC generated NWS RC ROCO06

. [ BodyText [w] [ il */®- a2 a B 5 u =

A

11l
il
1

=-@A~- 0

The attached RC, ROCO006 (TEST RC FOR WPI), is submitted far review and approval. If possible, a
suspense date of Friday, February 25, 2005 is requested.

Thanks!
Ruth Jackson

Ruth Jackson
Configuration Management

WSR-88D Radar Cperations Center
405-573-3348

=Rzl N | ==

Figure 14: Email message submitting ROC generated RC to NWS RC mailbox.

41. Once the RC has been submitted to NWS HQ, it is to be placed on the TRC and
CCB agendas for information purposes only. The RC should be included on each

agenda until the NWS has provided the ROC with its approval or disapproval of the
RC.

42. If the NWS approves the RC, follow the directions in steps 40 - 43. If the NWS
rejects the RC, follow the directions in steps 44 - 46.



43. When the NWS decision is received, the status of the ROC RC is to be
changed. If the NWS approves the RC, change the status to released by

clicking the Change Status o button and selecting Released from the
Change Status options box (Figure 15).

B Change Status

Current Statuz:  Pending [Pending]
Mewst Statuz:  Submitted [Submit]

LChange status to:

Subrnitted [Submit]
CCE [Feview

Clozed [Complete]
Canceled [Cancel]
Hold [Hold)

2k, | Cancel Wi W ark o

Figure 15: Change Status options box with Released selected.




44. The Change Status to Released dialog box will be displayed. Address the
release notification to the ROC Submitting Authority (Tim Crum), the CM team
lead (Cheryl Stephenson), the originator (Sallie Ahlert for this example), and the
CM Analyst. In the release message, note that the NWS HQ approved the RC
and reference the number of the CCR being driven by the RC (Figure 16).

Change Status to Released (Released)

Fleaze fill in the Approvers and Obszervers fields below in order to Releaze this Change.

The Approvers field should contain a list of names that must approve thiz Change before it can be
accepted.

Approvers... |

The Observers field iz optional and should contain a list of people that might be interested in the Change but
do nat heed to approve.

Dbservers... |

The Matify field should contain a list of people that need to be naotified when the statuz iz changed.
These people will not appear on the signoff tab.

Matify. . |Erum, Tim:Ch Analyst:Ahlert, Sallie M:Stephenzon, Chernyl

Comments:

M'w'S HO haz approved RC ROCO0E, which i being released. CCR 05-00004 will be driven by
thiz RLC.

Pleaze note, releazed means the RC has been approved.

Thankg!
Futh

% Felease | Carcel [ Urgent

Figure 16: Change Status to Released dialog box.



45. NWS HQ acceptance of the RC may be delivered to the ROC in three different
ways: a) send approval of the ROC generated RC, b) submit a CCR for
processing and distribution, or ¢) send an official NWS RC to be made into a
CCR.

a. If NWS HQ sends approval of the ROC generated RC, the CM Analyst will
produce a CCR, attach the ROC RC to the attachments tab, reference the ROC
RC number in the User Control # field as shown in Figure 17 and route the
CCR for review.
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Figure 17: The ROC RC number referenced on the User/CM Info tab.

b. If NWS HQ submits a CCR for processing and distribution, the CM Analyst will
ensure the ROC RC is attached to the Attachments tab of the CCR and the
ROC RC number is referenced in the User Control # field as shown in Figure
17. ROC CM will then route the CCR for review.



c. If NWS HQ sends an official NWS RC, the CM Analyst will produce a CCR.
The NWS RC number and the ROC RC number will be placed in the User
Control # field as shown in Figure 18. The CM Analyst will also attach the ROC
RC to the Attachments tab and route the CCR for review.
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Figure 18: Both NWS RC and ROC RC numbers referenced on the User/CM Info tab.

46. The CCR will then follow the regular ROC CCR review and approval process.

47. If the RC is rejected by NWS HQ, click the Change Status ’5 button and
select Canceled from the Change Status options box (Figure 19).

I Change Status

Current Status: Pending [Pending]
Mext Statuz:  Submitted [Submit]

Change status to:

Subritted [Subrmit]
CCE [Review)
Releazed [Releazed)
Clogzed [Complete

Canceled [Cancel]

Hold [Hold)

] | Cancel Wi W ark o

Figure 19: Change Status options box with Canceled selected.



48. Address the cancellation notice to the ROC Submitting Authority (Tim Crum),
the originator (Sallie Ahlert in this example), the CM team lead (Cheryl

Stephenson) and the CM Analyst. Provide an explanation as to why the RC is
being canceled (Figure 20).

Change Status to Canceled (Cancel)

Comments:

RC ROCO0G wasz rejected by MWwS HO, therefare, the BC iz canceled. The cancellation wil be
noted on the next TRC and CCE agendas.

Thank:z!
Ruth

w 0k, Cancel

Figure 20: Change Status to Canceled dialog box.

49. The cancellation will be noted on the next TRC and CCB agendas.



