ADO02 Add a Non-Deliverable Requirement
(includes material for AD03)

I. Purpose:
This procedure explains how to enter information for a non-deliverable requirement.

I1l. Who Can Do This:
Only persons with administrator permissions can execute this procedure.

I11. Important Pre-requisites
The user is assumed to know:
o How to enter Cases (See How-to #DC04)
e How to “start associated workflow” from within a Case (See How-to# DC04)
e The naming conventions for requirements (See How-to #DCO01). Consistency amongst all the
formats and nomenclature in field parameters is paramount for search integrity.
o If unsure before hitting “complete”, look at similar examples in the existing RMS
(Production) data.
o Always verify any new entries by searching afterward.
e The basic flowdown of associations amongst requirements and documents, and how to set up
associations.

V. Procedure Details:
1. Open Case, proceed to Case/Analysis Planning step.

2. Within Analysis/Planning, select Start Associated Workflow

ittt P ——

[ Complete Task | 4| Save = [ Make Available = @) Move to Waiting | 4g Reassign Ta (k | [ Start Associated Workflow | [ Sh ow Job Details

b.C

A Values

4 Case Information

Case Open Date: 2014-11-27

Building How-to examples

Brief Description®:

3. Start Job

q [ A Jobs \/ 3% JobWizard X |

Job Name™*: |Ad|:| requirement demo |
Job Description:
Job Priority™*: | Medium A

() Action / ROD Workflow
Jobs™: () Document Workflow

(@ Reguirement Workflow
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4. Starting Requirements Job (Workflow) yields first step, “Choose Requirement”. For this example, we
will start a new requirement. The user is expected to know already from the Case/Doc How-to
(#DC04) that to modify a requirement, the user searches and finds the existing requirement to pull
from the existing data from the database.

To move to the next step (for new or with the identified existing requirement searched/found and
entered under “associated”), select “Complete Task”.

| Add requirement demofl- Choose Requirement 3¢ |

m A o - = If this is a new entry, then do
nothing on this page, and hit
[
“‘Complete.”
4 Reguirement Information
Instruction: If modifying an existing Requirement, select Requirement in Associations below. If mOdIfylng an eXIStlng
4 Workflow Information requirement, gnable and
Comment: then earch @nd find here.
) hit “Complete.”
—
4 Caze to Reguirement Workflow | Show Ass0 =]
Associated Case: | Q |2014—U’9—21f|’est D - lz=zue #407 - script re-assign | f Search/E]@)
4 Reguirement Workflow to Requirement | Show Associated Req%ement(s.{|
\ 4 v
Associated Requirement: Q .;g_P Search
( D il %—» {é}_bx % Not a deliverable___g, {E} >
Start Choose tialize .nJer Mubmnit 10 Stop
Requir.} Job Renuir.... & " Entries o« MeDas
tries not ol . .
Requirement? PR The only purpose of this step is
/
o \ Deferable % to allow the user the option to
o3 - Mas/‘efr)e}'s'fe‘?a.., identify and find an existing
Sredte. y / requirement to modify.
Is M En\rles ol
\ J# \éen:i';;r'-f“ <33 o
Shomse™ ~ < oaera. plreate !t may ta!<e time to find the
information. User should be
—— patient and hit the “refresh”
button to obtain the next step.

5. If the next step “Enter Requirement Details”, —
does not appear right away, hit “Refresh” until it
appears in the Workflow task list. C[pi]4] [c]

A Workflow tasks

:)-Amun.‘RODPmcess{Q}

) Case Process (10)
:)-Dou.lnenll’mcessfzj

Until the next wf /'j Requirement Process (1)

step appears — | | Enter Requrement Detais (1)
} Deliverable Document Process (175)

Refresh
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6. Select workflow task, open detailed window for “Enter Requirements Details”.

Addanewm—deﬁverableraquh’enm Enter Reguirement Details (Edit Mode) ‘

[€ Complete Task [ Save = [§ Make Available | @ Move toWaiting = ¢} Reassign Task Show Jol

4 Requirement Infermation

Contract Part*: | Contract Section - |

This Task is either blank (if
creating a new Req) or pre-
populated with the info from the
Req to be modified.

a. Make the desired changes. Be
sure that * are non-blank.
b. Enable applicable fields.

Contract Section®: | | - |

-

Contract Subsection (eg. HA3or L021)*: 1060 €—

=

Note leading zero

Note citation

Source Requirement Type*: | Federal Acquisition Regulation (FAR) hd |
SRD Citation™: | FAR 52.253-1 <‘\
SRD Title*: | Computer Genrated Forms (Jan 1981}

here is NOT

SRD Section/Paragraph Citation:

SRD Section Title:

Brief Summary of Requirement:

Link to SRD andior other info (hyperlink): Q URL: Name:

Link to SRD andior other info
(attachment):

the Clause #

Prefer hyperlinks to
attachments here.

Default is start of C31 (June 1, 2005)

Q
Contract Effective Date: |,|un v||1 v”zuus v|m /lf req is per a Contract Modification,

enter date of the Mod

Change Activity: pending
(@ active
Status: ) pencing ) Enable and fill in if possible!
() retired
Primary Owner: L. . .
This is a required field. If left blank,
Function (Primary)*: <€— ' vi an error message will pop up at
“complete”
Additional Owner:
| | Additional Owner Function: Usually requirements are
RMC Representative (Case)*: Wisherop, Michael Paul Hierarchy Level = 0
Hierarchy Level*: 0 <« E]
Policy Area:
(™) embedded
Does this contain embedded reg?*: N
@ no
Instruction: If embedded, cite embedded (association) Main = Parent

in?*
main e (@) main

CONTINUED NEXT PAGE
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CONTINUED FROM PREVIOUS PAGE

@ Mo
Is this a deliverable?: N
@ Yes
Instruction: If yes, complete deliverable information
Is there a pending Contract @ No
modification?: .
) Yes

Notification date of pending status:

Mod Info & Other Comments:

Reminder: Review and add/remove supporting require

/

4 Case to Reguirement Workflow ;

4 Workflow Information

Comment:

If Req impacted by a Contract Mod, enter text
info here. Other comments can be added,
too.

[Enable by hitting green button]

See examples of wording in existing data.

450 character limit.

Optional: Enter associations here, by enabling then
search/find/associate. Can add more than 1 of any
type of association.

- Embedded (child to this req)

- Supporting Req (child to this req)

- Supporting Document (child to this req)

- Document (Parent to this req)
Associated Case: 2“"‘“‘”"”&5”“55”3%7‘“””‘ re2550 The items to be associated MUST EXIST in the
e mileoiceimenidlngiiopmloRenieEmen / database first!!!
Associated Requirement: A
/4 Requirement Workflow to Embedded Reguirement | Show Mwmm
/ Embedded Requirement: Q & Search @] \
4 Reguirement Workflow to Reguirement (Supporting Reguirement} | Show Suppoerting Reguirement(s) |
Supporting Requirement: Q @ Search
4 Reguirement Workflow to Supporting Document (Supporting Docs} | Show Supporting Document(s} |
Supporting Document: Q @° Search @]
4 Requirement Workfiow to Action/ROD | Show ActiowROD(s) |
Action/ROD: Q @ search
4 Document to Requirement Werkflow (Supporting Requirement) | Show Document(s)
\ Document: Q @ Search [d

Pb—K—8B—%X
Start Choose Initialize Enter
Requlr...‘ Job Requir...
Is New
Requirement?
Deliverabl
Job: i
Create
\_ e

Choose
Relat...

\

ot a deliverable___g, @ —_—
Mubmit to

Entries ok Mebas
Z. |

Stop
J

ries not ok

Delivera.

not Master
Entries ok{‘é:‘}
er

Create
Delivera...

Is Master fpm
Generator 2
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Requirement

7. When sure that all information is correct and complete, select “Complete Task.” The workflow will
close and be completed. Note: “Save” merely saves — it does not update the database and close the

workflow.

8. Refresh and check the associated Case to verify that the Requirement Workflow is indeed complete.

| Test D - lssue #407 - script re-assign

-

[E Complete Tazk [&| Save

Analyses & Planning (Edit Mode) €

B Make Available

@ Move to Waiting = (3 Reasszign Task

fe Start Associated Workflow

- 4 Associations

p Case to Document Workflow

| Show Associated Document Job(s)

4 Case to Requirement Workflow

JMmiated Requirement Jobis}

Freeey

Associated Requirement Job:

Associated Requirement Job:

w

Associated Requirement Job:

Associated Requirement Job:
Associated Requirement Job:
Associated Requirement Job:

Associated Requirement Job:

A=z=znciated Reanirement loh:

JParent requirement with embedded//Parent Reg with embedded/@/Complete

frequirement ABCDENParent requirement with embedded requirement0/Complete

1.00SBIFAR 52 208-8/(b)(ZWReguired Sources for Helium and Helium Data Usage (April 2002 JReguirements
J0Complete

L.O0SB/FAR 52 208-8//Required Scurces for Helium and Helium Usage Data (April 20020 0/Complete

1.028/FAR 52 222-37 /ibVEmployment Records on Veterans (Sept 201 0)/0/Complete

te some deliverablesd/0/Complete

This Case won’t close with
this Job still Active!!

»i
l

I Active

1NANGRIFADR 57 2NA_RIMenmnirad Snurrae far Halinom and Halinm |lean

9. Verify that the entered requirement data format is consistent with existing data using various search

filters. (Example below: Search Requirements/active/main/”’1.%”)

No “I.xxx” citations here

I."‘ Q seach Requicement X\ Q Searcn Resut X | /’ (GOOD ')
——
Label ™ | Contract Part ‘ Contract ! ‘ Contract Subsectm| Source Requile ‘ SRD Citation | % SRD Secmnﬂ'-‘arag| Mod Info & Other C| Li
L150/FAR 52 225-8//Duty Free Entry (Oct 20100 Contract Section | 1150 Federal Acqulsi FAR 52 225-8 uty Free Entry (O added per Mod 841 ht
1.149/FAR 52.215-21 i/Requirements for Certified Cost or Pricing Data and Contract Section 1 1149 Federal Acgusi FAR 52.215-21 equirements for C added per Mod 841 ht
| 1.148/FAR 52.223-18 iiEncouraging Contractor Policies to Ban Text Messa Contract Section 1 1148 Federal Acqulsi FAR 52.223-18 couraging Contri added per Mod 841 ht
L147/FAR 52 204-10/Reporting Executive Compensation and First Tier S Contract Section I 1147 Federal Acqulsi FAR 52 204-10 eporting Executiv. added per Mod 841 ht
L148/FAR 52 233-4//Applicable Law for Breach of Contract Claim (Oct 20 Contract Section 1 1148 Federal Acqulei FAR 522334 Applicable Law for added per Mod 841 ht
| . 145/FAR 52.223-19/ICompliance with Environmental Management syster Contract Section 1 1145 Federal Acqulsi FAR 52.223-19 @ompliance with Er added per Mod 841 ht
. 144/FAR 52 215-19 iiNotification of Ownership changes (Oct 1997)//0 L | 1144 Federal Acqulsi FAR 52 215-19 Weotification of Owr added per Mod 841 ht
L143/FAR 52 210-1//Market Research (Apr 2011 )40 Contract Section 1143 Federal Acqulsi FAR 52.210-1 jarket Research [, added per Mod 841 ht
! | 1142/FAR 52.209-9 JUpdates of Publicly Available Information Regardingl Contract Section 1142 Federal Acqulsi FAR 52.209-9 pdates of Publicly added per Mod 841 ht
i.141/FAR 52.204-9//Personal ldentity Veerification of Contractor Personndl Contract Clause - FAR i141 Federal Acgulsi FAR 52.204-9 Ersonal identity Vi ht
é L140/DEAR §70.5223-7//Sustainable Acquisition Program (Oct, 2010)/40 § Contract Section 1140 DOE Acquisitign DEAR §70.5223-7  Justainable Acquis
’ 1 13%/DEAR 1970.5223-6/Exec Order 13423, Strengthening Federal Envlj Contract Clause - DEAF 1139 DOE Acquisit@n DEAR 1970.5223-6 ec Order 13423,
1.138/DEAR 952.223-T8//Sustainable Acquisition Program (Oct 2010)M/0 Contract Section 1138 DOE Acguisitn DEAR 952.223-78  Justainable Acguis ht
L 138/FAR 52 204-11/JAMERICAN RECOVERY AND REINVESTMENT ACTQ Contract Clause - FAR 1136 Federal Acqulsi FAR 52 204-11 MERICAN RECOW ht
1 134/DEAR 970.5217-1//Work for Others Program (Non-DOE Funded Wdl Contract Section 1134 DOE Acguisit@n DEAR 870.5217-1 ork for Others Pr 0 481.1Cis embed ht
1127/FAR 52.222-54//Employment Eligibility Verification (Jan 2009)/0 Contract Clause - FAR 1127 Federal Acqulsi FAR 52.222-54 Bmployment Eligibilt ht
| 128/DEAR 952 250-T0/Nuclear Hazards Indemnity Agreement (Modified Contract Clause - DEAF 1126 DOE Acquisitiyn DEAR 852 250-70 uclear Hazards In Mod 841, 7/3/2013, ht
1125/DEAR 952.235-T1//Research Misconduct!/ Contract Section 1125 DOE Acqguisit@n DEAR 852.235-T1 2search Miscond ht
1125/10 CFR 733//Allegations of Research Misconduct/! Contract Section 1125 Code of Fedefla 10 CFR 733 Allegations of Rese
1124/DEAR 952 20477/ Computer Security (AUG 2008), as modified by C - 1124 DOE Acquisitiin DEAR 85220477 Qomputer Security ht
al m 1

pal

Mix use of Clause & Section. Should fix, one way or
the other. (Suggeset “Section”)
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