NCSX Training Module 13

PTR & NCSX Administrator Responsibilities

Purpose and Time Needed for this Module:
This module is intended to how the NCSX Project does business – specifically, this module will address the responsibilities of the NCSX Procurement Technical Representatives (PTR), Subcontract Administrator, and NCSX Engineering Administrator for receiving, reviewing, and posting Supplier submittals on the NCSX Project secure supplier site (NCSX_Secure).  

 The instructor and student(s) will need access to the NCSX Project Web via a computer to see the specific web pages referenced.  It is anticipated that this topic will take require approximately one 45 minute session to complete.
Content:
The NCSX Data Management Plan (DMP) identifies the NCSX Project electronic filing systems are considered remote locations of the PPPL Operations Center files.  Specifically, the DMP states:

“The vast majority of project documents will be created, stored, and be accessible electronically. These electronic records are subject to the same degree of configuration and revision control as those hard copy records stored in the PPPL Operations Center.  In addition, in order to maintain the records current, the electronic records on the NCSX Project Web  are automatically backed up periodically (at least weekly) by the PPPL Data Management and Retrieval Systems (NetBackup).  Since these records are subject to the same degree of rigor in maintaining them current, those records stored electronically on the NCSX electronic sites are considered to be remote locations  of the PPPL Operations Center. During the design and construction phase, these files (which do not duplicate files and records stored in the PPPL Operations Center) will be maintained by the NCSX Project.  Early in the Operations Phase of NCSX, it is anticipated that these files and records will be transferred to the Operations Center for control. “ 

Because of the potential for procurement sensitive information being provided in supplier submittals, the Project has established a secure site (ncsx-secure) that has limited access for specific project personnel. Personnel having access currently are the:

· NCSX Engineering Administrator that maintains the web;

· NCSX Engineering Manager;

· NCSX Deputy Project Manager for Engineering;

· NCSX Systems Engineering Support Manager; and the

· NCSX Quality Assurance (the QA Manager and PQA)

Supplier Submittals:
The NCSX Project involves scientists and engineers at PPPL and ORNL and industrial partners.  Because of the distributed nature of the Project, the design team has opted to use electronic file systems for document and drawing control and sharing.  Electronic signature protocols established using the Adobe Acrobat software (Adobe Acrobat 5.0 or newer version) – reasonably easy method of establishing secure electronic signatures on pdf documents.  Each signer of a document has two unique 20 alpha-numeric “fingerprints” and a password known only to the signer.  These “fingerprints” are posted on the web for people to check that the “right person” has signed the document.  NCSX Systems Engineering controls what a person can do to a pdf document => usually limited to copying and signing – no other changes permitted.  If one tries to change security levels (e.g., copying and signing), all the signatures will be invalidated.
Only issue arises when a user upgrades computer operating system or Adobe Acrobat version and does not properly save his or her “certificate.”  If this occurs, the user will need to create an entirely new “certificate”. Bottom line is to obtain Helpdesk assistance when upgrading computer or Adobe Acrobat version.
http://ncsx.pppl.gov/SystemsEngineering/Signatures/Validated_Certificates/validated_electronic_signatures.htm 
Training:

http://ncsx.pppl.gov/SystemsEngineering/Training/NCSX_Training_index.htm
Provides a a single point of contact for all NCSX training related information.  The following information is contained on this page:
· NCSX Training Plan - this plan provides the general training requirements framework of the NCSX training program and how this training program will be implemented during the  design, fabrication, and construction phases of the project. At the same time, this plan will address how QA criterion will be satisfied.  Operational training requirements will be addressed at a later time.
· NCSX Task-Specific Training Matrices - this section provides training requirement for specific training activities (e.g., Modular Coil Manufacturing Activities.
· NCSX Training Modules - these modules provide NCSX Project personnel with a self-guided tutorial of the main features of the NCSX Project Web, NCSX Engineering Web, and the specific details on how the NCSX Project will do business, including specific guidance on project procedures, processes, and documents.  Training sessions are also offered to ensure that all personnel receive periodic training.  Each training module is targeted to be completed in one 45 minute session, although some may take slightly longer.
· NCSX Training Forms - provides training documentation forms to record topic of the training, date of training, and names of personnel attending the training session.
· NCSX Record of Training - matrix of NCSX personnel and the dates that they were trained in specific modules.
· Human Resources Training Web page - link to the PPPL Training Department Web page.
Style and Document Preparation Guidelines:

Countless hours are spent wrestling with format problems in documents.  This is especially true when we try to integrate inputs from many people into a single document.  For this reason, NCSX has established a standard style for the preparation of controlled documents. 

Controlled documents shall be prepared in MS Word format.  The preparer is responsible for circulating the document for review and for coordinating resolution of the comments.  Once the preparer is satisfied that the document is in final form, the document should be sent to Systems Engineering.  Systems Engineering will archive the final copy of the Word document (in read-only format), convert the document to PDF format, add the signature blocks, set the security level, circulate the document for electronic signature, and post the signed document on the Engineering Web.

The easiest way to prepare a document is to simply download the sample document to your desktop, rename it, remove the comments, and start typing.  The key to avoiding format problems is to keep it simple.
There are three samples of style and document preparation guidelines located on the NCSX Engineering Web:

· Style Instructions – located in the Management Plans and Procedures section of the Engineering Web.  These instructions provide generalized guidelines for preparing any controlled document for the NCSX Project.  
http://ncsx.pppl.gov/NCSX_Engineering/Document_Prep/index_DocPrep.htm 

· Sample Documents -– sample SRD (Development Spec), Product Spec, and SOW are available for use as a template at:
 http://ncsx.pppl.gov/NCSX_Engineering/Document_Prep/index_SampleDocs.htm 
· SOW Guidelines – located in the Specs, Design Criteria, and Statements of Work section of the Engineering Web.  These guidelines provide an overview of the intent and purpose of an SOW:
  http://ncsx.pppl.gov/SystemsEngineering/SOW/Guidelines%20for%20Preparing%20Statements%20of%20Work.pdf 

· Spec Guidelines – also located in the Specs, Design Criteria, and Statements of Work section of the Engineering Web.  These guidelines provide a discussion of the different types of specifications and then continue with links to Sample Specification Texts for each type of specification (i.e., Developmental and Product).  

http://ncsx.pppl.gov/NCSX_Engineering/Requirements/index_SpecTypes.htm 

File Naming Conventions:
The NCSX Project has established a file naming convention for all documents relating to the NCSX Project.  This information is contained in the NCSX Document Records Plan (NCSX-PLAN-DOC) and includes record retention and approval authority.  All categories of NCSX documents are included in the DOC.  The link to the NCSX Management Plans is:
 http://ncsx.pppl.gov/SystemsEngineering/Plans_Procedures/NCSX_Mgmt_Plans.htm
Eventually, we will prepare a generalized file naming guideline, but in the interim, we need to address three areas:

· Specifications  - per the DOC, specs are named NCSX – BSPEC (or CSPEC) – WBS Element (usually two-digit) – Rev# (in format 00, 01) – dA, dB, etc.

· Memos – per the DOC, memos are named as follows: yymmdd-Subject (short description with no blank spaces-WBS Element (usually three-digit)-Author’s Initials (e.g., TGB).Extension(.doc, .ppt, etc.).

· Comment Versions – if you are not the owner of the document and you have comments on a draft, include your initials following the draft identifier (e.g., NCSX-PLAN-DOC-02-dA-JAM.doc)

· Signed Version – once the document is ready for electronic signature, the draft descriptor will be dropped and replaced with a  “Signed” descriptor will be added following the revision number (e.g., NCSX-PLAN-DOC-02-Signed.doc or NCSX-PLAN-DOC-02-Signed.pdf)

The Document  and Records Plan also provides guidelines for most of the other NCSX documents, procedures, MITQA Plans, etc.  If in doubt, please contact the Systems Engineering Support Manager for guidance.
Other Modules:
· Module 1 – Overview of the NCSX Web

· Module 2A - Overview of the Engineering Web (Part I)

· Module 2B – Overview of the Engineering Web (Part II)

· Module 3 – Specifications, Design Criteria, and Statements of Work

· Module 4 – Work Authorization Process

· Module 5 – Design Review Processes

· Module 6 – Electronic Models and Drawings

· Module 7 – Configuration Control Processes

· Module 8 – Interface Control Processes

· Module 9 – WBS Dictionaries and Management Plans

· Module 10 – ES&H, QA & Other
· Module 11 – Manufacturing, Procurement, and Supplier Sites
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