NCSX Training Module 12

Administrative Processes

Purpose and Time Needed for this Module:
This module is intended to how the NCSX Project does business – specifically, this module will address the administrative processes used to facilitate management of the NCSX Project.  These include:

· Electronic signatures using the Adobe Acrobat protocols;

· Style and Document Preparation Guidelines; and 

· File Naming Conventions

 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 Project Home page should be the first point of contact for the vast majority of project information:  This site is directly accessible from the PPPL Employee Services page http://www-local.pppl.gov/  or via the following URL: http://ncsx.pppl.gov/.  The Project Web was the subject of Module 1.

The Engineering Web is accessible from the NCSX Project Web by clicking on the link labeled Engineering, which takes the user to the Engineering Home page.  The Engineering Home page is the gateway to the technical information used by project participants.  Exceptions are the electronic models and drawings in the ProE/INTRALINK System and those hard copies of run procedures and supplier submittals stored in the PPPL Operations Center.  Access to the Engineering Web is restricted to people logging in from the pppl.gov, ornl.gov, and doe.gov domains.  User name and password access is required outside those domains.  

Since this is a protected site, you must use the NCX search engine => other search engines such as Google will not be able to access items on the Engineering Web.

Electronic Signatures:
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.
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.  The Sample Document provided as an example is actually a sample Developmental Specification (BSPEC).
· 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 and then continues with a Sample SOW Text.

· 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.  Wayne – need to provide guidelines and links to a functional product specification and probably a PRL.
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.  Wayne – do you intend to create a separate general file naming guide?
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)
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 – ESH & QA

· Module 11 – Supplier FTP Site and Postings
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