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Preparation Procedure


System Advisory Notice and Heads-Up Message Preparation Procedure
Description: 

This procedure outlines the process for creating, coordinating and dispatching a System Advisory Notice (SAN) to alert customers about matters concerning their system and a Heads-Up Message (HUM) to inform customers about general topics.  SANs are detailed instructions on how to load patches or work around procedures pending the release of corrected software, typically used to notify customers about new procedures.  They are specific to a particular system and usually require some activity on the part of the customer to implement.  HUMs typically notify customers of temporary situations such as base power outages or base closures.  They are generalized in nature and may affect more than one system.  

Entry Criteria:  
Complete the following before beginning this procedure:

· A Organization-supported operational system 

· A situation that dictates notification of system users 
Procedure Steps:  (These steps are not necessarily sequential.)  

1.  Project Manager:  Identify problems and notify users.

Identify situations that require user notification or user implementation of a work around process until the fielding of patches or fixes.  Continually monitor the system to determine that it is functioning as designed and to identify situations that could adversely affect the operational capabilities of the system.  When a defect is identified or an event that could affect the operational capability of the system is scheduled or occurs, coordinate with project personnel to determine the severity of the defect or event and the impact on the software system.  If the defect requires immediate attention, consult with project personnel to determine if users should be notified, if a work around is available and if so, the feasibility of implementing that work around.  

2.  Project Manager:  Develop and test work around procedures (SAN only).

After identifying a defect that requires attention, coordinate with other project members and determine the most appropriate measures for correcting or avoiding the defect.  This normally involves replicating the error to determine the root cause, then deciding the best way to mitigate that error until a final fix is available.  After determining a work around, ensure project members and the Lead Developmental Test and Evaluation Organization (LDTO) Function test the procedures.  The testing is part of the coordination of the draft SAN.  

3.  Project Manager:  Prepare and coordinate draft SAN or HUM.

After identifying a plausible work around for a defect, prepare and coordinate a draft message with the Program Manager.  Write it in MS Word format without using special formatting characteristics (such as bolding, italics, and colored fonts) since these will not transfer to the REMEDY system.  If the situation requires a SAN, specify which systems should receive the message.  If the situation requires a HUM, notify all affected systems or locations.  Include in each message:

· A short title that explains the purpose of the message.
· The work around instructions.  (cannot be wider than 6 inches according to the ruler on the screen with the left margin set at 1.3 inches or 80 characters using size 10 font). 

· For SANs only:  Project name and the affected version number or release number.  (e.g., Reference: NGV653 Ver 96102359 or CMOS Ver 5.1)

· For SANs only:  The Help Desk team that users should contact for assistance.  (e.g., “If you call the Help Desk for support, Team (X) supports (Project Name).  The Help Desk phone number is DSN 596-5771”.)

· Expiration Date:  The last paragraph of every message must contain a statement that clearly denotes the date the message expires.  

4.  Project Manager:  Enter SAN or HUM into REMEDY.

After development and testing of the work around procedures, and coordination of the message text, load the REMEDY system with the SAN or HUM.  In the REMEDY system, select the “FAB_MESSAGE from the “Begin a Task” screen”.   

5.  Project Manager:  Monitor status.

Monitor status of the SAN or HUM to ensure corrective actions occur within the time frame referenced in the message.  The SAN and HUM messages expire on a specified date or with a specified software release.  Monitor the REMEDY system to ensure that all mitigating actions occurred within the prescribed time frame and that corrective software was available by the prescribed release date.  If there is a delay with the corrective software, either issue another SAN or reissue the existing SAN with an adjusted expiration date.  

Exit Criteria:  

The following work product is a result of completing this procedure:

· SAN or HUM 
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