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Introduction
This document describes the RFCS Tracking & Online SANS Form features added to DBOR with
Release 2.2 on 1 May 2000. To facilitate collaborative decision making for the AT&T Business Office
and IBM Project Office, the RFCS Tracking and Online SANS Forms features allows a restricted group
of individuals to manage RFCS Projects. With this release, RFCS Projects will be managed through a
twelve-step process to complete negotiations on a predetermined schedule. As these RFCS Projects
progress, users will be able to record start and completion dates, status comments, contract position
documents, and escalation status.

User access these new features from the existing DBOR Main Menu. Here is where users can start
RFCS Projects, access existing RFCS Projects for editing, and access Section 6 of the Online SANS
Form. In Section 6 of the Online SANS Form, three documents can be accessed by clicking on a link
that will download the latest version of the documents for editing. After these documents are ready for
publication, users send these documents to the DBOR Application Manager who loads them into the
DBOR Web Server.

To facilitate quick navigation between RFCS Tracking and the Online SANS Form features, links
appear on these web pages that allows the user to go easily between the RFCS Tracking and Online
SANS Form web pages.

Please Note: These window illustrations contain sample data that has no association with reality or
actual projects. Any similarities to reality are purely coincidental.

Getting Started

All RFCS and SANS Form features appear on the Main Menu in the rightmost column. Before starting
an RFCS Project, it is imperative that the RFCS number has been specified in an NCOS or MVS Project.
Once that has been completed, an RFCS Project can be started from the DBOR Main Menu.

DBOR Main Menu

#+ UPDATED 05/12/2000 ** Click HERE for DBOR Bulletins

Initiate Forecast Project

Create an Initiative Initiate Active Project Start an RFCS

Initiate MVS Project

l Cuery/Update by Initiative ID ’ Cuery/Update by Project ID ‘ Update by RFCS Number
[ Query/Update (ADHOC) ] Query/Update (ADHOC) {
| |
i i

IMPOR Query (ADHOC) VANS FORM
ISC Query (ADHOC) ’ SANS FORM (Section 6)

Query Project Information by Site
{on Resources)
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Creating an RFCS Project Record in DBOR
To outline the necessary steps to create an RFCS Project in DBOR, the following checklist defines the
actions to complete the initial startup of an RFCS Project.

1. Specify the RFCS number in an existing NCOS/MVS Project.

2. Click on the Start an RFCS link on the DBOR Main Menu.

3. Fill out the RFCS Form with the RFCS number, name, condition, and dates then submit the
form.

4. Specify any RFCS 12-Step dates in progress or completed.

5. Click on the Associated SANS Form link to add any applicable status messages to the web-based
Section 6 of the SANS Form.

6. Send electronic copies of the related SANS form and any other position documents to the DBOR
Application Manager to be loaded onto the Web Server. After the DBOR Application Manager
saves the electronic documents to the Web Server, these documents will be downloaded after
you click on its related link in Section 6 of the SANS Form.

Starting an RFCS Project
To start an RFCS Project, click on the Start an RFCS link on the DBOR Main Menu and the following
window appears. This blank form contains all required fields to create an RFCS Project record.

Initiate a Request For Change of Service (RFCS) Status Tracking Screen

* designates fields required for RFCS initiation

CLICKTO INITIATE RFCS

* RFCS Number [

* RFCS Name |

* Primary Service Request Type (SRT) [-Select a (primary) Service Request Type— x|
* Request Condition [-Select a Request Condition— ~|

* Date RFCS Cost Proposal Needed by BU Client: ||-Month- x| |-Day- x| |-Vear x|

* RFCS Target Production Date [-Month- =] [-Day- x| |-Year- ]

CLICKTO INITIATE RFCS

All fields on this form must be filled in to start an RFCS Project. After completing this form, click on
the CLICK TO INITIATE RFCS button. This will cause the DBOR application to query the database to
confirm that an existing NCOS/MVS Project contains the RFCS Number typed into the form. If there
are no project with this RFCS Number specified, the following window will appear.
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This RFCS number is not associated with any Project ID in DBOR.
You cannot start this RFCS until a Project in DBOR has this RFCS number.
Please hit your back button to return to the Initiate RFCS screen
to either correct and resubmit the RFCS number, or to return to the DBOR Main Menu.

At this point, you can hit your back button to return to the Initiate RFCS form. To fix this, you can open
another browser window to update a project with the RFCS Number thereby saving the information
typed into the Initiate RFCS form. To start the second browser, click on the browser’s icon and go to
the DBOR Main Menu web page, open the associated NCOS/MVS Project, and update the RFCS
number. After submitting the Project Update, close that browser, return to the Initiate RFCS form, then
click on the CLICK TO INITIATE RFCS button again.

After successfully initiating an RFCS Project, two intermediate windows appear separately that will
update DBOR with all the necessary RFCS information. Simply click on the appropriate Click link
after each appears.

Click to contimue establishing the new RFCS
Click to display the newly created RFCS.

After clicking on the second intermediate window, the RFCS Status Tracking window appears listing
the information entered on the Initiate RFCS form. This same window is used to edit an existing RFCS
Project and appears similar to the illustration below.

\RFCS Number 1020445

*RFCS Name [Increase number ABS Nodes

Project IDs |—Pulldown ta view Praject IDs for this RFCS— x|
* Primary Service Request Type {SRT) [ New Acquisition ~|
* Condition [ Open New |

| Click here to ClosefApprove this RFCS
* Date RFCS Cost Proposal Needed by BU Client: ||[Dec x| [30 x]|2000 x|

* Target Production Date [Jan  =lf30  =]|2001 ]

— CLICK TO UPDATE RFCS RESET
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Editing an RFCS Project Record

After an RFCS Project has been created in DBOR, the user can return to update existing information.
By clicking on the Update an RFCS Number link on the DBOR Main Menu, the following window
appears for the user to select the RFCS to be edited.

Click HERE to return to DBOR Main Menu

‘RFCS Number I—Selec’( RFCS number for update— 'I

After selecting the RFCS Number from the window above, an RFCS Status Tracking window appears
similar to the illustration below:

RFCS Number 020445

*RFCS Name [Increase number ABS Nodes

Project IDs [—Pulldown ta view Project IDs for this RFCS— x|
* Primary Service Request Type (SRT) [ New Acquisition =l
* Condition [Open New ~|

Click here to ClosefApprove this RFCS
* Date RFCS Cost Proposal Needed by BU Client: |[Dec x| [30 x||2000 x|

* Target Production Date [Jan  =lf30  =]|2001 ]

CLICK TO UPDATE RFCS RESET

In the RFCS Status Tracking window illustrated above, you can enter changes/updates to the original
information as the RFCS Project progresses. After making changes to information in this form, the user
must click on the CLICK TO UPDATE RFCS button to save the changes in DBOR. This same window
is also used to Close/Approve an RFCS Project.

Other fields included in this window are the Project IDs defined in NCOS/MVS projects that are
associated with this RFCS Project. After this window opens, the latest list of Project ID associated with
this RFCS Project can be displayed by clicking on the drop-down menu arrow. This is a display-only
drop-down menu.

Changing/Closing RFCS Project Conditions
There are seven conditions that an RFCS Project can be assigned as depicted in the illustration below.

DBOR handles these differently based on the condition selected. Any RFCS Project that is in any Open
condition can be updated and changed. However, it is imperative to note that the following Closed
conditions cannot be reopened once submitted: Closed Business as Usual and Closed Business Unit
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Cancelled. The only closed condition exception is Closed Rejected which can be reopened for update
and change.

[-Select a Request Condition— =~
To close an approved RFCS Project, users must use the IH|H1 Bequest Condition—
Click here to Close/Approve this RFCS link. For more _'022: C:::;wer e
information on completing an RFCS Project, refer to the Open Active
Completing RFCS Projects section below. |Closed Business as Usual (BAU) i

Closed Business Unit Cancelled (BUC)

dClosed Rejected
RESET
RFCS Project 12-Step Schedule

At the bottom of the RFCS Status Tracking form, the RFCS Project 12-Step Schedule appears similar to
the illustration below:

|RFCS RFCS Step Name | StopOwner \1arget; Start |Complete Update

Group : (Days) _Date ; Date

Dates
Status

1 v Develop Contract Position |IBM- Project Office 7 105/01/2000 |05/06/2000

Dates

2 i Develop IBM Budget and Planning Price | IBM - Project Office 5 05/06/2000 o i

AT&T - Business i Dates

13 | Validate IBM Budget & Planning Price |30 Status

-3

|AT&T - Business T Dates

4 Validate RFCS | Office v

Dates
Status

5 Complete the Project Plan IBM- SDC L

Dates
Status

Perform Quality Assurance on Project
Plan

|IBM- SDC 1

Dates

7 Complete Draft Proposal IBM - Project Office | 3 Status

. ! Dat
Perform Indusiry & Coniract Quality |IBM.- Project Office Al ates
Assurance Status

Dates

| 9 Obtain IBM Price | IBM - Project Office 1
! Status

Dates
Status

110 | Complete Final Proposal IBM - Project Office 1

IAT&T: Business ; Dates

11 Review and Accept Proposal ! Office Status

@

| AT&T - Business ‘ Dates
| Office Status

112 | Approve Proposal

o

The RFCS Project 12-Step Schedule window shows the current RFCS Step Names, Owner, Target
Days, and other dates relative to this RFCS Project. As you can see in the dates columns above, this
project is in progress and some dates have already been entered.
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Viewing/Adding RFCS Project 12-Step Dates
To add an RFCS Project 12-Step Schedule Date, click on the Dates button in the rightmost column

located on the same row as the step being updated. After you click on the button, the following window
appears:

* designates required fields

RFCS Number: 020445 RFCS Step: 1 - Develop Contract Position
* Step Start Date: [-Month- x| [-Day- =] [-vear- x]
Step Complete Date: [-Month- x| [-Day- x| [-vear- x|

CLICK Ito update the RFCS Step dates

This window allows the user to select the Step Start Date and Complete Date by Month, Day, and Year.

After the user updates this window and presses the [CLICK| button, the RFCS Status Tracking window
will appear displaying the new dates.

Viewing/Creating RFCS Project 12-Step Status Messages
To view an RFCS Project 12-Step Status Message, click on the Status button in the rightmost column
on the same row as the step you would like to review. This will display all status messages associated

with the step selected and allows users to add an RFCS Project 12-Step Status Message. After you click
on the button, the following window appears:

Click Hereto return to RFCS Display

* designates required fields

'RFCS Number: 020445 'RFCS Step: 1 - Develop Contract Position
* Updater: “-Selec:l Yourself From the List- |
* Enter Status Text below:

N1

‘ CLICK Ito insert the ahove RFCS Status entry

Status Input
Dite By Status

2 Status Text: Received RFCS documentation and have confirmed all information conplete. Shipped
R i ERLEple documentation to Project Office.

The RFCS Project 12-Step Status Message window illustrated above displays all existing status
messages and includes a field to enter a new status message. After the user selects him/herself from the

Updater list and enters a status message, click on the [CLICK| button and the window will re-display to
show the new status message added to the RFCS Project.
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Note: Please confirm that the Status Text entered is accurate before submitting. After a Status Message
has been inserted, it cannot be edited nor deleted.

Viewing/Creating RFCS Escalations

The RFCS Project 12-Step Schedule window allows all users to view any active RFCS Escalations by
clicking on the Click HERE to View RFCS Escalations link and a window will appear similar to the
illustration below:

Decision ot
Date Maker Input By Cost Impact to
AT&T and IBM
05/24/2000 | Thomas McMaster | Rosie LaBarge '$ 100000
Business Unit requesting project hefore 2001 budget approved. Has verbal agreement hut needs CFO commitiment letter hefore
starting project.

Creating an RFCS Escalation Record is a restricted area for only authorized users to access. The DBOR
application allows only authorized users to access the escalation creation web pages. For more
information, please contact the DBOR Application Manager.

For those authorized to create an RFCS Escalation Record, click on the Click HERE to document an
RFCS Escalation link in the RFCS Project 12-Step Schedule window. This will display an RFCS
Escalation window similar to the illustration below:

Click Hereto return to RFCS Display

Updater: [-SeledYourself From the List- x|
Decision Maker: |-Select Decision Maker From the List- x|
Cost Impact to AT&T and IBM: IU (enter numbers only - § is provided by the system)

Enter Escalation Text helow:

CLICK Ito insert the ahove RFCS Escalation

Note: Please confirm that the Escalation Text entered is accurate before submitting. After an
Escalation Message has been inserted, it cannot be edited nor deleted.

The RFCS Escalation window displays a blank form at the top of the window to allow users to enter an
RFCS Escalation Summary record. After entering all required fields and clicking on the button
below the Escalation Text field, a new RFCS Escalation Summary record will be created. At the bottom
of this window all historic RFCS Escalation Summary records are also displayed.
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Completing RFCS Projects

After all RFCS 12-Steps have been entered in DBOR and the RFCS Project approved, the user can
change the RFCS condition to Closed Approved. This is accomplished from the link in the RFCS Status
Tracking window by clicking on the Click here to Close/Approve this RFCS link. If all Start and
Complete Dates steps have not been specified in the RFCS Project 12-Step Schedule, the following
window appears:

NOTE: Hit your hback button to return to RFCS and complete all RFCS steps hefore you can CLOSE/APPROVE
this RFCS

After completing all RFCS 12-Steps and clicking on the link to Close/Approve the RFCS, the following
window appears allowing the user to complete the RFCS Project closure as approved.

RFCS Number : 020445
(Increase number ABS Nodes)

NOTE: Hit you back button if you want to return to the RFCS
without changing the Condition to Closed Approved

Condition: Open Active [ Closed Appraved x|
Click to Close Approve the RFCS I

Note: Prior to closing an RFCS Project, please confirm that all RFCS Project information is correct.
After a an RFCS Project has been closed, it cannot be re-opened nor edited.

On the window illustrated above, you can only select Closed Approved. To close this RFCS Project
simply click on the Click to Close Approve the RFCS button.

Completed RFCS Status Tracking Records
After an RFCS Project has been Closed, the record will appears similar to the following illustration:

'RFCS Number 1020445

* RFCS Name fIncrease number ABS Nodes

’Project IDs “—Pulldnwn to view Project IDs for this RFCS— x|
* Primary Service Request Type (SRT) “ New Acquisition =l
* Condition “ Closed Approved =l

* Date RFCS Cost Proposal Needed by BU Client: “ Dec >|[30 x|[e000 7]

* Target Production Date “Jan [0 =lfeoor =
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The window illustration above shows that the project was completed as Closed Approved. Notice that
this window does not contain the Click here to Close/Approve this RFCS link nor the CLICK TO
UPDATE RFCS button. This would appear similarly when an RFCS Project is closed by changing the
RFCS Project Condition to Closed Business as Usual or Closed Business Unit Cancelled. That is,
Closed conditions disallow any changes once they have been submitted into DBOR.

In addition to the RFCS Status Tracking information, the RFCS Project 12-Step Schedule appears below
the tracking information. After an RFCS Project has been closed, this window allows users to view the
schedule follows:

i RFCS Step Name l St%o Owner ,Target_i Start Complete | Undate

| ; _ 7 roup !(Da\ys)| Date : DateA A

!bevelop Contract Position \IBM-ProjectOffice | 7 |05/01/2000 05/06/2000 |

gbé!;re-lop IBM Budget and Planing Price fIBM- Project Office } e Eosfnisfzdno zﬂs.ll.lmﬂl]l]. | .

| Validate IBM Budget & Planning Price | AT&T - Business Office | 7 |05/10/2000 05/15/2000 | [EESTEY

[ValidateRFCS |AT&T - Business Office | 16 |05/15/2000 05/30/2000 | [EEXTEY
| !Complt-:te”\‘heP.mj.e-ctPhnm TR i-lBM;.Sf)-C T i 17 -guam'ifz'unn' 06/15/2000 l
6 ji.P.ex"ﬁn;m Graliiy Acsutance on Pojeci Plan ]‘IBM-SI')C' : ; 1 Eusfisfénuh"ibdnskz'uuo' |
T lcomeevmitmen B peeome |5 [osiomo wavasoo”| BTN
8 'Ei‘;mll'd"sw&c"“m‘ Quality '%mM-pmject ome il 'i06f18f2000 él]ﬁlzl]le]l](l i Exm
I9 ; | Obtain IBM Price R "gva.ijec't Office | 1 |06/202000 !nﬁtﬁnrﬁnﬁo i
;}io ' .»,‘Conq.)lete Final Proposal s i'IBM-iject Office. | 1 .'lﬁﬁfﬁlIZOUO -ll]ﬁf-21-f20-l]0> |
11 _iwm&cmémﬁsd DT '_§AT&T'. Business Office ; B !osizzkzouo §ﬁ6/29f200ﬂ 1 [status i
(i Dmwroma|Arar s ome |1 [ossome susves | R

Note: After an RFCS Project has been closed, Status Messages can still be viewed and/or created.

Online SANS Form

The DBOR Online SANS Form feature consists of a web page containing several links to Microsoft®
Word* documents and Section 6 of the NCOS/MVS Services and Acquisition Needs Summary (SANS)
Form. The Word documents consist of the SANS Form (Sections 1-5), AT&T Contract Position, and
the IBM Contract Position. After the DBOR Application Manager receives a copy from the user
community, these documents are stored on the DBOR Web Server.

Section 6 of the Online SANS Form is available after an RFCS Project has been created as described
above in the Creating an RFCS Project Record in DBOR section. To access the Online SANS Form,
click on the SANS FORM (Section 6) link listed in the DBOR Main Menu and the following window
will appear similar to the following illustration:
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|NOTE: You must have "started" the RFCS before you can process the online SANS Form
|Se|ect RFCS entry in DBOR: |EEEEE |

In the window illustrated above, select the RFCS Project Number you wish to display from the drop-
down menu. After selecting the RFCS Number, click on the Submit button and its associated Online
SANS Form Section 6 will display similar to the illustration below:

Click HERE to return to DBOR Main Menu
NCOS/MVS Provisioning Process

Online Service and Acquisition Needs Summary (SANS) Form
Section 6

Click 99999.doc for SANS Sections 1 through S (word document)

99999
!(Req)[Project ID: (pulldown io view all projects for this RFCS) NCI20000039 ¥
IBM Contract Position to
Substantiate Non-Standard st
(Req) e giest Desorption: 99999TBMposition.doc
(Date - Name - Contract Position)
AT&T Contract Position: e
(Beq) (Date - Name - Contract Position) A1 posttianidnc
{Ongoing Dialog/Status ;

.(Req) Date. Nams Statis) Add/View Status
(Req) : Ay Sttt New acquisition required for infrastructure project.
Summary Status Selected by:

(Req) Name: [Carol Fowler

6.72 Req) Date: 05/25/2000

-T(Req) Company;Title: [BM/IM Manager

In the Online SANS Form Section 6 illustration above, the Word documents appear as 99999.doc,
999991BMposition.doc, and 99999A T Tpesition.doc. To open one of these documents, click on the
appropriate link and the related SANS Form, IBM Contract Position, or AT&T Contract Position
document will appear as it was last stored by the DBOR Application Manager.

User can create Status Messages and select a specific Status Message to display on the Online SANS
Form window. In the illustration above, one of the pre-defined status messages has been selected as the
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Status Summary Message. By default, a Status Message will not appear in the Online SANS Form
window unless it has been created with the Status Summary Indicator set to Yes. To add or view an
Online SANS Form Status Message and to select Status Summary Message, refer to the
Adding/Viewing Online SANS Form Status Messages section below.

To view the associated Projects with this RFCS number and SANS Form, click on |NCI20000039 Ll
the Project ID drop-down list in rightmost column of Section 6.2 and the associated FEr=ErrFrrreriEE )

Project IDs will appear similar to the illustration to the right. NCI20000040

NCI20000041

Creating/Viewing Online SANS Form Status Messages
To add or view a Status Message, click on the Add/View Status link on the Online SANS Form Section
6 window and a window similar to the following illustration will appear:

Click Here to return to SANS Form
Click Here for RFCS Status tracking window
* designates required fields

l Enter SANS STATUS for RFCS Number 99999
* Updater: “—SelectYourseIf From the List- x|

|Summary status? No =

I(select Company and enter Title if this is a summary status)

lCompany I-Select Company if this is & Summany Status-:_'
Title |

* Enter Status Text helow:

CLICK lto insert the ahove SANS Status entry

The SANS Status Update window above allows users to create a Status Message record for the Online
SANS Form. If this is not a Status Summary Message, this form requires the user to select only the
Updater’s name and enter status text. If this is a Status Summary Message, this form also requires the
user to select Company and enter his/her Title. By default, a Status Message will not appear in the
Online SANS Form window. To define a new Status Message to appear in Section 6, change the Status

Summary Indicator from No to Yes. After completing the required fields, click on the CLICK| button to
insert the SANS Status Message.

Note: Please confirm that the Status Text entered is accurate before submitting. After a Status Message
has been inserted, it cannot be edited nor deleted.

After inserting the Status Message, the SANS Status Summary appears at the bottom of the SANS
Status Update window similar to the following illustration:
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X Summary
Status Date Input By Company Title Status
Indicator
| Carol Fowler | IBM |IM Manager | Y
05/25/2000
l Status Text: New acquisition required for infrasiructure project.
|Frank Gould | IBM Do fluky. | Y
04/25/2000
lShtus Text: This is the first message selected for Summary Status.
| Frank Gould N
04/25/2000

I Status Text: This is the initial SANS Form status message.

The SANS Status Summary window displays all Status Message created during the RFCS Project life
and displays which status messages have been selected as the Status Summary Message. Note that only
the latest SANS Status Summary Message selected will appear in Section 6 of the Online SANS Form
window.

* %% End of Document * * *
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