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Section 1 – Project Plan

1.1 Project Overview

1.1a Existing System


[Describe product/system that currently exists and which you are to enhance. Then, describe in a sentence what will be the enhancement to it.  If there is no existing system, state that it does exist. For existing systems, show how their homepage looks ]
The existing system that the San Jose State University’s (SJSU) Aviation Department uses is an Access database used to track SJSU’s Aviation Department Alumni. The sponsor would like to keep the existing system, but needs to have forms and reports created that can be used in their daily business.

1.1b Objectives

[State in the first sentence what your project is all about. Then, give the project overview by briefly describing the existing system/problem/opportunity and state the objectives, constraints, and scope of the proposed project. In your constraints, be sure to consider security/confidentiality concerns if you are working with a corporate client. In this section, you should also state the project sponsor, proposed system end-users, and -- as completely as possible at this stage -- the expected deliverables. Who is sponsoring/authorizing this project? In other words, who makes the go/no-go decisions? Who will use the system you deliver? What tangible products will you provide your client by completing this project? Deliverables will vary greatly depending on the nature of your project, but may include documentation, software, training, or other products. ]
Objectives of this document are to assure that all that has to be done is done and provide information for Project Reviews.  Project Reviews will be monitoring if the development will result in a delivery on time, within budget (resources) and the quality that Sponsor expects. Our objective is to make a user - friendly database with the common reports and forms needed by the Aviation Department.  
 We are enhancing the existing system so that the system will be easier to read and easier to use.  It will need to be a form where information about the Aviation Department‘s graduates can be entered.  We must create a report that will list alumni by the company they work for along with other reports in the old database. We will also train the contact Axx Fxx, Aviation Department Secretary, on how to create any future reports or forms needed to help do their business.  We will provide a manual to show the sponsor how to use the system.  

Following will be delivered at the end of the project:

· Database

· WebPages

· Reports, pre-designed and implemented

1.1c Constraints


The project is limited to making the reports and forms needed by the Aviation Department as well as is capable within Microsoft Access. The knowledge of the user that needs to be trained on Access may be limited and training could be extensive.  The original system was not done in Access, therefore basic Access commands must be taught to ensure that the user knows how to input the data.  
Sponsor requires that the Database be implemented in MySQL and that Operating Systems that the product has to run on are Windows and Linux. If possible, Database should be converted into Oracle and MS Access DBMS too.

The project team has 14 weeks to complete the project.  The information contained within the database is to be kept confidential and only be used for the purposes of this project. Only the team members as well as Professor Gasich are allowed to view the information.  Professor Gasich can view the database on Mxx’s laptop weekly to follow progress.

1.1d Project Sponsor and Deliverables


The project sponsor is the San Jose State University Aviation Department. The project is authorized by Axx Harris, Aviation Department Secretary, who is also the end –user. Axx will authorize all the decisions suggested by the team. The team will create for the sponsor any forms and reports needed on the existing database as well as make the database user – friendly.  The sponsor will provide previous data and reports from the current system. We will also provide a user manual for future use by the sponsor as well as training for Axxxx Department.

1.2 Feasibility Assessment, Risk and Contingency Plans

[ This section should evaluate the economic, technical, operational, and organizational feasibility of the project; identify and assess project risks; and provide contingency plans to address high-impact risk factors.  Two risk matrices are a mandatory part in this section. FEASIBLE mean: it could be done. ]
1.2a Feasibility Assessment


The project feasibility is very good.  The team, as well as the project sponsor, are very optimistic about the overall project. Enough information has been provided by the sponsor.  Current progress is going smoothly; team members are all contributing; and updates are delivered to sponsor regularly.  

Why is Our Project Feasible: (select 4-6 reasons or provide 4-6 of your own reasons)?
1) Level of difficulty within range of our capability

2) We have resources needed for the project

3) It is feasible given the schedule.

4) We have skills and knowledge to complete the project.

5) We have Project Time and Task Schedule

6) Not too complicated/complex

7) Will resolve all dilemmas.

8) Cost to sponsor is low.

9) The DB can be created via MySQL

10)  We know how to integrate WebPage and DataBase

11)  The Script file in PHP can be written.

12)  Plenty of people on the project to get it done

13)  Time allocation is adequate.

14)  Resources are available and accessible. (SW and HW)

15)  Can be completed in one semester

16)  Have access to resources and technology needed.

17)  Have skills necessary for project

18)  There are no costs to worry about

19)  All data is available to enter into the DataBase

20)  We will complete the project before the end of semester.

21)  We have capable human resources.

22)  We have enough time.

23)  We can do it within budget.

24)  It does not require a lot of hardware.

25)  The technology needs are average because project is not very complicated.

26)  Does not demand much financial need.

27)  We have laptops 

28)  Good time management

29)  Access to software

30)  Low cost – budget

31)  Within time – can be completed in a semester.

32)  It is within scope of skills we have – technical.

33)  Amount of data is small

34)  No inconstancies

35)  We organize and spend time efficiently.

36)  Reasonable DB size.

37)  Reasonable web interface.

38)  Not too complex.

39)  Needed software is freely available

40)  Each member of the team is working on own task.

41)  We will create webpage using PHPadmin

42)  We will use webpage design base on VB.net

43)   Will link WebPage and DB via PHPscript

44)   We have knowledgeable backup members on the team

45)  Cost is low.

46)  Project scope appropriate for the team size.

47)  We will have support from sponsor that will enable us to complete on time.

48)  Have only minor risks.

49)  Requirements are established

50)  We do not expect requirements to change.

PERT Chart 
[ Using manual drawing of PERT is not recommended, use it only in case you did not learn MS-Project tool] 
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A = Review old database


B = Create Form


C =Create Reports


D =Testing 


E = Training


F = Review

Critical path =    A+D+E= 2 +3 + 5 = 10wks


Minimum schedule =     
10wks

Slack Time: B & C can work on E; C can work on D, E



A can work on C
Another sample of a PERT chart:
[ Using manual drawing of PERT is not recommended, use it only in case you did not learn MS-Project tool] 
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The third example of a PERT Chart

[ Using manual drawing of PERT is not recommended, use it only in case you did not learn MS-Project tool] 
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MS Excel spreadsheet for this chart is on website for this class.  It is named  “PERT Third Example”.
[Missing from this page is Critical Path information that is required.  It would look something like this:

CP=T1+T3+T4+T8+T14…..=

     = 1  + 2 +2  +5  +………= 54 Days    ]

1.2 Feasibility Assessment, Risk and Contingency Plans (cont)

1.2b Project Risks

[Risks are events that may or may not occur and certainly time when they may occur is not predictable, therefore not schedulable, like for example an Earthquake. Some examples from past classes are: Team Leader gets ill and drops from the class, Sponsor has to go overseas for weeks, a member of the team had a car accident and is hospitalized for weeks. Provide your own 5-6 risk factors. Number your risk factors in the first list and keep those numbers for risks shown in “Impact Table” as well as “Contingency Table”]
The project risks for our project are small to medium.  The anticipated problems that the project might face are:  

1. Inadequate definition of requirements by the sponsor.   Explain each of risks …
2. Difficulty in satisfying performance objectives. The speed may not be achievable as processor may not be sufficiently fast 

3. Difficulties in the technical specifications of the project

4. Design specification (implementation decisions that may create problems)

5. Difficulties in contacting team members

6. Difficulties contacting sponsor

7. Frequent changes by sponsor

8. Compatibility issues with software or database

9. Dependence on external sources for Access help

10. Lack of contribution from some team members
Probability and Impact for Risk Factors:
	
	Problem
	Expectation
	Impact
	Severity

	1
	Inadequate definition of requirements  
	3
	8
	24

	2
	Not meeting objectives
	2
	9
	18

	3
	Not being knowledgeable on technical spec.
	4
	8
	32

	4
	Difficulty in linking reports 
	3
	8
	24

	5
	Difficulty contacting sponsor
	1
	5
	5

	6
	Creeping requirements
	2
	6
	12

	7
	Software compatibility
	1
	10
	10

	8
	Sponsor is not clear how to operate DBMS
	4
	9
	36

	9
	Dependence … etc.
	
	
	

	10
	Lack of contribution from members
	2
	7
	14

	
	
	
	
	

	Table 1


1.2 Feasibility Assessment, Risk and Contingency Plans (cont.)

1.2c Contingency Plans


The project consists of the following contingency plans in case some problems appear along the way:

	#
	Problem
	Severity
	Contingency Plan
	Responsible Person

	1
	Inadequate definition of requirements  
	24
	Look at old database and elaborate it the same way
	Noriel

	2
	Not meeting objectives
	18
	Make weekly checkpoints
	Lisa


	3
	Not being knowledgeable on technical spec.
	32
	Get further help from outside sources, textbooks, teachers, etc.
	Xxxxx

	4
	Difficulty in linking reports
	24
	Allocate other reports and combine them with database
	Yyyyyy

	8
	Sponsor is not clear how to operate DBMS
	36
	Create how-to-instructions, draw manuals
	Zxxxxx

	10
	Lack of contribution from members
	14
	Motivate members
	Lisa



Contingency Matrix

Table 2

1.2d Project Effort Estimate

[Use this section to roughly estimate effort needed.  Effort primary metric is number of person-days or person-weeks needed for each task.

Assure that you do not over-commit your team.  Promising and then having to de-commit some work-product leaves Sponsor disappointed and in business world leaves a black mark on your team.

Based on approximately 3 months and 4 members of the team your team’s your project should be able to produce 2,000 LOC of new code (2 KLOC).

If you are reusing existent code 10KLOC is achievable. Even more is achievable for code that does not need to be modified. ]

Our webpage Product will consist of a homepage and seven subpages hierarchy.

Assuming that for each page it takes about 150 LOC of HTML (or equivalent) code,  we estimate that the code size will be:
(Number of Lines of Code)  = (7+1) Pages/Product  * 150 LOC/Page = 

                                             =  1200 LOC/Product = 1.2 KLOC 

Therefore we find the effort achievable.

1.3 Project Procedures

[ Define procedures for interacting with your client. How will s/he contact you? Who on your team is the primary contact (i.e., team leader/manager)? How will you contact your client? How do you gain access to interview end-users? How often will you provide written and/or oral reviews? Does your client have a specific format for project status reports and for your final system documentation or user manual? Who makes the go/no-go decisions, including changes in project scope or requirements? Does your client expect you to adhere to any particular development methodology or standards? How will the final review (user acceptance review) be conducted? Be sure to schedule well in advance a mid-point (i.e., about Spring Break) and a final review time and date with your sponsor and end-user representatives. In summary, your purpose in this section is to outline the structure of your client interaction, whether by phone, e-mail, in person, or in formal reports. ]
1.3a Client Interaction


Contact with the sponsor will be primarily by e-mail between the contact Axx Fxx and the team members. The primary team contact is Mr. Mike Codde. We will give the contact oral or written e-mail updates every other week. When needed the team will meet with the contact to get approval of the database as progress is made.

1.4 Project Resources

1.4a Human Resources


The human resources needed to complete the project consist of the following:

	Project Team Members
	Contact Information
	Expertise

	Mxx Cxx
	xxx@aol.com
	Knowledgeable in Access Database software

	Hxx Nxx,
	yyy@yahoo.com
	Knowledgeable in Access Database software

	Sxx Pxx 
	…
	Knowledgeable in Access Database software

	Pxx Txx
	…
	Knowledgeable in Access Database software

	Vxx Zxx
	…
	Knowledgeable in Access Database software

	Client (Sponsor)
	
	

	Axx Fxx
	axxx@bxxx.com


	Most knowledgeable employee on the current database as well as old database.

	SJSU Experts
	
	

	Sxx Kxx
	xxx
	Expert in Access Database software


Table 3

1.4b Space Resources

The space resources needed to complete the project consist of:

· Team Meeting Site
· BC 225 at SJSU
· Work Site
· Aviation Department Building
1.4c Hardware/Software Resources

The Hardware/Software needed to complete project consists of: 

· Access software and PC’s. These will be provided by the sponsor, but those team members who have both the software and hardware may use theirs to work on the project.
· Blank floppy disks, Zip disks
· Access software 
Student Team’s Resources:

· Hardware  PC,  USB Storage,  …
· Software  Access product,  MySQL, Visual Basic, …
· Data:  information from spreadsheet 
Sponsor’s Resources:

· Hardware

· Software:  needs Access product, will purchase it by 4/4/2005
· Data

Verify that Sponsor has all needed resources:
	Resource
	Student Team
	Sponsor IT office

	Server
	Using SJSU server
	Has server called Florida.

	PCs
	All have Laptops
	Using desktops

	USB storage
	xxxx
	xxx

	xxx
	xxxx
	xxx

	Visual Basic
	Textbook: “VB Encyclopedia”
	Sponsor needs to obtain the textbook.

	MySQL
	Downloaded free copy from:

www.zzz.net
	Sponsor will have to purchase industrial strength MySQL

	…. more
	
	


1.4d Other Resources

Other resources needed to complete the project consist of:

· Existing system documentation 

· MS Access software technical literature

· Server that will be hosting the WebPages and the Database.  Make sure that the security requirements were met.
· URL that will be use to initiate Homepage. [ State here what is the URL, like WWW.aaaa.COM and Who will obtain it,  WHEN and HOW]
1.5 Project Schedule

[This section contains a mix of text and diagrams. In the text section, briefly discuss the project schedule (e.g., time line for major phases) and define the project milestones and baselines. Here you should also identify any critical task or resource dependencies that may significantly impact your ability to adhere to the planned schedule (e.g., if the client must provide certain IT resources or access to end-users in order for you to complete a task). 

In your initial project Gantt chart, identify and schedule -- in detail all early project activities and resources related to analysis and design and -- more broadly -- later activities such as construction, testing, and installation. You will identify and schedule these later activities in detail as you develop a clearer sense of your project deliverables (i.e., after you have minutely defined system requirements). NOTE: If your project is such that you can clearly define requirements at this time, then include these requirements in your project overview section and outline ALL activities in detail in your initial project Gantt chart. I require that you create a CPM Network Model (A.K.A. PERT diagram) in addition to your Gantt chart so that task dependencies are made explicit.

Your Gantt chart should include -- at minimum -- the following information: 

Activity (Task Name) - That name should be described in a separate table in the same section of the project plan.

Contain (show) task dependencies

Current date line

Start and end of activity in bar form

Show degree of completeness of the task

Cover entire project duration (thru the end of semester)

Legend if notation is not standard Project Management notation

Do not display “Duration”, “Start date” nor “Finish Date” as they take away from readability of the chart

Chart must fit on one page.

Ten to twenty tasks should be sufficient.

End of instructions for 1.5 ]
1.5a Project Schedule

This project has three main parts that need to be completed to be successful. The first part is creating a user – friendly form that can be used by the contact to enter Alumni information. The second part is reports as specified by the contact that will allow the

Contact to analyze the data entered into the Alumni form. Lastly training needs to be provided for the contact in how to use the Alumni form and reports. To complete these three tasks the following must be done within the following timeline:

· 3/16/01 – 4/6/01 – The team will examine the old database used by the contact to help define what reports are needed and what attributes the Alumni form needs.

· 3/23/01 – 4/13/01 – The team will create the Alumni form based on the contact’s specifications as well as what the team found to be relevant from the old database.

· 4/13/01 – 4/20/01 – The team will work with the contact to test the Alumni form’s functionality and make sure the form is to the contact’s specifications.

· 4/6/01 – 4/27/01 – The team will create reports as specified by the contact based on information entered into the Alumni form.

· 4/21/01 – 5/04/01 – The team will work with the contact to test all reports functionality and make sure they are to the sponsor’s specification.

· 3/16/01 – 5/18/01 – The contact will continually throughout the project be entering Alumni information into the database.

· 5/4/01 – 5/11/01 – The team will test the entire database and make sure the whole database is working as specified.

· 4/13/01 – The team will train the contact on how  to use the form and reports and any other training the contact needs on the database.

The major milestones for this project are completing the Alumni form, any reports requested by the supplier, and training the sponsor in how to use the database. One critical task dependency is we cannot start creating the reports until the Alumni form is created. One resource dependency is getting access to the database. The database is too large to e-mail so the team has to find a way to have the database available to us. 
The contact needs to use her PC, so we will not have access to the main database on her machine. We will need to get a copy of it and then make the changes we need to make on it and then upload out version of the database on the contacts PC. 

The Gantt chart should:

· Contain at least 10 to 15 tasks

· Be rotated 90 degrees (sideways printed, that is “landscape”).

· Fill up the page (8.5X11 inch page)

· Be readable. If graphics is “pasted” make sure resolution is adequate).

· Shows planned as well as actuals (progress) bars for each task.

· One technique used for inserting a page printed by MS-Project (MSP) tool is to provide a blank page in the Word document for the Project Plan and then replaced it by the MSP printed Gantt.

1.5 Project Schedule (cont)
1.5b Gantt chart
[You may draw PERT by hand or use any graphics tool.It is highly recommended to use Microsoft Project software for drawing the Gantt as it it makes it a lot easier to maintain and update. Here is an example that did not work too well using MS-WORD]
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Chart 1

Gantt Extension Chart 
 [This table is the master task table that PERT and Gantt must match]

	Task
	Description
	Required Resources

	T1 – Old DB
	Review old database system.
	Old database and input from Axx Fxx

	T2 – Alumni Form
	Create Alumni Form
	MS Access & Team (1 hr. per team member)

	T3 – Testing 
	Testing of Alumni Form
	Axx Fxx & Team (1 hour total)

	T4 – Reports
	Create Reports
	MS Access & Team (1/2 hr. per team member)

	T5 – Testing
	Testing of Reports
	Axx Fxx & Team (1 hour total)

	T6 – Enter Alumni Info.
	Enter Alumni information into form.
	MS Access and Axx Fxx.

	T7 – Testing
	Testing of database
	MS Access & Team (1 hour total)

	T8 – Training


	Train Axx Fxx on how to use forms and reports.
	Team (1 hr. per team member)


Chart 2

Example of   Listing Tasks for a Project
We identified 10 Tasks that have to be done on a project and we arrange them in a table:

	#
	Task

name
	Duration
	Comments

(dependencies)

	1
	Requirements
	1 week
	Start Friday 2/22/02

	2
	Functional Spec.
	4 days
	"Predecessor" to this task is "Requirements"

	3
	Document the logic
	5 days
	"Logic" has "predecessor" task: "Functional Spec."

	4
	Write Users Guide
	2 weeks
	This task has predecessor "Functional Spec"

	5
	Review Users Guide
	1 day
	

	6
	Test Users Guide
	1 day
	

	7
	Identify Modules
	1 day
	

	8
	Write Modules
	5 days
	Cant start Writing modules before "Logic" is complete

	9
	Test Modules
	1 day
	

	10
	Test Product (system test)
	1 day
	


Another example of  Gantt Chart

[This a Gantt produced by MSP software.  Duration, Start and Finish columns should not be shown as they are readable from the diagram and they take a significant area of charts “Real Estate” on the printed page]
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1.6 Journal
[   Journal of activities related to the sponsor:
· Be sure to schedule team meetings and client reviews! That is, plan not only the activities required for delivery of your PRODUCT but also those activities required to manage your PROCESS! Provide a table that contains: Scheduled meetings of the team, scheduled meetings with the sponsor, actual dates and times that those meetings were held and who was present at the meeting.

· Provide a table with entries documenting every e-mail, phone fax or any other communication with the sponsor.  

· Provide information about your sponsor:  Name or names of persons you are interacting with, their phone numbers and e-mail addresses.  

Provide your sponsor’s URLs:  The homepage, addresses of any pages that you are modifying and/or building up.  ]
1.6a  Schedule of Team & Sponsor Meetings

	Scheduled Team Meeting and intended agenda: 
	Scheduled Meeting with the Sponsor
	Actual Date and  Time of the Meeting
	Participants Present at Meeting and subjects covered (actual subjects). State who from Sponsor’s office participated if it is a Sponsor meeting. For future meetings state who is invited.

	March 2, 2001
	
	March 3, 2001/ 9:30-9:45 AM
	Mxx Cxx, Sxx Pxx, Pxx Pxx, Pxx Pxx, Pxx Pxx 

	
	March 8, 2001 at 2:00 PM
	 Postponed
	

	March 9, 2001

After class
	
	March 9, 2001

After class
	All members and Mr. Smith 

	March 16, 2001

After class
	
	
	All members

	
	March 16, 2001 at 10:30 AM onsite
	March 16, 2001

11:00 AM at sponsor site
	All members

	March 23, 2001

After class
	
	March 23, 2001

After class
	All members

	March 30, 2001

After class
	
	March 30, 2001

After class
	All members

	
	April 12, 2001 at 1:30PM onsite
	April 12, 2001 at 1:30PM onsite
	Mxx Cxxx

	April 13, 2001

After class
	No Sponsor involved
	
	

	April 20, 2001

After class
	 4/20/06  Finalizing …
	
	

	April 27, 2001

After Class
	
	
	

	……..
	[EVERY WEEK!

See note ( ]


	
	[Every week must be accounted in this table. You must schedule weekly meetings with your Sponsor.  You may cancel meetings stating the reason, perhaps “not needed” or “Sponsor is out of town” but it has to be in the table”]



	………
	
	
	

	
	
	
	

	
	
	
	

	Acceptance Test
	Sponsor involved
11/15/2011
	
	

	Product Delivery
	Delivery to Sponsor:
11/22/2011
	
	

	
	Delivery to SJSU Instructor.  12/6/06
	
	


Table 4

1.6b Communication Log 

	Date
	Type of Contact
	Topic
	Participants

	3/1/01
	E-mail
	Establishing contact with Axx to determine what the project is and whether or not it was still available.
	Mxx Cxx and

Axx Fxx



	3/1/01
	E-mail
	Axx responded that the project was still available.
	Mxx Cxx and

Axx Fxx



	3/2/01
	E-mail
	Mxx notified Axx that we were interested in doing the project for her and that we would like to set up a meeting.
	Mxx Cxx and

Axx Fxx



	3/2/01
	E-mail
	Axx gave written approval for our group to do project.
	Mxx Cxx and

Axx Fxx



	3/2/01
	Phone Call
	Axx called to discuss future meeting and project. It was decided that she would e-mail me the database so we could get started and we would set up a meeting for next week.
	Mxx Cxx and

Axx Fxx



	3/5/01
	E-mail
	Mxx e-mailed Axx to set up a meeting for 3/8/00 at 2:00 PM
	

	3/7/01
	Phone Call
	Axx called Mxxlle to postpone the meeting until 3/16/01.
	Mxx Cxx

	3/16/01
	Face-to-face
	Further explanation, all team members had a chance to meet with sponsor, original DBMS was given, requirement sheet given
	All members

	3/30/01
	E-mail
	Mxx e-mailed Axx progress report.
	Mxx Cxx and

Axx Fxx



	4/9/01
	E-mail
	Mxx e-mailed Axx to set up meeting for this week to go over the status of the database
	Mxx Cxx and

Axx Fxx



	4/10/01
	E-mail
	Axx responded to Mxx setting up a meeting for 4/12/01 at 1:30pm.
	Mxx Cxx and

Axx Fxx



	4/12/01
	Face- to face
	Axx and Mxx met  to show Axx the current status of the database and to get feedback from Axx.
	Mxx Cxx and

Axx Fxx



	4/17/06
	E-mail
	Mxx e-mailed Ax to ask her what label size to use for the mailing list.
	Mxx Cxx

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Table 5

1.6 Journal (continued)

1.6c Sponsor Information

· Sponsor Company: San Jose State University Aviation Department

· Contact Name:  Axx Fxx

· Contact Department: Aviation Department

· Contact Title: Dxx Sxx

· Contact Phone: 408-955-5555 (work)

· 408-255-5555 (home)

· Contact E-Mail: axx@email.sjsu.edu 

· Sponsor’s URL: www.engr.sjsu.edu/aviation
Alternate contact in Sponsor’s office:

· Alternate Sponsor: San Jose State University Aviation Department

· Contact Name:  Dr. Steve Fox

· Contact Department: Business Procedures Office
· Contact Title: Senior Analyst
· Contact Phone: 408-955-5555 (work)

· 408-255-5555 (home)

· Contact E-Mail: DrSX@email.sjsu.edu 

· Sponsor’s URL: www.engr.sjsu.edu/aviation
--- End section 1 ---

Section 2 – Product Implementation Appendices

[ Product Development Process consists of numerous steps, typically between 7 and 20 steps.  This section (Sect. 2) list process steps and names them with letters of the alphabet  (A through O) therefore we have 15 steps.]

Appendices – Product Implementation

Appendix A:  REQUIREMENTS
Copy of E-mail from Sponsor Defining Requirements

[ You must provide copy of e-mails that show name of the sender, name of the recipient, e-mail address of the sender and Date/Time it was sent.  That e-mail is a “contract” between your team and your Sponsor. ]

Hi Mxx - Yes, I do still need help.  The information is in Access.  I need help setting up the form to include all information in the table and an easy (?) way to find the names, etc.  I also need to set up some standard report forms and learn how to do it. 
Axx Fxx

Hi Mxx - I would like you and your team to work on the Access alumni
database in the Aviation Department.  I will be out of the office on March 9, but
the following Friday, March 16, would be fine.  If you want to start earlier, I
will be here Monday-Thursday next week.
Axx
[As project progresses some new requirements may be introduced.   Add e-mail documenting those additions here.]

[If any of original requirements are modified during development, add those here too but keep the original requirements too. ]
Appendix B:   Objectives of the Product

The following are the objectives of the project team to be provided for the Sponsor, SJSU Aviation Department:

· Create Alumni Form in MS Access as specified by Axx Fxx.

· Create reports in MS Access as specified by Axx Fxx.

· Alumni Report by Employer

· Mailing List

· Make the existing Aviation Alumni database user – friendly and more attractive to user.

· Provide training and a user guide for user.

[If any of original requirements got modified during development, add changed Objectives to reflect changes in requirements. ]

Appendix C:  Functional Specifications

[ Functional Specifications document describes how is PRODUCT going to behave when used by end-users.  “Function” is describing EXTERNALS of the product.  It is treating the product as a “Black Box”.  That means you do not describe here how your product internals work.  It only deals with what OUTPUTS the product must produce when certain INPUTS are applied. ]
The following are the inputs and outputs for the Aviation Alumni Database:

· Inputs

· Alumni information such as name, address, major, graduation date, employer, job classification, salary, etc. (See attached form sent out by SJSU’s Aviation Department to Alumni to complete and send back).

· Outputs

· Mailing List Report that lists all Alumni name and address information, unless the KNA field on the Aviation Form has a date representing that the Aviation no longer  is aware of where the graduate is located.

· Alumni Report by Employer showing the names of the Alumni categorized by their employer.


The Alumni database that the Aviation currently uses does not have a workable form and the needs to have reports generated from the information entered into the form. The Alumni Form should allow the contact, Axx Fxx, to enter all information that needs to be filled in on each Alumni member based on the answers provided on the questionnaire. The form should also have capabilities to add a new graduate, save the record, undo changes, delete a record, print a record, and categorize the information based on the criteria of a sort. All of the previous features will make the form easier to use because the form will have buttons with all these capabilities. The form will also where applicable have combo boxes and check boxes that will make it easier for the contact to input the information.  The reports will put the information that has been entered into the Alumni form into a more accessible format needed by the Aviation Department. The information will be easy to access because the reports will be available at all times in the database once they have been set up. 

Appendix D: Sponsor’s Review of the Functional Specifications

[Imbed here the document (eMail in its entirety showing sender’s address, date and time).  Such document proves that Sponsor read, reviewed and approved your Functional Spec.]
Appendix E: User’s Guide

[ =======================

State here, who will write Users Guides (three), when and approximate size of those in number of pages.  State who is going to review those guides and how are examples from those guides going to be tested.  This appendix deals with PLAN for Guides.  Guides will be documented in Section 3 of this Project Plan.  State Who is going to do What and When.
Appendix E is a "Publications (or Manuals or “Documentation” or “Pubs”) Plan". 

In this appendix you write 3 paragraphs, one for each of:
- User
- Installation
- Service 
then in each paragraph state 
- Who will write that manual (team member’s name)
- When will or did writing start
- When will writing end
- What is the size of the manual (in number of pages)   

==========================]
Appendix F: Design - Logic Specifications

[Design of Logic is the key step of your PRODUCT development.  Do it right and the rest of development of your product will fall its place.

Show structure of your product that is the Logic of its internals.  This is section where you document High Level Design (HLD) as well as Low Level Design (LLD) of what you will implement. This part of documentation describes INTERNALS of your product.  It treats your product as a “White Box” or “Transparent Box”, meaning that you are exposing  what are internal workings of your product.  Your product “A system” typically will consist of “Subsystems” which may be further refined to consist of “Components” and “Subcomponents”.  This document describes how are those internal parts of your system interacting with each other. The purpose of internal workings of your product is to produce OUTPUTS that were identified in the Functional Specification in Appendix C. 
For Databases, list all tables and show how they are related to each other.  Show for each table what fields make up records contained in that table.

For WebPages, show graphically how user can flow from homepage to any other pages and then flow from each page to any other page as well back.

For Reports, show a sketch of what each report will look like, state what calculations (algorithms) will be use for statistics if there are some. 

Show structure of hardware in particular if your product deals with networking.  
In general, here are elements of design:

· You have to know how to design product of the kind you are developing. Be an expert or talk to experts or use textbooks, web as well as friends and relatives.

· Uncover needs (mechanisms, algorithms) that the internals of your product have to have.

· Brainstorm, mindmap with your team, sketch, draw, prototype.

· Iterate by making multiple passes to verify that all needed functions are taken care of in your design document.

· Any needed function you overlook during the design will cost you 100 times more if you find out that you need it while testing.  Missing function will cost your sponsor 1000x more than your effort you skipped when rushing in design.

· In addition to needed functions that your Sponsor requested you need to built into your product facilities that will make your product easy to provide feedback about problems in use.  Feedback could be automatic, your program signals when something goes wrong or a user writes to you when something unreasonable occurs.  Those facilities are called SERVICEABILTY AIDS, use them. ]
Example of logic design diagram:
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Appendix G: Component Structure 

[All products consist of COMPONENTS.  The logic you will document will consist of interactions of COMPONENTS.  “Logic Specification” is called sometimes “Global Product Design” as well as “High Level Design” (HLD) or “System Design”.  “System Design” is used in describing how the product fits in regards to System(s) therefore it is not a good substitute for “Logic Design”.    If your product is complex, you may need “Low Level Design” (LLD) documented in addition to HLD. This document will be an essential document for your Sponsor’s use when he/she needs information about maintenance and/or enhancements of your product, after you deliver your product.  Components of the product must be described via IPO model.  Examples of Logic Specs: (a) For Database Project: how are inputs from database fields interacting to produce outputs that will be displayed in the Reports and sketch of each report you intend to produce (b) For Webpage Projects, show all the pages and how is control flowing from Page to Page as well as how is data that user keys in into input fields of on the page converted to the output results he/she is looking for.  Again, for web page designs, if input data is expected from users of the pages then how are those data combined to produce resulting Page that displays desired Report.  (c) For a C++ (or any other sequential program) state what will be done with inputs that will produce outputs.     (d) Document any algorithms you will use in coding. The Logic is the heart of the design of your product, writing program is a CODING effort, and a much less demanding effort addressed in part “H.”. ]

Appendix H: Module Interaction and Integration 
[Show list of modules that make up your product.

If it is a programming product, list each module stating its name, purpose and who the author is.  In case of integration of Webpage and Database explain how is that going to be done.]  

Appendix I: Implementation

[Show any code algorithm used in programming products]
Example of implementation:
We created the programming code to run for our Database module.  This code will meet the objective of creating storage tables for input required from users.  The code will relate the following tables: EMPLOYEE table, EMERGENCY_CONTACT table, BENEFIT_TRACKING table, EDUCATION_BACKGROUND table, DEPENDENT table, WORK_EXPERIENCE table, and the BENEFIT_PLAN table.  The database will contain data derived from a webpage designed for the front end.

employee_t  CREATE TABLE `employee_t` (                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

              `EMPLOYEE_SSN` varchar(11) NOT NULL default '',                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

              `F_NAME` varchar(25) NOT NULL default '',                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

              `L_NAME` varchar(25) NOT NULL default '',                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

              `M_NAME` varchar(25) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           

              `DOB` varchar(10) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              

              `GENDER` char(1) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

              `PRESENT_STREET` varchar(50) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   

              `PRESENT_CITY` varchar(50) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

              `PRESENT_STATE` varchar(50) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
              `PRESENT_ZIP` decimal(5,0) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

              `PHONE` text,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

              `PREVIOUS_STREET` varchar(50) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  

              `PREVIOUS_CITY` varchar(50) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

              `PREVIOUS_STATE` varchar(50) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   

              `PRVIOUS_ZIP` decimal(5,0) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

              `MARITAL_STATUS` varchar(8) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

              `DEPENDENTS` char(3) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           

              `JOB_TITLE` varchar(50) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        

              `date_HIRED` varchar(10) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       

              `SPOUSE_FNAME` varchar(30) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

              `SPOUSE_MNAME` varchar(30) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

              `SPOUSE_LNAME` varchar(30) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

              `ANNUAL_SALARY` decimal(10,2) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  

              `HOURS_PER_WEEK` int(11) default NULL,                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       

              PRIMARY KEY  (`EMPLOYEE_SSN`)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                

            ) ENGINE=InnoDB DEFAULT CHARSET=latin1   

[ Instruction on how to modularize your product.
A module in a product is a segment of the product that ONE MEMBER OF THE TEAM WORKS ON, in other words it would be very hard to do that piece of work if two or more people are working on it at the same time. 
Module is part of product internals produced by one person.  
When you are designing your product you divide the product’s  internal structure from "Product" into parts of it and you call them "Component".  Then you divide Components into subcomponents.  Now you have 3 "layers" of refinement: Product (or "System), Components (or subsystem) and Subcomponents.  
 

That subdivision looks like  tree structure:  it is branching from trunk into few big branches and then those big branches into smaller branches. Therefore there are more branches at each layer of subdivision.  You keep doing that until you reach a layer where branches are small enough to be assigned to one person, that is to a member of the team.  
If you can assign WRITING OF A BRANCH in your hierarchy structure to one person, then that part of overall product is called a MODULE.
 
Assuming that in your product you divided like this (I do not know exactly what you product is):   Product consists of Database1, Database2, Report 1, Report 2, Report 3, Users Guide,  Installation Guide and Service Guide.
 
Then subdivided the Database1 to consist of:   Table1, Table 2, Table3 and Table 4
Then you decide that “Users Guide” (UG) is a small piece of work, good to give to a person, results in:  UG  is a module and therefore it will be written by one person. 

The refinement process is therefore a process of division of work and it is going on until all of your product is chopped into modules.
 
"Table 1" in the example above could be assigned to one member of your team to to be produced,  therefore "Table 1" will be implemented by team member, say Thomas.  Now you have two entries in the list that or table that makes Appendix I:  "Users Guide" and "Table 1". 

 
Do the same refinement for all of parts and sub parts of your product and make a list of Modules.  That documents who supplies (provides) which module,  that is who is the implementer (author) of it is and you are done.

  ]

Appendix J: Testing of Individual Modules

[This is where you document Test Plan for each of modules.  Modules are tested prior to integration.  How, when, by who and what will be tested for each module.  Keep in mind that “Module” is part of a component of your product.  Module is something that one person develops.  Testing of such part of the product may require building an artificial testcase.]
Appendix K: Testing of the Individual Product Components

[Who/how/when will test a component of your product.  If your Product has two components like a DB and a Webpage, then show how you are going to test each of those two components separately.  In this section for  DB example you must list SCENARIOS for testing.  For example “Add a record to an existing table” will call for following commands:

Logon ( Update ( Names ( Smith ( Address ( Phone ( Logoff

Or testing “Report #3” scenario is:

Logon ( Produce Report #3 ( Logoff
==============================]

Appendix L: Testing of the Product (TEST PLAN)
[Test plan of who/when/how will test entire product prior to delivery. You must test each and every FUNCTION that was identified in Appendix C (Functional Specification). 
To assure that every function is tested, you will need several Testcases.  Identify those Testcases in a “Testcase Matrix” that should look something like this:]
	
	Testcase1
	Testcase2
	Testcase3
	Testcase4

	Function1: Webpage Homepage Data entry
	Yes
	No
	No
	No

	Function2:
Updating an existent Record
	Yes
	No
	Yes
	No

	Function 3:
Deleting a record from DB.
	…
	
	
	

	Function 4:
Inserting a new Record
	..
	
	
	

	FN#4 Adding a new field to all records in Table 2
	..
	
	
	

	FN#5 Producing Report on all delinquent users.
	..
	
	
	  Yes

	………
	
	
	
	


Then make a list of each of Testcases:
· TC#1:  Creates a DB from Homepage

· TC#2:  Update date due on Record number 5.

· TC….

· TC#4:  Produces Report Number 1, listing delinquent users.

· TC#5:  ….

In order to make this table easily readable, please go to the top of new page when you start Appendix L.

Purpose of this table (matrix) is to assure that every function that you documented in the Functional Specification appears in the table’s left column and that every row has at least one “Yes”, meaning that you COVERED that function.
Each cell in the table must have either YES or NO in it.

Number of Testcases is typically smaller than the number of Functions because a Testcase can test more than one Function.
end of instructions.]
Appendix M: Testing of the Product in System Environments

[State in which Operating System (OS) environments are your product expected to operate and therefore in which OS you will be testing your product.  
State which browsers will your webpages run. Internet Explorer (IE8, IE9, IE10) is most popular but your sponsor may require in addition FireFox, Chrome, Safari, Opera or some other.  You must test in every browser required.

For example, if your product is to be used in Windows as well as Linux, state that you will test the product on both Windows and Linux.  Other possible Operating Systems are:



OS X (Cheetah, Puma, Jaguar, Panther, Tiger, Leopard, Lion etc), Chrome, SOLARIS, HP-UX, AIX, UNIX, MVS, OS-10, and more.  Windows OS may require (by Sponsor) support for Win/XP, Vista, Win/7, or later).
Your product is more marketable if it runs on more than one OS.

Having your product operable in more than one OS make its SYSTEM TESTING harder.  Having it operable in 3 OS is about 3x harder to conduct SYSTEM TEST.

==================================   ].  
Appendix N: Acceptance Testing by Sponsor

[At the very beginning of the project, reach an agreement with your Sponsor what will be the test that the Sponsor or someone from Sponsor’s office will perform on your PRODUCT when you deliver it.  Set the date for that test, make it a week earlier than the end of the semester because you may need to make corrections to your product, if you fail that test.   This section has to be provided in Version 1 or at latest in Version 2 of your Project Plan.  If your Sponsor does not provide you the information on what he/she will be testing, you need to document it and send a copy of it to your sponsor.  Imbed that document here.  Results of this test will the gate for your grade.   Imbed here entire e-mail from your sponsor that shows what the agreement is.  That agreement must be reached prior to V2 of Project Plan. ]
Appendix O: Product Deliverables 

[ Final version of the Project Plan (Version 5) as well as “Product Deliverables” are due at the last lecture of the class.  Document here what will constitute the “Product Deliverables”.  For example:  The Database,  HTML of WebPages,  Instructions that were not in the Project Plan,  graphs, photographs  etc.  Those “Deliverables” are to be submitted to the Instructor on a CD-ROM at the last lecture.  Show deliverables in form of a list like this:

· DB Tables

· HTML Files

· Project Plan V5 the MS-Word document (type: *doc )
· Gantt (an MS-Project file of type:  *.mpp )

· PowerPoint presentation of the Project status that was delivered to the class.

· Design Documents (Diagrams, pictures, photographs, charts, tables, etc).
A verification by your Sponsor that he/she agrees to the list of the Deliverables is needed.  E-mail list of your deliverables list to your sponsor and ask him/her to review the list and reply via e-mail that the list is right or point out what needs to be changed. Then make copy of your Sponsor’s e-mailed response and imbed it into this Appendix-O]
--- End of section 2 ---

Section 3 – Users Guides

3.0 Product  Guides

Section 3 is the place where "Users Guides" are documented.  These are three manuals that you will leave with your customer (sponsor) in order for him/her to be able to easily use your product, repair it (service it) and install it.
3.1 User’s Guide
[ Document how to use your product - what commands there are in your product, how a user issues commands and know what to expect from your product after commands are executed.  In other words, Inputs and Outputs.  If commands have parameters, what are those parameters and what range they may take?  Key source for information going into this section may come from Functional Spec you wrote earlier.]
 

 

3.2 Service Guide
 

Service guide - a set of instructions for technical people that work in your customer's office on how your product is structured, what are error messages your product issues and what those messages mean, how to repair product if something goes wrong (errors, bugs) etc.  Key source for information going into this section can come from Logic Spec.]
In this example notice that user’s feedback facility was provided on the webpage:


[image: image5]
A structure of pages is beneficial to a service person:

Below is the basic architecture of the website: 
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3.3 Installation Guide 
[ Installation Guide is a document that contains instructions on what sponsor (customer) needs to do in order to install your product.  You will probably install your product in customer's office but in case that Sponsor has to do it again, later,  perhaps after a repair of the product and has to re-install it, he/she will need instructions of how to do it.  Sequence of installing components of your product, what to test as steps of installation get applied, what to expect from those tests, how to test entire installed product.]
If you delivered your product on a CD, start with a statement like “Place Product CD-ROM named XXXXX Yyyyy  in CD-ROM drive …”

Here is an example:

Installing the Database

Sponsor will transfer database created to his system.

· Installation of Access 2003:

· System requirements

· Before installation

· Install Access 2003

· After installation

· Installation of log file database

System requirements

	Component
	Requirement

	Computer and processor
	Personal computer with an Intel Pentium 233 MHz or faster processor (Pentium III recommended)

	Memory
	128 of RAM or greater

	Hard disk
	180 MB of available hard-disk space; optional installation files cache (recommended) requires an additional 200 MB of available hard –disk space

	Drive
	CD-ROM and DVD drive

	Display
	Super VGA (800 x 600) or higher-resolution monitor

	Operating system
	Microsoft Windows® 2000 with Service Pack 3 (SP3), Windows XP, or later

	Other
	Microsoft Exchange Server is required for certain advanced functionality in Microsoft Office Outlook; Microsoft Windows Server™ 2003 running Microsoft Windows SharePoint™ Services is required for certain advanced collaboration functionality; certain inking features require running Microsoft Office on the Microsoft Windows XP Tablet PC Edition; speech recognition functionality requires a Pentium II 400-MHz or faster processor and a close-talk microphone and audio output device; Information Rights Management features

	Internet Connection
	Internet functionality requires dial-up or broadband Internet access (provided separately); local or long-distance charges may apply


Source: http://www.microsoft.com/office/access/prodinfo/sysreq.mspx
Before Installation

Prepare your computer. Make sure that all windows and works are saved and closed properly.

Install Access
1. Close all open programs/ windows

2. Place Access software in the CD-ROM drive

3. Follow step-by step instructions on displayed by the Setup program

After Software installation
· You may have to restart your computer. Configuration Wizard will appear. 

· Use the Configuration Wizard to activate and register product (Access 2003) and complete post-installation tasks. You must be online to activate your product.

· After activation of Access 2003, you may start downloading log file database onto your computer using the given CD-ROM “Log File database”
Install log file database on CD-ROM
· Place log file CD-ROM in the CD-ROM drive

· Install/ copy log file folder onto the hard drive

· From the destination, open the folder and extract all files

· When finish, double click log file Access database to open it.

3.4 Reports Section 
[ Instructions:     This section is needed only if your project was NOT A PRODUCT DEVELOPMENT project but it was a STUDY THAT RESULTED INTO A REPORT.]

[ Include here entire report that you submitted to your Sponsor, however you must SANITIZE IT.

Sanitizing means that all information in the report included in this Project Plan is  
NON-Confidential and NOT-INTERNAL ONLY kind of information.

In other words, have your Sponsor review what you are showing here in such way as not to have any CONFIDENTIAL information included in this Project Plan document. ]
Change this line to “End of Project Plan Document”:
--- The end of the template of the Project Plan document ---
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