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Join NIAPS
Standard Operating Procedure (SOP)
For

All NIAPS Request (NR) Types EXCEPT Data Pass Throughs (DPTs)
For:

All NIAPS Stakeholders (NIAPS Customers and Internal Team Members)
NR: NIAPS Request Form
The Standard Operating Procedure below addresses all of the actions required by Internal and External NIAPS Stakeholders during all of the phases of a NIAPS Request Lifecycle:

· The first column indicates the ID number in the process, this is used when a particular section is referenced in a different area of the procedure.  

· The second column indicates the Lifecycle state of the request in Dimensions.  

· The third column indicates the user(s) that have the request in their Dimensions inbox when it is in that state.  

· The fourth column provides a brief description of what occurs when the request is in that lifecycle state.

· The fifth column provides a checklist for each user that must perform a task when the request is in that lifecycle state.  All Dimensions related tasks include a reference to the appropriate User’s Guide which provides step-by-step procedures. 
	ID #
	Request Status
	Inbox
	Description
	Checklist

	1
	N/A
	N/A
	When an Application Owner expresses interest in having their product considered for inclusion on a NIAPS release, they will access the Distance Support Website (www.DistanceSupport.navy.mil) where the 'Join' process is started.  From the website, the Application Owner will click on the 'Join' link found on the site's navigation bar.  Once on the 'Join' page, they will click the link labeled "Start the 'Join NIAPS' Process.  The Application Owner will be presented with a pre-screening web form that once completed, will be sent to the NSLC NCA for action.  If the NCA determines that the application is ready to start the 'Join NIAPS' process, a teleconference will be conducted with the Application Owner, the NSLC NCA and NIAPS Technical and CM representatives from NSWC Crane.  At a minimum, the following topics will be discussed during this teleconference:

· Dimensions System Access Request (SAR) - The SAR is the required paperwork that will register a product owner or advocate if this will be their first time accessing Dimensions.

· Instructions on how to access and use Dimensions once access has been granted.

· The appropriate NIAPS Request (NR) form that will need to be completed by the product owner/advocate.

· Required Logistics and Technical Deliverables to be submitted for the type of NIAPS Request that considered for inclusion

· A cost estimate for the product to ride on NIAPS based on the expected technical implementation


	Application Owner

· Access the Distance Support Website

· Complete the pre-screening form

· Participate in teleconference with NCA and NIAPS Technical Team

· Access/Log into Dimensions
· Access instructions, Documentation and User’s Guides in Dimensions
· User’s Guide Section 3.1.1
· Setup the Current Project in Dimensions (Associated with the NIAPS Release)

· User’s Guide Section 3.1.2

· Setup the Work Area in Dimensions

· User’s Guide Section 3.1.3

· Assign a default design part in Dimensions

· User’s Guide Section 3.1.4

· Update Settings when checking in an unchanged file

· User’s Guide Section 3.1.5

· Access the Current NIAPS Framework

· User’s Guide Section 4.1

· Submit the appropriate NIAPS Request Form in Dimensions

· User’s Guide Section 4.2
· User’s Guide Section 4.3 to copy existing NIAPS Request Form Data


	
	
	
	
	NCA

· Educate the Application Owner based on pre-screening input

· Determine if the Application Owner is ready to start the Join NIAPS process.

· Inform the Application Owner of required Logistics Deliverables

	
	
	
	
	NIAPS CM
· Coordinate with the NCA and the appropriate Technical Team members to participate in initial teleconference

· Ensure Technical Team informs Application Owner of all known required Technical Deliverables

· Provide cost estimate based on initial implementation

· Create a Server Access Request (SAR) for new Dimensions account(s)

· User’s Guide Section 4.3.1

· Action and Delegate SAR(s) in Dimensions

· User’s Guide Section 4.3.2

· Add new user(s) to DS_NIAPS Base Database

· User’s Guide Section 4.3.4
· Assign Attributes to User(s)

· User’s Guide Section 4.3.6

· Assign Role to user(s)

· User’s Guide Section 4.4.3

	2
	Submit
	App Owner
	The Application Owner submits the NIAPS Request (NR) form in Dimensions.  At this point, the form is actioned to the NIAPS Request to the Request Review State.  This will send the request to the NIAPS CM’s inbox for a preliminary review.
	Application Owner

· Action the NIAPS Request form to the Request Review State.

· User’s Guide Section 4.4

	3
	Request Review
	NIAPS CM
	Once an Application Owner submits a NIAPS Request, it will be routed to the NIAPS CM to determine if it meets the requirements from a CM audit perspective (i.e. It should a unique id, have a sufficient title and a description etc…).  

If the Information on the NR is not sufficient, the CM actions it to the Return for Info state.  At this point the Application Owner will correct the form and resubmit it to the NIAPS CM for Review.

If the NR passes the preliminary NIAPS CM review, it is actioned to the Log Review state.  This will send it to the NIAPS Customer Advocate (NCA) for the Logistics Review.    
	NIAPS CM

· Action NR to Logistics Review (or Return for Info)
· User’s Guide Section 4.5.2

· If the NR is returned for info the CM will make notes in the comments field to indicate any deficiencies that need to be corrected.


	4
	Return for Info
	App Owner
	The Application Owner corrects the errors and resubmits the NR.
	Application Owner

· Access the NR from inbox
· Correct errors based on NIAPS CM’s comments
· Action the NR to the Submit state
· User’s Guide Section 4.4

	5
	Log Review
	NCA
	The NCA and the NIAPS CM will update the NR form to indicate the required Logistics and Technical Deliverables.  Both will then e-mail the Application Owner stating such.  When the Application is mature enough for the Logistics Assessment, the NCA will submit the Logistics Assessment Report (LAR) into the Logistics folder of the appropriate application and action it to the Approved state so it can be included in the Application Baseline.  
Once the LAR is submitted (and approved), the NCA actions the NR to the Technical Review state.  During the Log Review state, the Application Owner may begin to submit their required Technical Deliverables.  The NIAPS CM will either delegate deliverables to the appropriate technical reviewer(s) or review them for acceptance.

If the NCA identifies any issues with the NR from a Logistics perspective, they will action it to the Return for Info state.  At this point, the Application Owner will correct any deficiencies with the form and resubmit it.

If the NCA determines that deficiencies on the NR form are so severe that the Application cannot join NIAPS, they will action the request to the Reject state.  The NCA will have to notify the Application Owner that the request has been rejected.  The Application Owner will have to restart the NIAPS process if they wish to be included in the NIAPS release.  


	Application Owner
· Locate Required Logistics and Technical Deliverables

· User’s Guide Section 4.5
· Submit Logistics and Technical Deliverables

· User’s Guide Section 4.6
· Action Deliverables for Review

· User’s Guide Section 4.7
· Check out Rejected Deliverables (if necessary)

· User’s Guide Section 4.8
· Check in Corrected Deliverables (if necessary)

· User’s Guide Section 4.9

	
	
	
	
	NCA

· Access NIAPS Request form submission

· User’s Guide Section 5.2
· Update NIAPS Request form to include required deliverables

· User’s Guide Section 5.2

· E-mail Application Owner to inform them that the required deliverables are indicated on the NR.

· Review Logistics Deliverables

· User’s Guide Section 5.3

· Approve (or Reject) Logistics Deliverables
· User’s Guide Section 5.4

· Run NIAPS Item Status Report

· User’s Guide Section 5.5

· Develop Logistics Assessment Report

· Submit Logistics Assessment Report

· User’s Guide Section 5.6

· Action Logistics Assessment Report to Approved State

· User’s Guide Section 5.7

· Action NIAPS Request to Technical Review (or Return for Info/Reject)

· User’s Guide Section 5.8

	
	
	
	
	NIAPS CM

Technical Deliverables can begin to be submitted anytime during the Log Review and Technical Review Lifecycle States.  Please see the Checklist associated with the Technical Review Lifecycle for a checklist of the required NIAPS CM Tasks. 

	6
	Return for Info
	App Owner
	The Application Owner will correct the errors and resubmit the NR.
	Application Owner

· Access the NR from inbox
· Correct errors based on NCA or NIAPS CM comments
· Action the NR to the Submit state
· User’s Guide Section 4.4

	7
	Reject
	End of Lifecycle
	The Application Owner will be notified by the NCA that their NIAPS Request has been rejected.  The Application Owner will have to restart the NIAPS process if they wish to be included in the NIAPS release.
	NCA

· Coordinate a telecom with all required participants to discuss issues.

	8
	Technical Review
	NIAPS CM
	The Application Owner continues to submit their required Technical Deliverables.  The NIAPS CM will either delegate deliverables to the appropriate technical reviewer(s) or review them for acceptance. The NIAPS CM will periodically run reports in Dimensions to determine the status of the technical deliverables.  Once all of the required Technical Deliverables have been approved, the NIAPS CM will action the NR to the Technical Assessment State.

If the NIAPS CM determines that any issues with the NR form are so severe that the Application cannot join NIAPS, they will action the request to the Reject state.  The NIAPS CM will have to notify the Application Owner that the request has been rejected.  The Application Owner will have to restart the NIAPS process if they wish to be included in the NIAPS release.
	Application Owner

See the tasks Associated with the Log Review Lifecycle State (ID # 5)

	
	
	
	
	NIAPS CM

· Update NIAPS Request form to include required deliverables

· User’s Guide Section 4.5.3

· E-mail Application Owner to inform them that the required deliverables are indicated on the NR.

· Access Technical Deliverables in Dimensions

· User’s Guide Section 4.6.2

· Delegate deliverables to appropriate Technical Reviewers

· User’s Guide Section 4.6.3 

· Approve (or Reject) Technical Deliverables

· User’s Guide Section 4.6.4
· Run Reports in Dimensions

· User’s Guide Task 4.6.1

· Action NIAPS Request to Technical Assessment (or Reject)

· Inform the NCA of the reasons why the request has been cancelled.  


	
	
	
	
	Replication Engineer

· Review Technical Deliverables
· User’s Guide Section 8.1
· Approve (or Reject) Technical Deliverables

· User’s Guide Section 8.2

	
	
	
	
	C&A Group

· Review Technical Deliverables
· User’s Guide Section 6.1

· Approve (or Reject) Technical Deliverables

· User’s Guide Section 6.2

	
	
	
	
	NIAPS Test Group

· Review Technical Deliverables
· User’s Guide Section 9.1

· Approve (or Reject) Technical Deliverables

· User’s Guide Section 9.2

	9
	Reject
	End of Lifecycle
	The Application Owner will be notified by the NIAPS CM that their NIAPS Request has been rejected.  The Application Owner will have to restart the NIAPS process if they wish to be included in the NIAPS release. 
	NCA

· Coordinate a telecom with all required participants to discuss issues.

	10
	Technical Assessment
	NIAPS CM
	Once all of the Technical Deliverables have been approved, the NIAPS CM will develop the Technical Assessment Report (TAR), which will include input from the various Technical Subject Matter Experts (SMEs).  This report will be submitted into the Technical folder of the appropriate application and actioned to the Approved state so it can be included in the Application Baseline.  Once the TAR is submitted (and approved), the NIAPS CM actions the Request to the Application Testing state.
	NIAPS CM

· Develop Technical Assessment Report

· Submit Technical Assessment Report

· User’s Guide Section 4.6.5
· Action Technical Assessment Report to Approved State

· User’s Guide Section 4.6.6
· Action the NIAPS Request to Application Testing State

	11
	Application Testing
	NIAPS CM
	Once the TAR is submitted and approved, the NIAPS CM will create an Application Baseline so Application Functional Testing (AFT) can begin.  Please refer to the NIAPS Application Functional Testing SOP to complete AFT.

If AFT has passed, the NIAPS CM actions the NR to the Int/trng state.

If the Application Owner does not address requirements for a failed application functional baseline prior to code lockdown, then the NR is actioned to the Cancelled state.
	NIAPS CM
· Refer to the NIAPS Application Functional Testing (AFT) SOP
· If the Application passes AFT, Action the NIAPS Request to the Int/trng state
· If the requirements of a failed Application Functional Baseline are not met, action the NIAPS Request to the Cancelled state.

· Inform the NCA of the reasons why the request has been cancelled.  

	
	
	
	
	Application Owner

· Access Test Defect Report (if necessary)
· User’s Guide Section 4.13
· Action TDR to Open State (if necessary)
· User’s Guide Section 4.14
· Check out Affected Items Associated with TDR (if necessary)

· User’s Guide Section 4.15
· Check in Corrected Deliverables (if necessary)
· User’s Guide Section 4.16

	12
	Cancelled
	 End of Lifecycle
	Application is not included in NIAPS Release due to not meeting Code Lockdown requirements.
	NCA

· Coordinate a telecom with all required participants to discuss issues.

	13
	Int/trng
	NIAPS CM
	When the Application Functional Baseline is in the Ready for Int/reg Testing state, the NIAPS Training Support Agent (TSA) will receive a PCMS notification.  This notification is the TSA’s cue that the Training Assessment can begin.
Once Code Lockdown occurs, The CM will create an integration Baseline which consists of all Application Baselines that are in the Ready for Int/reg state.  At this point, Integration Testing will occur (please refer to the NIAPS Integration Test SOP).  Once Integration Baseline is actioned to the Program Approval State, the NIAPS CM will Action all NRs associated with the Integration Baseline to the Technical Assessment Board State.  
	Application Owner

· Submit Training Deliverables

· User’s Guide Section 4.6
· Action Deliverables for Review

· User’s Guide Section 4.7
· Check out Rejected Deliverables (if necessary)

· User’s Guide Section 4.8
· Check in Corrected Deliverables (if necessary)

· User’s Guide Section 4.9
· Access Test Defect Report (if necessary)
· User’s Guide Section 4.13
· Action TDR to Open State (if necessary)
· User’s Guide Section 4.14
· Check out Affected Items Associated with TDR (if necessary)

· User’s Guide Section 4.15
· Check in Corrected Deliverables (if necessary)
· User’s Guide Section 4.16

	
	
	
	
	NIAPS CM

· Refer to the NIAPS Integration Test SOP
· Once Integration Test Process has completed, Action all NIAPS Requests in the Integration Baseline to the Tech Assessment Board State.

	
	
	
	
	NCA

· Refer to the NIAPS Integration Test SOP for information concerning DADMS check & Final Deliverables checkoff.

	
	
	
	
	TSA

· Access NIAPS Request Form Submission

· User’s Guide Section 11.1

· Inform Application Owner of Required Training Deliverables

· Review Training Deliverables

· User’s Guide Section 11.2

· Approve (or Reject) Training Deliverables

· User’s Guide Section 11.3

· Submit Training Assessment Report

· User’s Guide Section 11.4

· Action Training Assessment Report to Approved

· User’s Guide Section 11.5



	14
	Tech Assessment Board
	NIAPS PD
	When the PD actions the integration baseline to the deploy state, the CM will action all NRs approved within the baseline to the Deploy state.

If the PD disapproves any application within the application baseline, the NIAPS CM actions the NR(s) to the Disapproved state.

	NIAPS CM

· If the NIAPS PD approves the Integration Baseline, all requests within that baseline will be actioned to the Deploy State

· If the PD disapproves any application within the Integration Baseline, the NIAPS CM would then disapprove the NR.

· The Associated Application would then have to be removed from the Integration Baseline

· The Integration Baseline will have to be revised and testing will start over with the new baseline (Refer to the NIAPS Integration Test SOP)

· Inform the NCA of the reasons why the request has been disapproved.  

	15
	Disapproved
	 End of Lifecycle
	Application is not included in NIAPS Release because the PD disapproved application for release.
	NCA

· Coordinate a telecom with all required participants to discuss issues.

	16
	Deploy
	End of Lifecycle
	The Application is included in the Deployment Baseline.
	NIAPS CM

· Refer to the NIAPS Integration Baseline SOP
· This will include:

· Logistics Deliverables approved after the Application Baseline was created

· All Training Deliverables

· C&A Package

· ILS Package




Log in to the Dimensions CM Web Client
	DESCRIPTION
	At the beginning of the NIAPS process, a new Application Owner will complete the SAAR process and the NIAPS CM will submit a request to have a Dimensions Account created.  The Application Owner will be granted access to the DS_NIAPS server in Dimensions; this is the only Dimensions server that will be used in the NIAPS process.  Once the Dimensions Access has been granted, the Application Owner will receive an e-mail notification from the NIAPS CM that the SAAR process is complete.  At this time the Application Owner will be able to log in to the Web Client.  This task shows how to access and Log in to the Dimensions Web Client using Common Access Card (CAC) authentication.
Note: If an Application Owner already has access to the DS_NIAPS server in Dimensions, they are not required to complete the SAAR process and can log into Dimensions immediately. 

If you encounter any problems with the Dimensions System please contact the NIAPS Customer Advocate (NCA):
· David Strawser

· David.strawser@navy.mil 
· (717) 605-1532


	Step #
	Action
	Screen Shot

	1
	Open your web browser, and type the URL for the Dimensions CM Log In page: https://cmmainweb.sscno.nmci.navy.mil
	

	2
	When prompted, select the non-e-mail certificate.
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	3
	When the Dimensions banner page opens, click OK.
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	4
	Click the scroll down menu next to Connect To and select the DS_NIAPS server.

Note: The DS_NIAPS server will always be selected when logging into Dimensions for NIAPS CM purposes.
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	5
	Click Log in.
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NIAPS Request Form
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