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	Procedure: Peer Review Defect Log Merging 
	Phase: Global 

	Procedure Owner:  SSC San Diego Systems Engineering Process Office (SEPO) 

	Description:  This procedure describes how to merge multiple Peer Review (PR) Defect Logs from multiple inspectors.  All inspectors participating in a Formal Inspection (FI) complete PR Defect Logs (Form 2s).  In the Inspection meeting, PR Defect Logs are reviewed and consensus reached on discrepancies.  Merging multiple logs into one sorted list assists a FI team in reviewing all reported discrepancies in an orderly and efficient manner.  This procedure may be used for Walkthroughs and Technical Reviews as well.

	Entry Criteria/Inputs: 

· PR Defect Logs completed by all inspectors. (Hint: adding line numbers to the work product to use to identify the location of a defect in a work product greatly facilitates the sorting in Step 4)
	Exit Criteria/Outputs: 

· Consolidated PR Defect Log for FI, Technical Review or Walkthrough Meeting

	Roles:  

· FI Inspectors/Review Team members: Submit individual PR Defect Logs to FI Recorder.

· FI Recorder: Collects PR Defect Logs and merges according to this procedure.

· FI Moderator/Review Team Leader (Technical Review)/Author (Walkthrough): Oversees collection, merging, and distribution of PR Defect Logs.

	Assets: 

· Peer Review Process (available at http://sepo.spawar.navy.mil/ )

· Personal Computer with Microsoft (MS) Word.

	Tasks: 

1. Collect all PR Defect Logs

2. Select one PR Defect Log as Consolidated “Base”
3. Add Other PR Defect Logs Information into Consolidated Log

4. Sort Discrepancies

5. Produce Consolidated PR Defect Log

	Measures:

· Time required to conduct this procedure is recorded on the “Peer Review Announcement and Report (Form 1)” in accordance with reference (a).


PROCEDURE TASKS

1. Collect all PR Defect Logs

The FI Recorder collects all PR Defect Logs from all inspectors in softcopy MS Word format.

2. Select one PR Defect Log as Consolidated “Base”
The FI recorder selects one log as the new consolidated “base” version and using the MS Word “File/Save As” option creates a new file using a new file name.  Ensure all data fields at the top of the log are correctly filled out. (Hint: use the Log with the most entries or best format.) 
3. Add Other PR Defect Logs Information into Consolidated Log

Addressing the other logs one at a time, the FI Recorder performs the following actions:

a. Ensure that the “#” (discrepancy number) column is blank.

b. Ensure that the “Init” (Inspector’s Initials) column is correctly filled in.

c. Ensure that the “Location” column is properly filled in with line number, paragraph number, “Global,” or other established designation. 

d. Select each defect row in the PR Defect Log (NOT the heading rows) by highlighting the rows from the left side (cursor arrow points right.)  

e. Select Edit/Copy (Keystroke <Ctrl+c>).

f. Transfer to the consolidated base file and place the cursor just below the bottom row in the table.

g. Select Edit/Paste (Keystroke <Ctrl+v>).

4. Sort Discrepancies

When all PR Defect Logs have been merged into the new consolidated base, the FI Recorder performs the following actions:

a. File/Save the consolidated base file.

b. Select all rows with discrepancies in them (NOT including the heading rows) by highlighting the rows from the left side (cursor arrow points right.)

c. Select Table/Sort.

d. In the SORT Window, select Sort by Column 3 (Location column), Type Number, Ascending. Select OK. (This Number sort will sort text words such as “Global” to the top.) 

e. File/Save the consolidated base file again.

5. Produce Consolidated PR Defect Log 

The FI Recorder will perform the following actions to clean up the new consolidated PR Defect Log for printing or distribution:

a. Ensure all entries have a correct entry in the “Location” column.  Adjust rows into the correct order, if necessary.

b. Enter consecutive numbers in the “#” (discrepancy number) column.  This can be done manually, or by highlighting all cells in the “#” column (except the “#” cell) and selecting the Numbering button on the formatting Toolbar (or using the Format/Bullets and Numbering menu.)

c. To align columns whose borders are not the same, highlight all discrepancy columns and adjust the “Move Table Column” symbols in the Horizontal Ruler at the top (Select View/Ruler if the ruler is not displayed.)

d. Ensure all entries in the table title rows are correct, total defects are counted, and the sheet number is entered.

e. If the consolidated PR Defect Log covers more than one page, create continuation pages with these steps:

1. Select a row that will start a new page.

2. Select Insert/Break. Select Page Break. Select OK.

3. From a PR Defect Log Continuation file, select all the rows from the heading “Peer Review Defect Log (Form 2) (Continuation Sheet)” to the row with column headings.  Select Edit/Copy (Keystroke <Ctrl+c>).

4. Return to the consolidated PR Defect Log file, place cursor just above first table row on the page.

5. Select Edit/Paste (Keystroke <Ctrl+v>).  This should enter the Form 2 continuation title and table titles at the top of the page.

6. The blinking cursor should be between the title rows and the discrepancy entry rows.  Press the “Delete” key to join these rows together.

7. Ensure all entries in the table title rows are correct and the sheet number is entered.

8. Repeat these steps until all overflow rows are properly placed on Continuation Sheet forms.

f. Print and distribute or email the consolidated PR Defect Log file to designated members of the team.
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