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(Expert Mode)

	Procedure:  SEPO/SPI Agent Status Reporting
	Phase:  Global

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

	Description:  This procedure describes how SEPO personnel and Department Software Process Improvement (SPI) Agents report progress and accomplishments outlined in the Software Engineering Process Policy and SEPO Project Management Plan (PMP).

	Entry Criteria/Inputs: 

SEPO/SPI Agent Weekly Status Reports


	Exit Criteria/Outputs: 

· Completed Weekly Accomplishment Report

· Updated SEPO/Department SPI Agent Consolidated WBS Databases

· Completed SEPO Monthly Status Report

· Updated WBS Estimates

	Roles:  

· SEPO Director:  establishes expectation that this procedure will be followed and reviews weekly status reports.

· SEPO Members:  provide weekly tasks accomplished and hours spent.

· Department SPI Agents:  provide weekly tasks accomplished and hours spent.

· SEPO Database Administrator:  collects weekly status reports, drafts accomplishments and emails out, enters weekly hours into SEPO/Department SPI Agent Consolidated WBS databases, uses Weekly Accomplishment Reports to draft SEPO Monthly Status Reports.

· SEPO QA:  periodically reviews the use of the procedure to ensure that the procedure is being followed and periodically audits the databases.

	Assets/References: 

a.   SSC San Diego Process Improvement Initiative Project Management Plan

	Tasks: 

1. Prepare and Submit Weekly Status Report

2. Prepare Weekly Accomplishments Report

3. Update SEPO Consolidated WBS database 

4. Update Department SPI Agent Consolidated WBS database

5. Update Activity Report Submittal Log 

6. Consolidate Weekly Accomplishments into SEPO Monthly Status Report

	Measures:

· SEPO collects internal measurements on the effort (% complete; schedule) spent on each SEPO activity.  The data is used to facilitate improvement in both the planning and tracking of SEPO work efforts.


PROCEDURE TASKS

1. Prepare and Submit Weekly Status Report

Every week, each SEPO member and Department SPI Agent prepares a Weekly Status Report detailing their hours expended and their significant accomplishments.  The accomplishments are written in an email and the hours are submitted in a WBS spreadsheet attached to the weekly accomplishments email.  

2. Prepare Weekly Accomplishments Report

The SEPO Database Administrator collects and consolidates the Weekly Status Reports and generates a Weekly Accomplishments Report that is distributed to all SPI agents as a way to keep the SPI team informed of the efforts occurring across SSC San Diego. 

3. Update SEPO Consolidated WBS Database

SEPO members submit their labor hours using the SEPO WBS Spreadsheet (Appendix A).  The SEPO Database Administrator enters the hours into the SEPO Consolidated WBS Database (Appendix B).  Once a month, SEPO members report status of tasks (% complete) using the Earned Value Reporting Scheme for SEPO Tasking.  The data is used by the SEPO Director to update the MS Project schedule, which is an appendix to reference (a).

The steps for entering the SEPO member’s hours are as follows:

a. Open the SEPO member’s WBS spreadsheet that is attached to their email and also open the SEPO Consolidated WBS Database.

b. Scroll across to find the current reporting week.

c. From the SEPO member WBS spreadsheet, select the column with the current week’s total hours and highlight the hours beginning with the cell labeled SEPO WBS Schedule down the column to the last task.

d. Go to the Edit menu and select Copy.

e. Find the SEPO Consolidated WBS Database and locate the current reporting week, which is labeled at the bottom of each worksheet.

f. Choose the appropriate SEPO member from the worksheet and select the gray highlighted cell under their name.

g. From the Edit menu, select Paste Special and choose Paste Values and click OK.  This will paste the entire column of hours from the SEPO member spreadsheet to the SEPO Consolidated WBS Database.

h. Continue steps (a-g) until all SEPO members’ hours have been entered.

i. Save and close both files.

4. Update Department SPI Agent Consolidated WBS Database

Each Department SPI Agent submits their labor hours using the Department SPI Agent WBS Spreadsheet (Appendix C).  The SEPO Database Administrator enters the hours into the Department SPI Agent Consolidated WBS Database (Appendix D).  The steps for entering the Department SPI Agent’s hours are as follows:

a.
Open the SPI Agent’s WBS spreadsheet that is attached to their email and also open the Department SPI Agent Consolidated WBS Database.

b. Scroll across to find the current reporting week.

c. From the SPI Agent spreadsheet, select the column with the current week’s total hours and highlight the hours beginning with the cell labeled SPI Agent LOE Tasking down the column to the last task.

d. Go to the Edit menu and select Copy.

e. Find the Department SPI Agent Consolidated WBS Database and locate the current reporting week, which is labeled at the bottom of each worksheet.

f. Choose the appropriate SPI Agent from the worksheet and select the gray highlighted cell under their name.

g. From the Edit menu, select Paste Special and choose Paste Values and click OK.  This will paste the entire column of hours from the SPI Agent spreadsheet to the Department SPI Agent Consolidated WBS Database.

h. Continue steps a-g until all Department SPI Agents’ hours have been entered.

i. Save and close both files.

5. Update Activity Report Submittal Log

The SEPO Database Administrator tracks the submittal of SEPO and Department SPI Agent weekly status reports.  Each week, after updating the SEPO and SPI Agent Consolidated WBS databases, the SEPO Database Administrator updates the Activity Report Submittal Log.

6. Consolidate Weekly Accomplishments into SEPO Monthly Status Report

The SEPO Database Administrator develops the SEPO Monthly Status Report from the Weekly Accomplishments reports.  The report is placed on the SSC San Diego Process Asset Library as an artifact of SPI accomplishments.

SEPO WBS Spreadsheet
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SEPO Consolidated WBS Database
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Department SPI Agent Consolidated WBS Database
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