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 2. PROCESS SPECIFICATION
2.1 PHASE I ACTIVITES –
	Activity
	Team Member(s)
	DATE

	Understand problem domain
	Group(led by Sai Prasanth Sridhar)
	1/26/2010

	Understand key deliverables
	Group (led by Sai Prasanth Sridhar)
	1/26/2010

	Assign project leaders to Phase I
	Group (led by Sai Prasanth Sridhar)
	1/26/2010

	Identify project risks and develop contingencies
	Group(led by Malini Srinivasan)
	1/27/2010

	Establish team website
	Nelson Lopez
	1/28/2010

	Decide on tools to use
	Group (led by Nelson Lopez)
	1/31/2010

	Decide on methods and techniques
	Group(led by Michael Hale)
	2/2/2010

	Review and analyse interim requirements
	Group(led by Limin Tang)
	2/4/2010

	Identify issues with interim requirements
	Group(led by Wanjun Huang)
	2/6/1010

	Identify missing interim requirements
	Group(led by Sai Prasanth Sridhar)
	2/14/2010

	Generate potential solutions to issues
	Group(led by Limin Tang)
	2/20/2010

	· Non-functional requirements
	Group(led by Wanjun Huang)
	2/22/2010

	· Resource management
	Group(led by Malini Srinivasan)
	2/25/2010

	· Meeting monitoring / virtual meetings
	Group(led by Sai Prasanth Sridhar)
	2/25/2010

	· Conflict resolution
	Group(led by Malini Srinivasan)
	2/26/2010

	· Meeting replanning & concurrency
	Group(led by Limin Tang)
	2/27/2010

	· Meeting initiation
	Group(led by Michael Hale)
	2/28/2010

	· User identity management
	Group(led by Nelson Lopez)
	2/28/2010

	Consider pros/cons and make selection
	Group(led by Wanjun Huang)
	2/28/2010

	Revamp interim requirements based on selections
	Group(led by Sai Prasanth Sridhar)
	2/28/2010

	Create mock-up of SDMS system
	Group(led by Nelson Lopez)
	3/1/2010

	Finishing documents
	Group(led by Malini Srinivasan)
	3/1/2010


2.2 PHASE II ACTIVITIES –

	Activity
	Team Member(s)
	DATE

	Incorporate requirements changes
	Group(led by Limin Tang)
	3/29/2010

	Detail process specification
	Group(led by Wanjun Huang)
	3/31/2010

	Vision Document
	Group(led by Michael Hale)
	4/4/2010

	Diagrams
	Group(led by Sai Prasanth Sridhar)
	4/10/2010

	Documentations
	Group(led by Malini Srinivasan)
	4/12/2010

	Implement SDMS prototype
	Group(led by Nelson Lopez)
	4/14/2010


2.3 PHASE I TEAM ARCHITECTURE –

· User World: Nelson Lopez, Limin Tang
· System World: Wanjun Huang, Sai Prasanth Sridhar
· Subject World: Malini Srinivasan,
· Developer World: Michael Hale, Rutvij Desai
2.4 PHASE II ROLE DISTRIBUTION –

· Team Coordination: Sai Prasanth Sridhar, Michael Hale
· Vision Document: Wanjun Huang, Sai Prasanth Sridhar
· Process Specificaiton: Wanjun Huang, Limin Tang
· Issue Resolution: Wanjun Huang , Limin Tang
· Use Case: Malini Srinivasan, Sai Prasanth Sridhar
· Development:  Nelson Lopez, Michael Hale
2.5 IEDF MODELS:
Diagrams depicting our process modeling following the IDEF standard are shown below.

IEDF Level 0
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IEDF Level 1
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Level 2 Phase-1
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2.6 Microsoft Outlook Features Issues

The user requested that several features from Microsoft Outlook be implemented into our SDMS.  Naturally, a specific list of such features was not given, but a link to a page about Outlook was.  We will go through this page, and decide which Outlook characteristics and features would be added. The selection process is detailed in this section of the document.

The following is taken from http://office.microsoft.com/en-us/outlook/HA011276781033.aspx.   You will see a paragraph in italics from the website then our reasoning behind why we did or did not include this feature in bold.

· Make a choice   Accept, accept as tentative, or decline each meeting request that you receive, especially if it is an update to a meeting request that you previously accepted. By making a choice, you keep the meeting organizer apprised of your decision and you prevent the meetings that you want to attend from being accidentally deleted. If you need to attend a meeting but can’t at the time it is scheduled, you can propose a new time for the meeting. 

Try not to delete a meeting request outright because this is one way that meetings get “lost.”
Reasoning:  This functionality is already included in our system, so nothing needed to be added.
· Send updates  After modifying one of your own meeting requests, remember to click Send Update to send the updated request to all recipients. 

· Reasoning:  Meeting status is always kept up to date according to the current status of the meeting. As such, there is no need to send an update email.  We believe this approach is better because it bugs the user less often.  If the user is interested in the status they can check the meeting themselves, as it is on their homepage in the “Upcoming Meetings” section.
· Cancel a single meeting   If you need to cancel a meeting, it is considerate to notify the people you invited. Delete the meeting from your calendar, click Send cancellation and delete meeting, and then send the cancellation to everyone you invited. 

Reasoning:  We did not have a meeting cancellation function in our SDMS.  We are not working to add it.  We have added the following requirement to cover this: 

“Meeting Initiator shall be able to cancel a meeting.  All attendees will be notified when this happens by the SDMS and the meeting will be removed from their Upcoming Meetings.”

· Cancel recurring meeting   If you, as the meeting organizer, are ending a recurring series of meetings, open the meeting on your calendar, set a new end date, and then send an update. This keeps the past meetings on everyone’s calendars, but future occurrences after the end date are removed. 

Reasoning:  We have already set up a new means for a Meeting Initiator to cancel a meeting.  However, we did not have functionality for recurring meetings.  To cover this, we added the requirement: 
“Meeting Initiator may be able to re-schedule meetings.”
· Change meeting organizers   If a recurring meeting is changing to a new organizer, there is not a way to reassign the ownership of the meeting. The original organizer should send an update with a new end date — the past meetings remain on everyone’s calendars, but future occurrences after the end date are removed. The new meeting organizer should send a new meeting request for meetings in the future. [IFR - 24]
Reasoning:  This idea centers on the ability to allow a Meeting Initiator to relinquish control of a meeting to a new Meeting Initiator, like passing the torch.  We have decided to add such functionality and created the following requirement:

“Meeting Initiator shall be able to hand off control of a particular meeting by appointing a new Meeting Initiator.  Once the new proposed Meeting Initiator accepts this request, the old Meeting Initiator is no longer initiator for that meeting since there can only be one Meeting Initiator per meeting.  The administrator of the system shall also be able to do this.” [FR-22]
· Keep meetings from vanishing   If you run Outlook on two computers and accept a meeting while using one of them, don’t delete the meeting request from the Inbox on the other computer. If the request is still there, accept it again. Deleting a request on one computer after accepting it on another computer can cause the meeting to disappear from your calendar. 

Reasoning:  Given that the SDMS is web-based, this will not be an issue.
· Process meeting requests and updates from the Inbox   Always accept or decline a meeting request from your Inbox. Yes, Outlook allows you to accept or decline a meeting from its time slot on your calendar, but that can leave the meeting request in your Inbox. Leaving the meeting request in your Inbox might confuse you later and definitely leaves any delegates (delegate: Someone granted permission to open another person’s folders, create items, and respond to requests for that person. The person granting delegate permission determines the folders the delegate can access and the changes the delegate can make.) you appointed wondering about whether the meeting was accepted. [IFR - 25]
Reasoning:  This brought about concerns about what would happen if a user did not accept or decline an invitation to a meeting.  We decided that by not responding to a meeting invitation, they are effectively declining to attend the meeting.  This is covered in the following newly added requirement:

“A user who does not respond to an invitation before the cutoff date will be declined from that meeting.  Only by accepting the invitation is a user allowed to enter preferences and attend that meeting.” [FR-23]
· Keep your meeting notes separate   As a meeting attendee, avoid adding your own private notes to the body of a meeting request in your calendar. If the organizer updates the meeting, your notes are lost. 

Reasoning:  This does not apply to our system as notes are not added to a meeting.
· Don’t move meeting requests   Don’t move a meeting request from your Inbox to a different folder before you accept or decline the request or before the meeting appears in your calendar. 

Soon after a meeting request arrives in your Inbox, a piece of Outlook code — nicknamed the “sniffer” — automatically adds the meeting to your calendar and marks it as tentative. This is a fail-safe to keep you from missing the meeting in case you don’t see the request in your Inbox. However, the sniffer doesn’t reply to the meeting organizer. You still need to do that by accepting, accepting as tentative, or declining the request.

· If you or a rule that you create moves an incoming meeting request from your Inbox before the sniffer can process the request, the meeting never appears in your calendar, and you might miss the meeting. 
Reasoning:  This does not apply to our system, as it is an Outlook-specific item.
· May Adrienne come, too?   If you receive an invitation for a meeting and believe someone else should also attend it, instead of forwarding the meeting request to that person, ask the meeting organizer to add that person to the attendee list, and then to send everyone an updated meeting request. This avoids suprising the organizer with an unexpected attendee and helps prevent lost meeting requests. [IFR - 26]
Reasoning:  This idea centers around inviting other people to the meeting.  We have added functionality to invite people who are already registered within the SDMS.  This is done in a suggestion fashion, where an attendee asks the initiator if another person can come.  This is detailed in the following requirement:

“A user can request that a Meeting Initiator invite a person through a request form.  A Meeting Initiator can then choose to invite that requested person or not.” [FR-24]
· There is always room for one more   If you are the meeting organizer and you want to invite another person after sending the original meeting request, add the person to the attendee list (the To line) of the original meeting series or occurrence, and then send an update to all attendees. 

Reasoning:  This is similar to the previous idea, and is covered by the same requirement.
· Convert an appointment to a meeting request   If you want to create a meeting from an appointment on your calendar, open the appointment, click Invite Attendees, and then select the people you want to invite. This converts the appointment to a meeting request. 

Reasoning:  This is Outlook-specific, and does not apply to our system.
· Remove it right   If you receive a meeting cancellation, click Remove from Calendar to remove the meeting from your calendar. Deleting the cancellation from your Inbox won’t remove the meeting from your calendar. 

Reasoning:  We already have this functionality in our system.  When a meeting is cancelled, it is removed from a user’s homepage so that they no longer see it.
· Try not to change an existing attendee list  Suppose the attendee list in one of your meeting requests contains two instances of a person’s name. If you delete one of the names, and then send a meeting update to the “Removed or Added Attendees,” the person receives a cancellation. Similarly, if you send the meeting update to “All Attendees,” the person receives both a cancellation and an update. 
Reasoning:  This will not be a problem as a name is selected from a predefined list.  Thus, multiple instances of the same name cannot occur.
· Be careful with DLs   Try to avoid sending meeting requests to distribution lists (DLs), particularly ones that you are a member of. If you need to invite all the members of a distribution list, expand the list in the To line before sending the request. If you need to add or remove attendees from a meeting request that you already sent to an unexpanded distribution list, don’t expand the list and start adding or deleting names. Instead, cancel the meeting and create a new one. [IFR - 27]
Reasoning:  This is focused on the idea of having defined groups of people to send out invites to, similar to a mailing list.  We cover this in our newly added requirement:

“A Meeting Initiator can define groups.  When selecting a group to invite, the people in that group are added to the invited list with default statuses for that group.  The Meeting Initiator can then change the user’s status for that meeting.” [FR-25]
· Don’t auto-accept requests   If you have granted one or more persons delegate access to your calendar or if you have delegate access to someone else’s calendar, turn off automatic acceptance of meeting requests. By turning off automatic acceptance you avoid problems with delegate workflow. 

Reasoning:  We do not have the ability to auto-accept requests.  If you are unable to accept a meeting invitation then you are not attending the meeting.
· Avoid calendar clutter   To make people aware of your schedule, or to let them know when you plan to be away from the office, don’t send a meeting request or forward appointments that block out portions of your schedule on their calendars. Instead, share your calendar with them. 

If you don’t want to share your calendar, you can still use a meeting request to let people know when you will be away from the office. Before you send the meeting request, set Show time as to Free so that it doesn’t block out the time that you are away as Busy or Out of Office on the other people’s calendars.

· So what if someone sends a meeting request or appointment that blocks out portions of your calendar? If you accept the item (item: An item is the basic element that holds information in Outlook (similar to a file in other programs). Items include e-mail messages, appointments, contacts, tasks, journal entries, notes, posted items, and documents.), set Show time as in the item to Free. 
Reasoning:  This is Outlook-specific feature, involving use of their calendar and does not apply to our system that is used solely for scheduling meetings and not keeping personal calendars.

· If you don’t want to receive meeting request responses...   Typically, it is best to know in advance who plans to attend a meeting that you schedule. By default, Outlook meeting requests ask for a response from each person you invite. You have the option not to receive responses to your meeting request, but then you won’t know who accepts, accepts as tentative, or declines it. 

· However, if you schedule a large meeting or an event and you don’t want to receive a response from each person you invite, turn off the Request Responses option before you send the meeting request. 

Reasoning:  Users do not receive constant email updates as this would seem pervasive and rather obnoxious.  Meeting status is upheld in the SDMS, and displayed on the user’s homepage when they log in.  Should they wish to view the status of a meeting, they can log in and view information on meetings being planned (“proposed meetings”) as well as meetings that are already planned (“upcoming meetings”).[image: image5][image: image6][image: image7]
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