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Health Product Support Enterprise Application Completion and Release Checklist (New, Enhancement or Maintenance)
Product_________________________________ Patch___________________________
Release Coordinator: ______________________HPS Team_______________________
Date Received ___________________________ Proposed Released Date____________
Compliance Date _________________________Date Released_____________________
Priority _________________________________Hold Date________________________
Associated Packages_______________________________________________________
Associated Problem Tracking #______________________________________________
Patch POC FORUM Message #______________________________________________
Test Sites________________________________________________________________
Comments_______________________________________________________________
________________________________________________________________________
OK	OK or checked = All issues resolved	 	F  Failed	N/A	Not Applicable
This checklist addresses releases of web-based and other software not distributed through the FORUM Patch Module or the Kernel Installation & Distribution System.  This would include MHV portal/patient facing applications and all mobile applications.
NOTE: All web-based application releases should have a corresponding Informational Patch to note the install of the build into production.
For enterprise applications, VA’s Veterans Health Administration (VHA) Release Management Team (RMT) must concur prior to IOC Exit (national release).  This means that no IOC Entry Request and Exit Summary Document is required prior to IOC, however, both parts (Section 1 and 2) should be complete before submission to release nationally.	
	After a successful IOC evaluation, the product is sent to HPS for review. After 	HPS has completed their review and signed the IOC Entry Request and Exit 	Summary document, it should be returned to the PM.  The PM should obtain 	VHA RMT concurrence to move into IOC Exit (national release).  This is done by 	submitting the updated IOC Entry Request and Exit Summary document with 	Section 2 completed.  Both sections should include the appropriate signatures 	prior to submitting for approval.
NOTE:  Informational Patches for documentation only updates do not have to go through VHA Release Management for approval, therefore, no IOC Entry Request and Exit Summary Document is required.

IOC Testing requirements are as follows:
For projects following PMAS, the governing IPT decides early in the project how many test sites should be obtained and the duration of testing.  This should be documented in the Master Test Plan and the Master Test Strategy.
For projects not governed by PMAS, three test sites should agree to perform Initial Operating Capability Evaluation according to the specified requirements:
For Maintenance to Legacy VistA (either VistA or Enterprise Applications), will need a minimum of three (3) test sites to agree to perform Initial Operating Capability Evaluation according to the specified requirements.  Each application or system is to be installed in a production account for a minimum of two (2) weeks.  The three (3) evaluation sites must be composed of one (1) multi-divisional site, one (1) large site, and one (1) site of the Development Team’s choosing.  NOTE: For each iteration of a new build after initial test, the evaluation time is one (1) week in production.
For all non-VistA/Enterprise Applications, testing should be done in a pre-production type environment by more than one (1) user/site.  The testing will vary for each application; however, some form of testing should be completed.
When the product or patch is ready for HPS review (after IOC has been completed successfully), the Project Manager will inform the HPS RC and provide all supporting documentation (documentation will differ according to whether or not the product/patch followed PMAS guidelines).  At a minimum, you will always receive the IOC Entry Request and Exit Summary document.  The exception to this will be an Informational Patch for documentation updates only.  These will only have a Patch Tracking Message in FORUM.

If the release is in the form of a patch, the project team will mark it complete in the FORUM Patch Module and set the HOLD DATE to thirty (30) days.  The assigned RC will conduct the review.  NOTE: Software installation for testing purposes prior to release will only be done in the Albany Release Coordinator account (ARC) and the Austin Release Coordinator Linux (ARCTST) account.
NOTE: For a patch, if the review/approval process is complete before thirty (30) days, the Project Manager will remove the HOLD DATE and the RC may release.  If the review/approval process goes longer than thirty (30) days, the HOLD DATE should be adjusted accordingly by the Project Manager.

The RC will ensure that release materials are reviewed within eight (8) business days after completion (beginning the first business day after receipt) by the project team unless otherwise agreed upon. Emergency releases will be reviewed within twenty-four (24) hours of completion by the project team, unless otherwise agreed upon.

If testing was not possible due to lack of a test account, etc., this should be noted on the review form used (Appendix, D, E or in the IOC Entry Request and Exit Summary document).

The RC post all documents related to the release of the product or patch is placed under the appropriate fiscal year folder located in the Health Product Support SharePoint Release Documents Library.  Note:  If directed, the RC may send a copy to the HPS Team Manager.

Once the review is complete, the RC will inform the Project Manager by responding on the New Completed Patch message and by returning the signed IOC Entry Request and Exit Summary document to the Project Manager and the HPS Team Manager.  The Project Manager will then request the appropriate concurrence from VHA RMT to release.

When VHA approval is received to release nationally, the Project Manager will notify the RC and the product will be released.  The RC should obtain a copy of the approval.  The exception to this will be an Informational Patch for documentation updates only.  These will only have a Patch Tracking Message in FORUM.

When the RC is notified by the Project Manager that VHA RMT has approved release to the field, the RC has two (2) business days (beginning the first business day after receipt) to release a non-emergency product/patch and one (1) business day to release an emergency product/patch, unless otherwise agreed upon.
NOTE: PMAS projects must complete Milestone 2 prior to national release. If this does not happen within the two (2) business days, the RC must ensure that the Team Manager/Division Director is aware.
NOTE:  All web-based application releases should have a corresponding Informational Patch to note the install of the build into production.
Pre-Review
_____ Request that product activities be added to Primavera and that the appropriate resources are assigned. See Health Product Support Primavera Primavera Guide Document for more detail.
_____ RC should assist with any data migration activities, if applicable.
_____ Verify that the Project Manager has requested the appropriate Category/Type/Item be established in Remedy and that the appropriate Tier 3 group(s) have been assigned.
_____ Verify that the Project Manager has requested that the appropriate name spacing has been requested and implemented in FORUM.
_____If applicable, ensure that the PM completed the Sustainment Transition Acceptance Plan and transition into sustainment has been accepted.
Review Handoff Artifacts
_____ Obtain and review all Handoff artifacts for concurrence and completion.  The Initial Operating Capability Entry Request and Exit Summary document should always be received from the Project Manager or designee.  Below is a list of documents that may be received; however, the list is not all-inclusive.  To the best of your ability, ensure that all applicable documents are accurate and complete
_____ IOC Entry Request and Exit Summary (may include the following)
_____ Test Site Concurrence
_____ IOC Testing Waiver, if applicable
_____ Approval for DD Change
_____ Section 508 Checklist
_____ Test Plans
_____ Training Plan
_____ Implementation Plan
_____ Software Quality Assurance (SQA) Checklist
_____ Test site tracking message
_____ Installation Guide
_____ Updated manuals
_____ Release Notes
_____ Independent Testing Documents ((Enterprise Systems Engineering (ESE),
Systems Quality Assurance Service (SQAS) and IOC))
_____ Enterprise Testing Services Analysis Report
_____ Final ESE Testing Plan
_____ Product Assessment Findings Reports (aka. Software Quality Assurance (SQA) Findings Report)
_____ Enterprise Testing Services ORR Analysis Report
_____ SQAS Certification
_____ Any documentation files for distribution and executables needed for testing should have been placed by Development on an ANONYMOUS.PUB (or otherwise specified) directory.  It is possible that documentation may be received via Exchange.  Enhancement builds almost always have User Manual updates.
Again, this list is not inclusive. You may receive all of the artifacts or any number of the artifacts. In addition, all products/builds should have some form of VHA OHI approval.
Perform Full Review
_____ For web-based or other centralized applications, the Project Team should have placed the build in a “test” account for your review.  The exception to this will be an Informational Patch for documentation updates only.  These will only have a Patch Tracking Message in FORUM.
Verify Documentation Accuracy
Information Patch Description 
_____ Review narrative for accuracy, clarity and completeness
_____ Check patch priority and category for accuracy
_____ Ensure that links listed in the patch description are accurate and successful.  This includes links to the VistA Documentation Library (VDL)
Other documentation if applicable.  The review would include such things as grammatical errors, typos, accurate display information, etc.
_____ Review Installation Guide for accuracy, if applicable
_____ Review Security Guide for accuracy, if applicable
_____ Review Technical Manual/Systems Management Guide for accuracy, if applicable
_____ Review User Guide for accuracy, if applicable
_____ Review Developer’s Guide for accuracy, if applicable
_____ Review Release Note for accuracy, if applicable
_____ Review Online Help for accuracy, if applicable
Verification of Addressed Issues
_____ Verify when reasonable that all issues related to this product/build were addressed. Related Remedy tickets, New Service Requests (NSR) and/or Change Requests (CR) should be listed in the Release Notes and/or Patch Description. Verification should be accomplished by comparing Remedy tickets, or possibly by performing the actual function. NOTE:  It is not the responsibility of the RC to test the functionality of a product or build. If functionality tests are performed to accomplish verification, they are done so at the discretion of the RC and/or the HPS Team Manager.
Send Notification of Review Results
All documents related to the release of the product or patch is placed under the appropriate fiscal year folder located in the Health Product Support SharePoint Release Documents Library.  Note:  If directed, the RC may send a copy to the HPS Team Manager.

_____ If for any reason, the RC determines that the product/patch or related materials are incomplete or should be returned to Development for correction, the RC should inform the Project Manager by posting a detailed response on the New Completed Patch (or Package) message on FORUM.  This may be accompanied/supplemented by Exchange messages; however, the New Completed Patch message should be the primary mode of correspondence
_____ When the review is complete, the RC should inform the Project Manager by replying on the New Completed Patch (or Product) message.  Depending on the outcome of the review, the RC will also prepare and send one of the following three (3) forms to the Project Manager and their HPS Team Manager.  
_____ If the RC determines that the product or patch is acceptable for release; the RC should complete Section 2 of the IOC Entry Request and Exit Summary document. The document should be sent to the Project Manager and the HPS Team Manager. 
_____ If the RC determines that the product or patch is not suitable for release; the RC should complete an Unacceptable Package for National Release document in Appendix D of this document. The document should be approved by the Clinical or Healthcare Management Health Product Support Managers and the Director of Application Development Competency Service and returned to the Project Manager.
_____ The RC determines that the product or patch is not suitable for national release, but due to mandates or other forces, the package must be released “as is”. The RC should ensure that any known anomalies are listed in the IOC Entry Request and Exit Summary document. The RC should also complete the National Release of Software with Reservations form in Appendix E of this document, and return it to the Project Manager and the HPS Team Manager.
After VHA RMT concurrence to release to the field is received
_____ Post the approved VHA RMT concurrence under the appropriate fiscal year folder located in the Health Product Support SharePoint Release Documents Library. Note:  If directed, the RC may send a copy to the HPS Team Manager.
_____ Ensure that the Documentation is placed on the Hines RM ANONYMOUS directory, if appropriate.  See the Health Product Support Distribution Directories Guide for further information.
_____ If appropriate, ensure that replication to other directories was accomplished successfully.
_____ Prior to release, ensure that you are successfully able to pull the files from ANONMYOUS.SOFTWARE directories
NOTE: Enterprise application releases are typically builds that are placed in production by the Project Team, not the RC.
_____ Synchronize the release with other patches or products, if necessary.
_____ Change the status of the patch in the patch module to VERIFIED and update the COMPLIANCE DATE accordingly.
Send Notification of Release (where applicable)
_____ If applicable, the RC is responsible for sending a notification of release.  This should be done via FORUM and Exchange messages and should be sent to IT Service Chiefs and/or Application User Groups.  This particular message is usually compiled by the Project Manager. See Step j. in this HPS Release of Products and Patches Guide.
Post Release Activities (where applicable)
_____ Tier 3 staff should resolve all relevant problem-tracking tickets, however, the  RC is responsible for ensuring this has been accomplished. 
_____ Log time to the appropriate activities in Primavera for the patch.
_____ Close out any associated Primavera activities no later than the compliance date (after ensuring that all resources have logged appropriate time).
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