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1. Introduction

Welcome to the Agency Project Request (APR) e-Form User Guide.  This document will provide the user with guidance and helpful hints on using the e-Form. 

To access the e-Form, each user will need:

· A userid and password. They may be obtained by contacting Bonnie Manns at bonnie.manns@gta.ga.gov.
· Access to the Internet (Internet Explorer version 6 or above is the recommended browser.)
· Copy this URL into your web browser to access the e-Form, login and then click the “Agency Project Request” link that is shown on the screen:

· http://sps.gta.ga.gov/sites/projects/agency
· After completion of the form, the user will have the option to print the APR for their records.  If you would like to print the form, please ensure that you are connected to a printer via a local or network connection.

2. Login

The user should login to the system using the assigned userid and password.  If the userid and password have expired, please contact Bonnie Manns (bonnie.manns@gta.ga.gov) to have the userid and password reset.
Figure 1: Login Screen
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3. Accessing the APR e-Form
After the user has logged in successfully, the “Agency Project Request Form Instruction” page will be displayed. The user will be able to access the e-Form from this screen by clicking the underlined Here in the statement “To create a new Agency Project Request (APR), just click Here to fill out the APR form.”.
Figure 2: APR e-Form Instruction Page
[image: image1.jpg]Georgia Technology Authority





[image: image3]
[image: image17.png]Agency Project Request (APR) Form

Instructions for Submitting an Agency Project Request (APR) Form: Uss this page to complete an Agency
ProjectRequest Form and to continue working on your previously saved forms that have ot yet been submitted.

To create a new Agency Project Request (APR), just click Here to fill out the APR form.

When you save your form, it wil appear in the My APR Forms section below. Before subrritting the form, you may want to print a copy for
your records. After your form has been submitted to the Project Management Office, no other changes can be made to your form

If you have questions, please contact Bonnie Manns at bonnie. manns@gta. ga. gov

My APR Forms.





Remember that an Agency Project Request Form is only required if the project costs for the IT component of the project are $100,000 or greater. 
If there are APR e-Forms that have been saved but not submitted to GTA, the user will be able to access those forms from the “Agency Project Request Form Instruction” page.  The user will find the saved APR e-Forms under “My APR Forms”.  To access the APR e-Form, the user should click the name of the APR.
4. Saving and Submitting the APR e-Form
4.1. Saving the APR e-Form

The user should click the “SAVE” button frequently to save the information that has been entered into the e-Form.  (The “SAVE” button [image: image4.png]el save




 is located at the top left-hand side of the screen.) 
The first time that the form is saved, the user will be asked to provide a name for the file. 
If the user exits the form, closes the Internet browser, or loses their Internet connection before clicking “SAVE”, the data will not be saved.  If the data is lost, it cannot be recovered, and the data will have to be re-entered into the form.  If all of the information cannot be entered in one session, the user should save the data by clicking the “SAVE” button and then log back in at a different time to complete the rest of the form.  
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The APR e-Form may “time out” if kept open for a prolonged period without clicking the "SAVE" button.  To avoid data loss, please click the "SAVE" button after the form has been open for a maximum of 30 minutes.   

5. Entering Key Project Information

The “Key Project Information” portion of the e-Form (section 1), contains the information that will be used to describe the project header information.  There are 3 “sub-sections” within this section: “Project Identification”, “Agency Contact Information” and “Program Information”.  A description of the data that is requested in each section has been provided below.
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If the user would like to view the instructions for completing the e-Form on the screen, place a checkmark in the box that is labeled “Show Instructions for completing the APR e-form”. 

5.1. Project Identification (Section 1.1)
This section will describe the fields that are displayed on the “Project Identification” section of the APR e-Form and any business rules that are supported by this section of the screen. 
Figure 3: Project Identification
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· Agency/Division Name – The user should select the name of the agency from the list of agency names that have been provided in the drop-down list.  The agency that is selected should be the name of the agency and the division under which this potential project will reside.  If multiple agencies are involved, only the lead agency should be listed. The completion of this field is required.
· Project Name - This field should contain a concise, descriptive name that is used to identify this project.  The completion of this field is required.
· State Funding Source – The user should indicate if the project will be funded using State funds by selecting “Yes” or “No” in the field that is labeled “Will the project be funded using a State funding source”. If the user selects “Yes”, then a box will appear that will allow the user to select the Fiscal Year that the funds will be sourced from. The user may only select one Fiscal Year.  If the user selects “No” to indicate that there will not be any State funds used, the user must select “Yes” for Federal funding. (In essence, there must be at least one source of funding.)  The user may select both Federal funding and State funding as funding sources for the project, if applicable.  Alternatively, the user may select “Yes” for State funding and “No” for Federal funding, if such funding is not applicable.  
A few examples of invalid responses have been provided below.

Examples:  

Example #1: The user may not select “FY2008 Budget Current” and “FY2008 Budget Amended”.

Example #2: The user may not select “FY2009 Enhancement/Redistribution” and “FY2008 Budget Current”.
· Federal/Grant Funding - The user should indicate if the project will be funded using Federal funds by selecting “Yes” or “No” in the field that is labeled “Will Federal/Other Funding be used to fund the project”. The user may select both Federal funding and State funding as funding sources for the project.  The completion of this field is required.
· Project Schedule Anticipated Project Start Date - This field should be used to indicate the estimated date the project will begin. The calendar icon next to the field may be used to select the date or the user may type in the date.  When typing in the date, the user should use the following format: mm/dd/yyyy.  The completion of this field is required.
· Project Schedule Finish Date - This field should be used to indicate the estimated date of completion for the project. The calendar icon next to the field may be used to select the date or the user may type in the date.  When typing in the date, use the following format:  mm/dd/yyyy.  The completion of this field is required.
· Prepared By - This field is used to indicate the name of the person completing the form. The name will be populated based on the userid used at login.  This is a read-only field.
5.2. Agency Contact Information (Section 1.2)
This section will describe fields that are displayed on the “Agency Contact Information” section of the APR e-Form and any business rules supported by this section of the screen.
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Figure 4: Agency Contact Information
· Business Owner/Executive Sponsor Name - This field should contain the name of the individual who submits the formal request for the project and who is the primary advocate for the project.  The individual will most likely be at the executive level within the agency. The completion of this field is required.

· Business Owner/Executive Sponsor Phone # - This field should contain the contact phone number for the Business Owner/Executive Sponsor.  This field should be entered in the following format: (123) 456-7890.  The completion of this field is required.

· Business Owner/Executive Sponsor Email - This field should contain the email address for the Business Owner/Executive Sponsor.  The completion of this field is required.
· Point of Contact Name - This field should contain the name of the individual who can be contacted with any questions that arise regarding this project.  The Point of Contact will most likely be either the Project Manager (if one has been identified) or the primary author of the APR e-Form. The completion of this field is required.

· Point of Contact Phone # - This field should contain the phone number for the agency’s Point of Contact.  This field should be entered in the following format: (123) 456-7890.  The completion of this field is required.

· Point of Contact Email - This field should contain the email address for the agency’s Point of Contact.  The completion of this field is required.
5.3. Program Information (Section 1.3)
This section will describe the fields that are displayed on the “Program Information” section of the APR e-Form and any business rules that are supported by this section of the screen.
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Figure 5: Program Information

In the “Program Information” section of the screen, the user must enter information for at least one of the following fields: “Program Code/ID(s)”, “Program Name” or “Sub Program Name”.

· Program Code/ID(s) - This field should contain the code for the program(s) against which the requested project will be budgeted.
· Program Name(s) – This field should contain the OPB name of the program(s) against which the requested project will be budgeted.  
· Sub Program Name(s) – This field should contain the OPB name of the sub-program(s) (if applicable) against which the requested project will be budgeted.
· OPB Division/Office – This field will be a “drop-down” menu, containing the names of the Division(s) or Office(s) under which an agency is designated.  The user will be able to select from a list of the current OPB Divisions. If the appropriate OPB Division cannot be found in the list, the user should select “Not Applicable (N/A)”.  If “Not Applicable” is selected, an explanation should be provided in the box that is labeled, “If not applicable provide an explanation”.
6. Describing the Project 

The “Project Description” portion of the e-Form (section 2), contains the information that will be used to describe the problem that the project will address and show how the project aligns with State and agency strategic goals.  A description of the data that is requested in this section has been provided below.
Figure 6: Project Description
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· Agency IT Strategic Plan/Goals - If this project aligns with the agency’s IT strategic plan/goals, the user should select “Yes” as the answer to the question, “Does this project align with the agency’s IT strategic plan/goals”.  If the user selects “No”, an explanation should be provided in the box that is labeled “If no, please provide explanation”.  The completion of this field is required.
· State IT Strategic Plan/Goals - To gain an understanding of the State’s IT strategic goals, click on the link labeled “Link to State IT Strategic Plan”. This link will take the user to the website that describes the State IT Strategic Plan for Georgia.  If this project aligns with the State IT Strategic Plan, the user should select “Yes”.  If this project does not align with the State IT Strategic Plan, the user should select “No” and provide an explanation in the box that is labeled “If no, please provide explanation”.  The completion of this field is required.

· Problem Statement/Goal - This field should summarize the rationale for this project. This summary should include the following:

· A description of the current issue / business need that this project will resolve 

· The reason why the agency must respond strategically to this need / problem at this time
· The problems that the agency will face if the project is not undertaken
The completion of this field is required.
· Executive Order/Legislative Mandate – The user should select “Yes” in the field that is labeled, “Is this project linked to an executive order, a legislative mandate or an urgent constituent issue”, if the project is linked to one or more of those. If the user selects “Yes”, a description should be provided in the field that is labeled “If yes, please provide a description of the executive order, legislative mandate or urgent constituent issue.”  If the project is not linked to any of the above, select “No.”  The completion of this field is required.

· Project/APR Submission Status – This field should indicate that the project is the continuation of a previously started project or that the project is a new initiative.  The completion of this field is required.
7. Entering the Project Approach

The “Project Approach” portion of the e-Form (section 3), contains the information that will be used to describe the approach for the project.  There are two sub-sections within this section: “Solution Description” and “Solution Security”.  A description of the data that is requested in each section has been provided below.
7.1. Solution Description (Section 3.1)
This section will describe the fields that are displayed on the “Solution Description” section of the APR e-Form and the business rules that are supported by this section of the screen. 
(Go to next page)

Figure 7: Solution Description


· Existing Solution Upgrade - If the proposed solution for this project will upgrade an existing solution, the user should select “Yes” as the answer to the question, “Is this project (proposed solution) a Solution Upgrade?”. If the user selects “Yes”, an explanation should be provided in the box that is labeled “If yes, which existing solution/application is being upgraded”.  The completion of this field is required.
· Solution Replacement – If the proposed solution for this project will be a replacement of an existing solution, the user should select “Yes” as the answer to the question, “Is this project a Solution Replacement”.  If the user selects “Yes”, an explanation should be provided in the box that is labeled “If yes, which existing solution/application is being replaced”.  The completion of this field is required.
· New Technology - If the proposed solution will require new technology, the user should select “Yes” in the field that is labeled “Does the project approach include new technology, i.e. technology that is new to the agency”.  If the user is unsure if the solution will include new technology, “Not known at this time” should be selected as the response to this question. The completion of this field is required.
· Solution Hosting – The statement that is labeled “Indicate where proposed solutions will be hosted” should be used to indicate where the solution will be hosted. The user should select all options that are applicable to the project. The hosting choices that have been provided are:
· GTA Data Center – This option should be selected if the solution will be hosted at the GTA Data Center.
· Agency Data Center – This option should be selected if the solution will be hosted at an agency data center.
· Vendor Data Center – This option should be selected if the solution will be hosted at a vendor’s data center.
· Other – This option should be selected if solution will be hosted a location that has not been provided as an option.  If the “other” is selected, an explanation must be provided in the box that is labeled “If other is selected, please explain.”
· Expected Life of the Solution – The expected life of the solution should be provided in the field that is labeled, “Provide the expected life of resulting solution”.  This is a numeric field, representing the number of years the solution is expected to be utilized. The completion of this field is required.
· Interfaces - If the proposed solution will interface with existing agency applications or external applications (e.g., outside agencies, etc.), the user should select “Yes” as the response for the question, “Will this project involve interfaces (application integration)”.  If the user selects “Yes” as the answer to this question, the interfaces that will exist should be described in the box that is labeled “If yes, describe the interfaces between agency systems”.  The completion of this field is required.
· Business Impact - The user should describe the business benefit that the proposed solution will provide to the State in the field that is labeled, “Describe the business benefits of this project to the State of Georgia and Constituents”.  The completion of this field is required.
· Inter-Project Dependencies - If the proposed solution will have inter-project dependencies, the user should select “Yes” as the response for the question labeled, “Have any inter-project dependencies been identified”. If the user selects “Yes” as the response to the question, the dependencies should be described in the box that is labeled “If yes, please describe the dependencies”.  The completion of this field is required.

When describing the dependencies, please remember the following:
· An inter-project dependency is defined as a relationship between two or more “things” (the project’s objectives, approach, tasks, resources, etc. and the objectives, approach, tasks, resources, etc. of any existing application, platform, project, etc.) where the full or partial start or finish of one determines the start or finish of another.  

· GTA Assistance/Support/Service - If the agency will require assistance, support or service from GTA during the project or post-implementation, select “Yes” as the answer to the question that is labeled “Is any assistance/support/service from GTA desired”. If the answer to this question is “Yes”, please select the service(s) that are needed from the list that has been provided. 
If the list of services that has been provided does not include the service that the agency needs, please select “Other” and describe the service that the agency will need in the box that is labeled “If other is checked, provide an explanation”.   If no service or support from GTA is required, please select “No”.  The completion of this field is required. 
Figure 8: Assistance/Support Required

7.2. Solution Security (Section 3.2)
     This section will describe the fields that are displayed on the “Solution Security” section of the APR e-Form and the business rules that are supported by this section.
Figure 9: Solution Security

· Security Categorization - The security categorization of the proposed (or existing) information system should be indicated based on potential impacts of loss. Security categorization should be determined by the business and/or data owner of the system or application with assistance from the agency Information Security Officer.  The user must select High, Moderate or Low for each of the following categories:
· Confidentiality
· Integrity
· Availability

For definitions of the Confidentiality, Integrity and Availability categories, please review the State Data Security Report and Data Classification Guidelines. These documents may be found by using the links that are located in the Solution Security section of the e-Form.
· Unique Security Controls – If the project will require unique security controls, such as “two factor authentication” or “encryption of data at rest”, etc., the user should select “Yes” as the answer to the question, “Does this project require any unique security controls”.  If the user selects “Yes” as the answer to this question, then more details regarding the security controls that are needed should be provided in the box that is labeled “If yes, please provide more details about the security controls”.  The completion of this field is required.
· Security Plan – When the proposed solution involves changes to an existing system, the user should use the field labeled “If existing system, does the agency have a documented security plan for this information system” to indicate if there is a security plan for the system.  If the solution does not impact an existing system, the user should select “Not Applicable” in this field. The completion of this field is required.
· Business Continuity Plan – If this project will comply with the agency’s Business Continuity plans, the user will need to select “Yes” as the answer to the question “Will the proposed or existing information system for this project comply with the agency’s Business Continuity plan”.  If the user selects “No” as the answer to this question, then an explanation will need to be provided in the box that is labeled “If no, please provide an explanation”.   The completion of this field is required.
8. Entering Project Costs

The “Project Cost” portion of the e-Form (section 4) contains the information that will be used to describe the costs for the project.  There are separate sections for recording the “State Costs” for the project, the “Non-State Costs” for the project and the “Total Project Costs”.  A description of the data that is requested in each section has been provided below.
8.1. Project Costs – State Costs 
This section will describe the fields that are displayed on the “State Project Costs” section of the APR e-Form and any business rules that are supported by this section of the screen. 

Figure 10: State Project Costs
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The funding source that is displayed in the Project Costs section will match the funding     source that was selected in section 1.1. The funding source cannot be edited in the Project Costs section; to edit the funding source, the user will need to go back to section 1.1.
Fiscal Year(s) – The fiscal year(s) that the project costs will be expended must be entered in the boxes that are labeled “FY1 (Year 1)” and “FY2 (Year 2)”.   The costs for at least one Fiscal Year must be provided.  
 
A Fiscal Year for the State of Georgia is from July 1st – June 30th. 
· Project Costs – State Costs – If State funding will be utilized for this project, the project costs should be entered into this table (illustrated above in Figure 10. State Project Costs) by account code for each fiscal year.  The total of the costs that are entered for each account code will be automatically calculated and displayed in the row that is labeled “Total State Project Costs”.
8.2. Project Costs – Other Costs/Funding (Non-State Costs) 
This section will describe the fields that are displayed on the “Other Costs/Funding” section of the APR e-Form and any business rules that are supported by this section of the screen. 

Figure 11: Other Costs/Funding (Non-State)
[image: image6.png][other Gosts/Funding (Non-State Gosts)

[enter the total estimated non-state costs by Year (At this time, it is expected that estimates
fare @ rough order of magnitude. ) You must complete &t least one cost field. If the project will
‘ou must compete one cost field for FY2.

incur costs during FY2,

lProject Costs - Other

FY1
2008

Fv2

Total

[Federal

$200,000

$200,000

[other Funds

$0.

$0

[Tatal Other Costs

$200,000

$200,000





· Other Costs/Funding (Non-State Costs) –   If you selected that Federal or other funding would be utilized for this project in Section 1.1, you must fill out this section.  The total amount of the project costs that are being paid for with federal dollars should be entered in the row labeled “Federal”.  Any project costs that are being paid for via another source should be placed in the row labeled “Other Funds”.   The total of the “Federal” and the “Other Funds” will be automatically totaled for the user and displayed in the row that is labeled “Total Other Costs”. 
8.3. Total Project Costs
The “Total Project Costs” section of the e-Form will provide the user with a total of State Project Costs and the Other Costs/Funding (Non-State Costs).  
Figure 12: Total Project Costs
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8.4. Project Costs - State Post-Implementation Costs

This section will describe the fields that are displayed on the “Project Costs – State Post-Implementation Costs” section of the APR e-Form and any business rules that are supported by this section of the screen. 

Figure 13: State Post-Implementation Costs
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· Project Costs – State Post-Implementation Costs – Any estimated post-implementation costs for the project should be entered into this table by account code for each fiscal year.  The total of the costs that are entered for each account code will be displayed in the row that is labeled “Total State Post-Implementation Costs”.
8.5. Total Cost of Solution/Total Cost of Ownership

This section will describe the Total Cost of Solution and Total Cost of Ownership fields that are in the Project Costs section of the APR e-Form. 

Figure 14: Total Cost of Solution/Total Cost of Ownership
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· Total Cost of Solution – 
The “Total Cost of Solution” field is automatically totaled and populated.  It cannot be overwritten or altered.  It represents a sum of the sub-totals in the areas of “Total State Project Costs”, “Total Other Costs”, and “Total State Post-Implementation Costs”.  

· Total Cost of Ownership – 
Total Cost of Ownership (TCO) is a dollar amount reflecting not only the cost of purchase or implementation (e.g., requirements gathering, design, purchase / development, testing, and roll-out expenses), but all aspects in the further use and maintenance of the equipment, solution, or system being implemented. This includes:  costs of training support personnel and users of the system; costs associated with failure or outage (planned and unplanned); diminished performance and its affect on the business; costs of security breaches (recovery costs); costs of floor space or facility rental (if applicable); internal support resource costs; vendor support / maintenance contracts, licensing fees; decommissioning of the assets, and more. TCO provides a cost basis for determining the economic value of that investment.

If the amount shown in “Total Cost of Solution” does not reflect what would be an accurate representation of “Total Cost of Ownership” (which in most cases it will not), an estimate of “Total Cost of Ownership” can be entered, if you have sufficient knowledge about your investment.  

8.6. Acquisition Approach  

In the “Acquisition Approach” section of the e-Form, the user should indicate if the solution will be purchased using one of the following methods:
· Request For Proposal (RFP)
· Sole Source

· Existing Contract

· Other
If the solution does not require procurement, the user may select “Not Applicable”.  The completion of this field is required.
9. Adhering to Standards, Policies and Guidelines

In this section of the e-Form, the user will acknowledge that they have read the following Standards, Policies and Guidelines:

· Technology Project Management Standard

· Independent Verification and Validation

· Technology Review Policy

· State Security Policy

A link to each of the standards and policies has been provided on the screen (shown below).
Figure 14: Adherence to Standards, Policies and Guidelines
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Completion of these fields is REQUIRED. 
10. APR Reviews 
This section of the e-Form will allow the user to indicate that this APR has been reviewed by the appropriate personnel within the agency prior to the APR submission.  Examples of personnel that would review the APR would be the Business Owner/Executive Sponsor, Information Security Officer, Agency CIO, etc.  The completion of this field is required.
Figure 15: APR Reviews
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11. Attachments
To attach a file such as an architectural diagram to the e-Form, the user should use the button that is labeled “Click here to attach a file”. 
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Additional attachments may be added by using the button that is labeled “Insert another attachment”.
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12. Submitting the APR e-Form

Once the user has completely filled out the APR e-Form, the APR should be submitted to GTA by clicking the “Submit for Approval” button.  
At this time, if any required data has not been provided, the system will flag the field, indicate that an “error” exists, and require the user to enter the missing data before the form can be submitted. Once the form is completed and submitted successfully, the APR will be automatically forwarded to GTA for processing.  You will receive an immediate notification that your “APR has been submitted to the GTA Portfolio Management Office”.  

Additionally, once the form is submitted, it will be saved, closed and converted to “Read-Only”.  You will not be able to edit a submitted and final APR e-Form.  
13. Questions Regarding the APR e-Form
For answers to questions regarding the APR e-Form, please contact Bonnie Manns at bonnie.manns@gta.ga.gov.
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