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Introduction

PIR Tracker is a customized SharePoint site used by VBA Lines of Business (Central Office) and Office of Information & Technology (OIT) to communicate business requirements related to new projects, changes to existing systems, and data extracts. This SharePoint site is managed by the Office of Business Process Integration (OBPI). 

This guide provides instructions on using the PIR Tracker.
New PIR Tracker Features & Enhancements

As of November 21, 2011, the following new features and enhancements are available:
DISPLAY:
Data has been split into two forms to create a more customer friendly interface:

· VBA PIR Request Form - Displays only the fields required to submit a PIR 

· VBA PIR Review Form – Displays all PIR fields, including those used  for triaging and advancing PIRs

NEW FIELDS:
The following new fields have been added:
	New Field
	Purpose

	Urgency
	To allow the business to identify how quickly a solution is needed to positively impact business performance 

	Impact
	To allow OBPI to determine the overall business need of the solution within VBA

	Priority Value
	To identify the Priority of the PIR – numeric. 

(Auto-calculated field based on the combination of urgency and impact. Priority Value = Urgency * Impact)

	Priority Category
	To identify the Priority of the PIR – Critical/High, Medium, or Low (corresponding to the Priority Value)


ARCHIVE:
The old PIR Tracker SharePoint site is available in READ-ONLY form at:

http://vaww.infoshare.va.gov/sites/PIRtracker/default.aspx 

Users will be directed to the new PIR Tracker SharePoint site if an attempt is made to enter a new PIR in the old site.
Getting Started

Accessing PIR Tracker

1. Start your internet browser and enter the following URL website address:
https://vaww.portal.va.gov/sites/PIR/default.aspx
The PIR homepage is displayed.

2. Select PIR Tracker from the Quick Launch Bar
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3. The PIR Tracker Home Page is displayed, listing all submitted PIRs
Creating a New PIR (click the following link) 
https://vaww.portal.va.gov/sites/PIR/PIR Tracker/Forms/AllItems.aspx
1. Select New from the PIR Tracker tool bar
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The VBA PIR Request form is displayed

2. Enter a title for the request
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Title of Business Request: This is a required (*) field.

3. Enter the Sponsor information
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Sponsor Name: This is a required (*) field. The sponsor is the individual who submits the request and assists the PIR from start to finish (e.g., If Compensation submits for VHA, Compensation is the sponsor). Enter a name [last, first] and click [image: image6.png]PIR Tracker - Windows Internet Explorer [=[ofx]
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 to search the directory.

Sponsor Phone: Enter a phone number where the sponsor can be reached. 

Sponsor Org: Select the sponsor organization from the drop-down list. If the sponsor organization is not in the drop-down list, type the organization in the space below.
4. Enter the requestor information
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Requestor Name: The requestor is the person who requested the PIR. This person may be internal or external to VBA (e.g. If Compensation Services submits a request for VHA, VHA is the requestor). 

Enter a name [last, first] and click [image: image9.png]PIR Tracker - Windows Internet Explorer [=[ofx]
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 to search the directory.

Requestor Org: Select the requestor organization from the drop-down list. If the requestor organization is not in the drop-down list, type the organization in the space below.
5. Enter up to 3 users who need to be notified of PIR updates
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Alert (1-3): Enter a name [last, first] and click [image: image12.png]PIR Tracker - Windows Internet Explorer [=[ofx]
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 to search the directory.

6. Select the frequency in which the PIR will need to be performed
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Project Frequency: This is a required (*) field. Note: If the project is recurring, specify the frequency in the Project Description field. See #7.
7. Describe the underlying business problem
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Project Description: This is a required (*) field

8. Describe the background of the project
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Project Background: This is a required (*) field. 

9. Describe the business requirements and scope of the project 
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Project Scope: If necessary, describe the scope then attach the business requirements for the PIR in a separate document.  See Attaching a File to a PIR.

10. Select any special classifications for the PIR, if applicable

[image: image18.png]PIR Tracker - Windows Internet Explorer

[-[Of]
&~ [ETmepsiivomy poalva goniteslPR]_avoutsFormserver aspvaniz] | 0| % 28

Emresr ||

Project Background:

Project Scope:

‘Special Classification:

Urgency
IFOIA

Congressional

[Executive Priority Override (Fast Track)
[HIPAA

T Request that supports necessary business operations

€ Request needed for decision making regarding important
business planning and resource allocation

€ Request for recurring data or functional/quality
enhancement to a system

€ Request for reporting or analysis

© Request for one-time data requests

poe — [ rrrri





11. Select an option to best define the urgency of the PIR
[image: image19.png]PIR Tracker

GO

dows Internet Explorer

[=[ofx]

~ [&] hitps:fjvaww portal.va.govisiesiPIR]_tayoutsiFormserver aspxexsnir]| & | ¢ X | [ive search

ol

Ele Edt View Favortes Toos Help

LU pT— [ 2 v B - v Page v G Tads v ™
‘Special Classification:
=y € Request made on behalf of Under Secretary for Benefits
€ Request Based on legislative mandate
€ Request to correct an audit deficiency.
€ Request that supports necessary business operations
€ Request needed for decision making regarding important
business planning and resource allocation
€ Request for recurring data or functional/quality
enhancement to a system
€ Request for reporting or analysis
€ Request for one-time data requests
€ Request for enhancements to an existing system
Requested Delivery Date:
Agreement Details Known:
Number of Users Impacted:
System Access:
‘System Downtime:
System(s) Affected: ® o ® & gms
T cH32Banking I covers T cowc
T ces T cpts T css
T Eecap T res O ren
T Fer T 1BBA T NEwMAN
T sasHA T share T sm
' swr/Ts O Tas 0 1ivs
T vaos T ovaonce T vares =
pore T e





Urgency:  This is a required (*) field.
12. Select the date that the project needs to be delivered.
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 to display a calendar to select the desired date. 

13. If applicable, enter the data sharing agreement name and number currently in place to meet the request 

Agreement Name/No: If a new data sharing agreement is needed, enter the request in the Data Agreement Request Tracker (DART): http://vaww.infoshare.va.gov/sites/DART/default.aspx
14. Enter the number of users who will be impacted by this project
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15. Identify the systems involved in implementing the PIR
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System(s) Affected: Select the systems that will be affected by this PIR. 
Note: Incorrect selections could result in a delay.

If the system is not listed, enter the system in the space below.

16. If applicable, enter any related ClearQuest tracking numbers (related Application Change Requests (ACRs), defects, etc.)
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17. If applicable, attach any supporting documentation for the PIR
See Attaching a File to a PIR.
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18. Verify that no Personal Identifiable Information (PII) has been posted in or attached to the PIR, then check Yes to certify.
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19. Determine if the project involves PII going external to VBA
External PII: Select Yes if the project involves PII going external to VBA. Select No if it does not. 

20. Click Submit to send the PIR
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Resolving PIR Submission Errors 

Upon submitting a PIR, each field is validated. If an error occurs during the validation the following message will appear:
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To resolve the error: 

1. Select the Show error details link and review the error details
2. Select Continue to return to the form to resolve the error
Selecting Start Over will delete the PIR, and load a new VBA PIR Request form.
[image: image29.png]PIR Tracker

dows Internet Explorer

KD ) v [ repsiiivam.portal.va.govistes(PIR]_lsyoutsiFomserver.sspx7ssnLocatior

s:fvanw. portal.va.gov]stes{PIR{PIR:20Tracker [Forms emplate. xsnasaveL ocation=htps :34%2F% 2Py amn e 2Eportalo2EvatoZEQovAi2Fsies 1o 2P PR 2FPIR%4 20 Trackerasource
Flo Edt View Favortes Took Help

% & @R Trader [

L=18]
ol

tps%3a%2F %2Fvawnt2Eport x| & | 42 X |

[~ - rPage = (i Took +

Warning ©25 InfoPat Forms Services

Some rules were not applied.

Clck Continue to resume filing out the form. You may wart to check your form
datafor errors.

Clck Start Over to oad a new capy of the form.
e ervor getals

[The form cannat be submitted because I cortains validation errors. Erors are

marked with ether a red astersk (reqired fields) o a red, dashed border
(invalid values).

Field or group: my:Tile
Error: Cannt be bk

Continue Start Over

=]
start| |} & 7 Office Communicator |72 PIR Tracker - Window... 8] TrackerScreens.doc - i

] Local tranet L i00%

3¢ m&e" FO U twsan




Attaching a File to a PIR 

To attach a file to a PIR from either the VBA PIR Request or VBA PIR Review form: 

1. Click the Attachment icon
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The Attach File window displays. 
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2. Click Browse, then select the desired file to upload
3. Click the Upload link in the Attach File window
4. The attachments are displayed in the form
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Saving and Closing a PIR Form

To save a PIR form:

1. Scroll to the bottom of the VBA PIR Request or VBA PIR Review form.

2. Click the Save icon in the bottom left corner.
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 To close a PIR form:
1. Scroll to the bottom of the VBA PIR Request or VBA PIR Review form.

2. Click Close in the bottom left corner.

If changes were made to the PIR that were not saved, a message will prompt you to save the changes prior to closing the PIR.

Reviewing and Tracking PIRs

Note: Review PIRs to respond to automated notifications, to check for new assignments or to follow-up on PIRs that may need clarification.

To review and track a PIR: 

1. Access PIR Tracker 
See Accessing PIR Tracker. The PIR Tracker home screen displays all submitted PIRs, categorized by State.
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 to expand the desired State category to view the PIRs in that state.
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3. Select the desired PIR 
The VBA PIR Review form displays.
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4. Review the PIR
Updating PIRs (OBPI)

To perform the OBPI review and triage of a PIR: 

1. Access PIR Tracker
See Accessing PIR Tracker.

2. Select the desired PIR 

3. Assign a Project Control (PCL) number to the PIR
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4. Select an option to best define the impact the PIR has on the organization
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5. Verify that the Priority Value and Priority Category fields are auto-populated
Note: Urgency and Impact must be defined to populate the Priority Value and Priority Category fields.
[image: image40.png]indows Internet Explorer

~ [E] hitps:fjvaww portal.va.govisiesiPIR]_tayoutsiFormserver aspxexmil ]| & | ¢2)1 X |[ive search

Ele Edt View Favortes Toos Help

BN o000

[ A-E e

Page + () Tools +

Special Classification:

Urgency:

Impact:

Priority Value
Priority Category

Requested Delivery Date:

Agreement Details Known:

Number of Users Impacted:

System Access:

None
€ Request made on behalf of Under Secretary for Benefits
€ Request Based on legislative mandate

€ Request to correct an audit deficiency.

€ Request that supports necessary business operations

© Request needed for decision making regarding important
business planning and resource allocation

€ Request for recurring data or functional/quality
enhancement to a system

€ Request for reporting or analysis
€ Request for one-time data requests

€ Request for enhancements to an existing system

€ Directly impacts services/benefits provided to a Veteran
€ vaA-wide impact

® Directly supports a major initiative

€ VBA-wide impact

€ Does not directly support a major initiative

© Impacts two or more organizations

© Business Support Function

€ Impacts individual group or one organization

4

5/30/2011

|

[T Ko 100

-





6. If the PIR is a data request involving PII, identify if an agreement is in place or needs to be developed.
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Agreement in Place:

· Select Yes if an agreement is already in place
· Select No if a new agreement needs to be developed
· Select N/A if the PIR does not involve PII going external to VBA
7. Select the IT group responsible for the PIR.
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8. Identify an organization and enter a name to assign the PIR. 
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Assigned to Org: Select the organization based on the systems affected in PIR. 

Assigned to (Person): Enter the POC (identified by IT) who needs to be notified of the PIR. Enter a name [last, first] and click [image: image44.png]PIR Tracker - Windows Internet Explorer [=[ofx]
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 to search the directory.

9. Save and close the PIR form
Updating PIRs (IT)

To perform the IT review and triage of a PIR:

1. Access PIR Tracker

See Accessing PIR Tracker.

2. Select the desired PIR 

3. Identify the IT person responsible for the PIR

Enter a name [last, first] and click [image: image46.png]PIR Tracker - Windows Internet Explorer [=[ofx]

(<18 [8 ] dliesean ——— o]]
e ||

VBA PIR Request

Title of Business Request

‘Sponsor Name (required):

‘Sponsor Phone:

‘Sponsor Org:

Requestor Name:

21
|
2]
o =

Requestor Org: oot
Alert 1:

Alert 2: B
Alert 3: B
Project Frequency: Y

€ Recurring

€ Renewal/Modification
Project Description:

Project Background:




 to validate, or click [image: image47.png]PIR Tracker - Windows Internet Explorer [=[ofx]

(<18 [8 ] dliesean ——— o]]
e ||

VBA PIR Request

Title of Business Request

‘Sponsor Name (required):

‘Sponsor Phone:

‘Sponsor Org:

Requestor Name:

21
|
2]
o =

Requestor Org: oot
Alert 1:

Alert 2: B
Alert 3: B
Project Frequency: Y

€ Recurring

€ Renewal/Modification
Project Description:

Project Background:
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4. Enter the expected date the PIR will be implemented
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 to display a calendar to select the desired date. 

5. Save and close the PIR form
See Saving and Closing a PIR Form.
Changing PIR State

Update the State of a PIR throughout its lifecycle. To change the state of a PIR:

1. Access PIR Tracker

See Accessing PIR Tracker.

2. Select the desired PIR
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3. Select the desired state

4. Save the PIR
See Saving and Closing a PIR Form.
Tracking Changes to a PIR 

Note: All changes to a PIR must be recorded in the Track Changes field. Describe all changes throughout the PIR process. List any special instructions regarding forwarding a PIR and/or responding to PIR mailbox inquiries.

To record changes made to a PIR: 

1. Access PIR Tracker

See Accessing PIR Tracker.

2. Select the desired PIR

3. Describe the changes in the Track Changes field
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4. Save the PIR

See Saving and Closing a PIR Form.
Closing a PIR

Close a PIR upon confirmation from the requestor that the PIR was successfully implemented.

To close a PIR:

1. Access PIR Tracker

See Accessing PIR Tracker.

2. Select the desired PIR

The VBA PIR Review form displays.

3. Per Requestor confirmation, select Yes to acknowledge the PIR was successfully implemented
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4. Change the PIR State to Request Closed
See Changing PIR State.

5. Save and close the PIR form
PIR Tracker Support 

Send all questions or comments regarding PIR Tracker to the PIR mailbox: VAVBAWAS/CO/PIRTRAK.
