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General Questions

RS2 Frequently Asked Questions

Question

Answer

Where can | find the RS2 Training Guides and
Reference Documentation?

All RS2 Training Guides and Reference Documentation can be located at http://rs2doc/addi/RS2//Documentation.

Who should | contact if | cannot access RS2?

You should contact one of the RS2 Administrators:.

How do | access RS2?

To access RS2, type RS2 in your browser address field and press ENTER.

How do | register to use RS2?

If you require access to RS2, please submit a request to your manager for access.

Why does RS2 require logon and password
information from me, but not from most other
users?

If you receive the following dialog box when you attempt to access RS2, please contact one of the RS2
administrators and request that they make your logon automatic.

A Login to Compuware Changepoint -- Web ... E|

anpuwa re q

Logaon: |

Password:

[ Remember my login

[ Ok ][ Cancel ]

Why am | receiving RS2 notifications on
requests with which | have no involvement?

If you receive a notification on a request, but do not think you have any direct involvement with that request, it
means that you are either a Business Sponsor, Steering Committee Member, or the Request Initiator assigned in
the request. Your role in the request process determines when you receive these types of notifications.

Why am | receiving multiple identical RS2
notifications?

This means that you are assigned to several roles in the request. For example, if you are a TBA and SC member
for the request, then you will receive duplicate notifications at some points in the Request Workflow.

Where can | send questions, comments, and
suggestions related to RS2?

Send any RS2 comments and suggestions to the ADDI PMO mailbox.
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Search Feature Questions

RS2 Frequently Asked Questions

Question

Answer

Why is my search in RS2 not returning results?

There are several reasons why your search in RS2 does not return the expected results. When running your

search,

make sure that you use the following guidelines to ensure that you are getting the results you expect:

In the Search field, make sure to include a “%” wildcard character before your search term.
Otherwise, you must enter the search term exactly as it appears in RS2.

For example, if you are searching for a request, the following two search terms will return the same
results:

vr-2009-00852 ) 4
‘I- e ———————— T -I.:r—-:-‘;

OR

%352 2 -3
ST r—=— _HJ

Note: The search feature in RS2 is not case-sensitive.
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RS2 Frequently Asked Questions

Question

Answer

Why is my search in RS2 not returning results?

Result:

In the Advanced Search page, make sure that you select All in the Include records modified in the
last field. Also, select the desired record type(s) in the Include following record types in the search

section. Mark the Related Records check box to include any related items, regardless of the record
type.

,.?; Advanced Search

Search Changepoint: |%882 H Search ]
Advanced Options
Include records modified in the last: All w

Related Records: Include related recards in search results

Include following recard types in the search: [ Select Al

[(Iresources [CJProjects and tasks
Cclients [ applications
(lcontacts Flrequests

[(lBusiness Functions DKnnwledge iterns

e Tt rrema T e T_,h_-ah‘m.\_._

The search results appear:

.?; Advanced Search Results Modify Search

& WR-2009-00882 (Request
Express Lead File MyyR 2009030365
Lastwodified: 91472009 Moadified by

- _A#.--‘*-—-I“‘-_\.r‘n__ PSSP T U P S
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Planning/Work Request Questions

RS2 Frequently Asked Questions

Question

Answer

How do | submit a new request in RS2?

For detailed instructions on submitting a new request in RS2, refer to the Request Management Training
User Guide.

Why can’t | find the project that corresponds to a
closed request?

To see if a project associated with a closed request has been created:
1. Using the Search field, find the closed request.

2. In the profile page for the closed request, check the Related Projects section to see if an
associated project has been created.

| Configurahle Fields |

Spansaor Infarmatian
Desired Install Date
[+ Aftributes

Froject Type

# Impacted Applications

Sizing
Full Estimate
Frojected Savings/Revenue

Related Projects

Marme Client  Description

Snomts Authori Description of Wark f Prablem Staterment: Original Wark
Client  Reguest Description: Sports Authatrity is in the process of

Change Pyt o

Pracessor MR Sales  switching payment processors from FDMS to BAMS.

armananen  SC Going forward, BAMS will create the settlerment file, but SA

200902058 .
will forweard to ADS.
T ‘*ﬂ-—-ﬁ-—«t P Y PR S ———— T e - ——
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RS2 Frequently Asked Questions

Question

Answer

Why can’t | find the project that corresponds to a
closed request? (Continued)

If no related project exists, it could mean that the request was cancelled, or that the project simply hasn’t
been set up in RS2 yet. You can check the Resource Demand Information section of the request
profile to see when work on the project is scheduled to begin.

To view the Resource Demand Information section, click on the Resource Demand Information tab in
the request profile page.

Result: The start dates appear:

| Resource Demand Infarmation | ;
A Estimated Soft- Added to Showven on

Resource Workgroup Function M Start Date | End Date Booked  Calendar Time Shest j

Collections Planning Cullgctlunsioustomer Collections a0.00 1320001202010 @

Besource Service Batch Developer

Customer Service  Collections/Customer Customer Service

Planning Resource  Service Batch Developer 80.00 12nmo 1 &

Customer Service  Collections/Customer Customer

Planning Resource  Service Batch Communications 500 12namo|1anznn &

R e T Mu T o T e PP P Y

How do | add a child Work Request to an existing
Work Request?

You cannot add a child work request to an existing request in RS2. However, you can indicate that there
is an association that can be created between your request and an existing request in the Comments
section under the Details tab. The ADDI SC ultimately establishes the association between the
requests.

2l Create Request - Microsoft Internet Explorer

Feguest Details Dretails Reason Fesolution

*

Flease create an association between this request and WRE-2008-00217.

R . _--n__,-q__h‘__*_ R S r_ﬂ A B g
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RS2 Frequently Asked Questions

Question Answer
How do | create a new request from an existing To create a new request from an existing request:
request?

1. Open the existing request from which you are creating the new request.
2. Select Actions > Copy.

Actions

Edit

Faollup
Feorder Tasks

=

BB i aas ATty

3. In the Create Request dialog box that appears, modify the desired properties.

NOTE: The number of the original request appears in the Originating Request field.

Reported an: ,
" Type: Flannhing Reguest w
*Application: IIA, w

* Request Priority: Medium w
CQriginating Request: WR-2009-01070 . Wl vl

VI IS

4. When you are finished modifying the request, click Save.

Result: The new request is created.

If a Planning Request can become a Work Request, | The request numbering convention is to stay consistent with the numbering in Maestro.
then why do all PRs / WRs begin with the “WR”
acronym?
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RS2 Frequently Asked Questions

Question

Answer

When a Planning Request requires clarification, how
do | find the question/issue that requires
clarification?

When a Planning Request requires clarification, the person requesting clarification should have sent you
an e-mail to explain the clarification they require. If no e-mail was sent, use the following procedure to
check the request history (which may explain the clarification that is required:

1. In the profile for the request that requires clarification, select Actions > (View) History.

¢ WR-2009-00962

Initiator:
Client Mame:

Business Function Mame:
Cperations Center:
Cross Charge Type:

Type:

Feguest Priarity;
Reparted an:
Status:
Azsighes:
Application:
Title:

PN T OPL SO L _\_.rh

Actions

Edit

| Create
B = Project
H & Task
Hig Copy
AL Knowledge ltem
U Update |
F Histary
h Attach File
1 Send E-mail
(| Vlew|
F Survey Ratings
| Hiistory|

~Regian o

Mag DUE U#._.

ey
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RS2 Frequently Asked Questions

Question

Answer

(Continued) When a Planning Request requires
clarification, how do | find the question/issue that
requires clarification?

2. Inthe Request History page, scroll to the section where the status changes to Clarification
Required.

[ 10/20/2009 10:48:42 Am|
Status Changed to: Clarification Required

| 10/20/2009 10:53:20 AM |

E-mail Sent by:

Comment:
We had a guestion. In the work request description it is mentioned that
there is to be a grouping by reference numbhber. Is this grouping to occur

on the comhination ofthe WS and MH accounts only or across all
accounts {all clients)?

Flease pravide this clarification so thatwe can accurately estimate the
workitime needed to complete the project.

Thank you!
I B B i it s i BT T S A b e st

Result: There should be a comment explaining the issue that requires clarification.

Note: If there is no comment explaining why the request requires clarification, then please ask
the user who needs clarification to send you an e-mail from RS2 explaining what requires

clarification:

Actions
Edit

| Create|
EE| Copy
K| Knowledge [tem
| Update |
History
Aftach File
Sendﬁf,r—mail
Lbipw_

o WAy Ratings | |
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RS2 Frequently Asked Questions

Question Answer

If a planning request impacts multiple applications, Yes, you can add applications to the Estimates tab without including any hours.
can | add the applications to the Estimates tab
without including any hours?

How do | ask for clarification on a request? Use the following procedure to ask for clarification on a request:

1. Inthe Edit Request dialog box, select Clarification Required from the Status drop-down list.

STy et T T e e e

Status: Sizing - WIP L

Tamt s,

AT

* A o =
g QLIRS Rl |Clarification Fgouired

I

¢ Assignment; Sized

J Sizing - WIP

g Aftachment

Note: You are allowed to select Clarification Required when the request has one of the
following current statuses:

e Reviewed

e Sizing - WIP

e BRB Prioritization - WIP
e SC PR Review — WIP

e Estimating — WIP

e ADDI SC Review
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RS2 Frequently Asked Questions

Question

Answer

2. Under the History tab, enter the issue on which you are looking for clarification in the Enter a
comment field.

. e — 'w.'—-np.-‘__n = R s e .‘_WV_,,/ M.- TR waey
Enter a comment:

| need clarification onwho from the legal department is involved with this request.|

[ ] Can be viewed by Client Portal users

Save ][ Apply ][j

3. Click Apply, and then Save.

Where can | find descriptions of the request
statuses?

You can find descriptions of request statuses in the RS2 Statuses by Functional Role Quick Reference
Guide.

Why don’t | see the Workflow Status tab in the
profile of a request | submitted?

You are not seeing the Workflow Status tab because the request still has a status of New. The
Workflow Status tab appears when you change the status to New — WIP or Submitted.

How do | find Requests in RS2 for items that were
originally submitted in Maestro?

From the beginning of 2009 forward, all requests originally submitted in Maestro are now accessible in
RS2. For guidelines on searching for requests in RS2, refer to Search Feature Questions on page 5. All
requests prior to 2009 are still available in Maestro.

When | am the initiator of a request, will |
automatically receive all notifications from RS2 when
that Work Request’s status changes?

No. You will only receive notifications for statuses that directly impact you.

When a request is closed, is a corresponding project
always created?

Not always. If the request is cancelled before it is closed, then no project is created.
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Project Questions

RS2 Frequently Asked Questions

Question

Answer

How do | set a project baseline?

For procedures on setting a project baseline, refer to section “Setting the Project Baseline” in the Project
Management in RS2 Training User Guide. After your project timelines are established, you can set the project
baseline. You only have to set the baseline once.

How do | roll up a project’s information?

For procedures on rolling up a project’s information, refer to section “Rolling Up Project Dates” in the Project
Management in RS2 Training User Guide. After your project timelines are established, you can roll up the project

information. You should perform the roll up every Tuesday after time is approved.
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Time Entry Questions

RS2 Frequently Asked Questions

Question

Answer

How do | increase the hours for a task on a
resources timesheet?

If not enough hours have been allocated, then you must request more hours from the resource manager. You
cannot exceed the approved limit without approval.

However, you can reallocate available hours among the available tasks.

Special Input Field Symbol Questions

Question

Answer

1=

What do the following input field symbols mean?

=

%

) & N o

These symbols are explained in “Appendix A: Special Input Field and Dialog Box Behaviors” in the Request
Management Training User Guide.
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