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PREFACE

This document was developed to describe the Peer Review Defect Log Merging Procedure for the Space and Naval Warfare Systems Center San Diego.

The Systems Engineering Process Office (SEPO) assumes responsibility for this document and updates it, as required, to meet the needs of users. SEPO welcomes and solicits feedback from users of this document so that future revisions of this document will reflect improvements based on organizational experience and lessons learned.  Please use the Document Change Request form provided on the last page to report deficiencies and/or corrections. 
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Section 1.  INTRODUCTION

1.1
Purpose

This procedure defines the methodology to be used within Space and Naval Warfare (SPAWAR) Systems Center (SSC) San Diego for merging multiple Microsoft (MS) Word versions of the Peer Review (PR) Defect Log (Form 2 in Table C-3 of reference (a)).  Merging multiple logs into one sorted list assists a Formal Inspection (FI) or other review team in reviewing all reported discrepancies in an orderly and efficient manner.  

1.2 Background

All inspectors participating in a FI complete PR Defect Logs (Form 2s).  In the Inspection meeting, PR Defect Logs are reviewed and consensus reached on discrepancies.  Having multiple PR Defect Logs merged together and sorted will assist this inspection process.  This procedure may also be used for Walkthroughs or Technical Reviews if defects are recorded on the PR Defect Log.

1.3
Scope

This procedure applies to PR Defect Logs filled out in MS Word.  

1.4
Tailoring Guidelines

Personnel performing FIs or other peer reviews may find it necessary or beneficial to expand on the steps defined in this document.  Such embellishment is acceptable.  The procedural steps included here are the core set needed for merging PR Defect Logs.

1.5
Document Overview

This document consists of the following sections:

a. Section 1 is an introduction to the PR Defect Log Merging Procedure.

b. Section 2 contains the roles and responsibilities, entrance criteria, inputs, tasks, outputs, exit criteria, and procedure measures for the PR Defect Log Merging Procedure.

1.6
Reference Materials

The following materials were referenced during the development of this document:

a. Peer Review Process, v3.0, 20 November 2002, available at http://sepo.spawar.navy.mil/.

b. Handbook for Process Management, Version 1.0, 24 September 1998, available at http://sepo.spawar.navy.mil/.

1.7
Abbreviations and Acronyms

FI
Formal Inspection

MS
Microsoft

PR
Peer Review

SEPO
Systems Engineering Process Office

SPAWAR
Space and Naval Warfare

SSC
SPAWAR Systems Center

section 2.  PROCEDURE DESCRIPTION

2.1
Roles and Responsibilities

2.1.1
FI Inspector

Each FI Inspector is responsible for filling out the PR Defect Log during the Preparation Phase of an FI, and submitting a soft copy of the MS Word format to the FI Recorder.  In a Walkthrough or Technical Review, this is the role of the review team member.

2.1.2
FI Recorder

The FI Recorder is responsible for collecting PR Defect Logs from all inspectors at the end of the Preparation Phase.  The Recorder then merges the logs together in accordance with this procedure.

During the Inspection Meeting (and Third Hour, if held), when group consensus is reached, the FI Recorder records or verifies pertinent information on each defect or issue using clear and concise wording.  At the conclusion of the Inspection, the FI Recorder updates the PR Defect Log and submits it to the FI Moderator.

2.1.3
FI Moderator

The FI Moderator oversees the collection, merging, updating, and distribution of the PR Defect Logs.  In a Walkthrough, this is the role of the author and in a Technical Review, it is the role of the Review Leader.

2.2
Entrance Criteria

The PR Defect Log Merging Procedure is begun when all FI Inspectors have completed PR Defect Logs in a softcopy MS Word format.  (Hint: adding line numbers to the work product that the FI Inspectors can utilize when indicating the location of defects greatly facilitates sorting the defects in the consolidated log.)

2.3
Inputs

The inputs for the PR Defect Log Merging Procedure are the softcopy MS Word PR Defect Logs from all Inspectors.

2.4
Tasks

2.4.1
Collect all PR Defect Logs (Step 1)

The FI Recorder collects all PR Defect Logs from all inspectors in softcopy MS Word format. 

2.4.2
Select one PR Defect Log as Consolidated “Base” (Step 2)

The FI Recorder selects one log as the new consolidated “base” version and using the MS Word “File/Save As” option creates a new file using a new file name.  Ensure all data fields at the top of the log are correctly filled out. (Hint: use the Log with the most entries or best format.)  Figure 2-1 illustrates a sample Log.

Peer Review Defect Log (Form 2)

Sheet  __1___  of  ___1__

	Project
	Reviewer Name
	Code
	Phone
	Product Type
	Preparation

	NISBS Project
	Pat Door
	299
	33333
	Plan
	Date
	Hours

	Subsystem
	Role in Review Process:
	Focus Area #1
	Date Received
	8/17
	2.5

	STANAG 5030 Formatter
	__ Moderator/Rvw Leader
	Clarity
	8/15/1999
	
	

	Unit(s)

Software Development Plan
	__ Presenter
_X_ Reviewer

__ Recorder  

	Focus Area #2
	Date Completed

8/17/99
	Total Hours

2.5

	Return this form to                
	Defects Summary

	the review leader at
Review Type:  WT__ TR__ FI_X_
Yes
No
	
	Preparation
	Review Mtg

	least 8 hours before
I am prepared for my role in the review.
_X_
___
	Major
	1
	

	the scheduled
I think this work product is ready for review.
_X_
___
	Minor
	3
	

	review  meeting
2nd review after rework is necessary (to be
___
___
	Open
	0
	

	
decided at the end of the review meeting.)
	Total
	4
	

	Defects

	#
	Init
	Location(s)
	Description
	Defect

Type*
	Major
	Minor
	Open
	Not

	
	PD
	Global
	The "team leader' should be "technical lead"
	
	
	
	X
	
	
	
	

	
	PD
	Title page
	No signature line for author and approval authority
	
	
	
	X
	
	
	
	

	
	PD
	115
	No reference to SEPO's "Software Project Planning Process" in the Referenced documents.
	
	
	
	X
	
	
	
	

	
	PD
	587
	No corrective action system identified
	
	X
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Figure 2-1.  Sample Inspector’s Peer Review Defect Log 

2.4.3
Add Other PR Defect Logs Information into Consolidated Log (Step 3)

Addressing the other logs one at a time, the FI Recorder performs the following actions:

a. Ensure that the “#” (discrepancy number) column is blank.

b. Ensure that the “Init” (Inspector’s Initials) column is correctly filled in.

c. Ensure that the “Location” column is properly filled in with line number, section number, “Global,” or other established designation. 

d. Select each defect row in the PR Defect Log (NOT the heading rows) by highlighting the rows from the left side (cursor arrow points right.)  

e. Select Edit/Copy (Keystroke <Ctrl+c>).

f. Transfer to the consolidated base file and place the cursor just below the bottom row in the table.

g. Select Edit/Paste (Keystroke <Ctrl+v>).

2.4.4
Sort Discrepancies (Step 4)

When all PR Defect Logs have been merged into the new consolidated base file, the FI Recorder performs the following actions: 

a. File/Save the consolidated base file.

b. Select all rows with discrepancies in them (NOT including the heading rows) by highlighting the rows from the left side (cursor arrow points right.)

c. Select Table/Sort.

d. In the SORT Window, select Sort by Column 3, Type Number, and Ascending.  Select OK. (This Number sort will sort text words such as “Global” to the top.) 

e. File/Save the consolidated base file again.

2.4.5
Produce Consolidated PR Defect Log (Step 5)

To clean up the new consolidated PR Defect Log for printing or distribution, the FI Recorder performs the following actions:

a. Ensure all entries have a correct entry in the “Location” column.  Adjust rows into the correct order, if necessary.

b. Enter consecutive numbers in the “#” (discrepancy number) column.  This can be done manually, or by highlighting all cells in the “#” column (except the “#” cell) and selecting the Numbering button on the formatting Toolbar (or using the Format/Bullets and Numbering menu.)

c. To align columns whose borders are not the same, highlight all discrepancy columns and adjust the “Move Table Column” symbols in the Horizontal Ruler at the top (Select View/Ruler if the ruler is not displayed.)

d. Ensure all entries in the table title rows are correct, total defects are counted, and the sheet number is entered.

e. If the consolidated PR Defect Log covers more than one page, create continuation pages with these steps:

1. Select a row that will start a new page.

2. Select Insert/Break.  Select Page Break.  Select OK.

3. From a PR Defect Log Continuation file in reference (a), select all rows from the heading “Peer Review Defect Log (Form 2) (Continuation Sheet)” to the row with column headings.  Select Edit/Copy (Keystroke <Ctrl+c>).

4. Return to the consolidated PR Defect Log file; place cursor just above first table row on the page.

5. Select Edit/Paste (Keystroke <Ctrl+v>).  This should enter the Form 2 continuation title and table titles at the top of the page.

6. The blinking cursor should be between the title rows and the discrepancy entry rows.  Press “Delete” key to join these rows together.

7. Ensure all entries in the table title rows are correct and the sheet number is entered.

8. Repeat these steps until all overflow rows are properly placed on Continuation Sheet forms.

f. Print and distribute or email the consolidated PR Defect Log file to designated members of the team.

2.5
Outputs

A consolidated PR Defect Log with all inspectors’ discrepancies sorted in a desired order.  A sample log is shown in Figure 2-2.

Peer Review Defect Log (Form 2)

Sheet  __1___  of  ___5__

	Project
	Reviewer Name
	Code
	Phone
	Product Type
	Preparation

	NISBS Project
	FI team - consolidated
	299
	
	Plan
	Date
	Hours

	Subsystem
	Role in Review Process:
	Focus Area #1
	Date Received
	
	

	STANAG 5030 Formatter
	__ Moderator/Rvw Leader
	
	8/15/1999
	
	

	Unit(s)

Software Development Plan
	__ Presenter
__ Reviewer

__ Recorder  

	Focus Area #2
	Date Completed

8/19/99
	Total Hours

10

	Return this form to                
	Defects Summary

	the review leader at
Review Type:  WT__ TR__ FI_X_
Yes
No
	
	Preparation
	Review Mtg

	least 8 hours before
I am prepared for my role in the review.
___
___
	Major
	9
	

	the scheduled
I think this work product is ready for review.
___
___
	Minor
	25
	

	review  meeting
2nd review after rework is necessary (to be
___
_X_
	Open
	0
	

	
decided at the end of the review meeting.)
	Total
	34
	

	Defects

	#
	Init
	Location(s)
	Description
	Defect

Type*
	Major
	Minor
	Open
	Not

	
	PD
	Global
	The "team leader' should be "technical lead"
	
	
	
	X
	
	
	
	

	
	PD
	Title page
	No signature line for author and approval authority
	
	
	
	X
	
	
	
	

	
	AB
	109
	Overview of Required Work does not include life cycle phases, acquisition strategy, security constraints
	
	X
	
	
	
	
	
	

	
	PD
	115
	No reference to SEPO's "Software Project Planning Process" in the Referenced documents.
	
	
	
	X
	
	
	
	

	
	PD
	587
	No corrective action system identified
	
	X
	
	
	
	
	
	

	
	AB
	587
	This section doesn't describe how trouble reports are handled
	
	X
	
	
	
	
	
	

	
	GK
	778
	Unclear description of organization link to SPAWAR
	
	X
	
	
	
	
	
	

	
	
	Etc.
	
	
	
	
	
	
	
	
	


Figure 2-2.  Sample Consolidated PR Defect Log Ready for Inspection Meeting

2.6
Exit Criteria

The PR Defect Log Merging Procedure may be exited when all steps have been completed, metrics collected and suggestions for improvement have been delivered as described in reference (a).

2.7
Procedure Measures

Time required to conduct this procedure is recorded on the Peer Review Announcement and Report (Form 1) in accordance with reference (a).
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