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I. Introduction to the Web Site  tc “Introduction to the Web Site” \l 1 
· Describes the scope and goals of the AUA-700 Web site

· Outlines the key areas of the Web site

The Traffic Flow & Enterprise Management (TF&EM) Integrated Product Team (IPT) Web site was created to allow access to both the general public and all TF&EM IPT employees. Selected members of the IPT will have access to password-protected areas of the site that contain private information necessary to performing their jobs.  The goals of the site are to: promote the products of the IPT to the general public, improve internal communications and business processes for the organization, and provide helpful services and information to all employees that are accessible from anywhere on the Web. This site will grow with the organization to become an important part of its everyday business. 

This Web site is divided into the following primary sections: Overview, Products, Related Links, Search, Organization, News, and Tools. The Tools section will contain items to improve the IPT’s internal business processes, promote better communications among its staff, and allow the sharing of information. One of these tools is the Collaborative Communications System (CCS).  Some areas of this section will be password-protected with appropriate security measures taken to ensure that confidential information is always protected. 

Other areas of the site include Site Index, Help, Logo Repository, Contact Information, Accessibility Information, Coming Attractions and Feedback/Suggestions/New Requests Form.  These are all available through the standard navigation links at the bottom of every page. TF&EM headlines and highlights are also provided on the Home page to emphasize and promote items of importance for the organization.

The following list provides a brief overview of the sections available within the site and can serve to assist content providers in determining where their new content should reside within the site structure.
Overview: 

The Overview section contains an introduction to the TF&EM IPT for the public. The purpose of this section is to introduce the TF&EM Organization and the TFM and NIMS Products Teams.
Products:

This section has been structured to provide current information about each product provided and includes all the research, development and implementation activities. Each one is then further broken down with more detailed information, schedules, and links to the CCS and their related Organization section.

Related Links:

The Related Links section contains categorized lists of links to useful traffic flow information.  The links in this section are divided into the following categories: FAA, Airlines, Travel, Weather, Other Government, Industry, and Academia. Additional links are available through the "Others" category. Each link has a title and description to help the user determine which ones are most useful. 

Search:

The Search section allows the user to enter keywords or phrases and find specific information within the site. The search engine returns a list of pages from the TF&EM IPT Web site whose content satisfies the specified search criteria. 

Organization:

The Organization section contains links to pages introducing all of the IPT’s organizations, their organizational charts, and the photos and bios of all the IPT leadership. This section also includes the Employees’ Area that provides items on the more personal side of the organization such as activities, announcements, and holiday parties. A listing of related, organization-specific topics can be found under each link including product information. 

News:

The News section contains an archive of headlines and highlights that are now, or once were, featured on the Home page. Topics are related to the IPT, its business and technologies.

Tools:

There is a special area of the site called Tools that houses reference materials, documentation, travel information, employment opportunities and many other useful resources to help TF&EM IPT employees with their everyday business including the CCS.

Site Index:

The Site Index is a complete hierarchical listing of all the major topics found within the Web site.

Help:

The Help section contains information on downloading the latest browsers and plug-ins and helpful tips on how to search the TF&EM IPT Web site. It also provides links to the Site Index, Search, TF&EM Acronym listing, and Contact Information pages in an attempt to offer the user every possible avenue to get the assistance that is needed.

Logo Repository:

The Logo Repository collects all FAA- and AUA-related logos and makes them available for users to download for their own personal use. High and low resolution versions for print and the Web are made available.

Contact Information:

This section provides direct links to key resources and content providers by their related section of the Web site.

Accessibility Information:

This area provides users with information on the latest accessibility standards as well as other beneficial resources for ensuring compliance with Section 508 of the Rehabilitation Act.

Feedback/Suggestions/New Requests Form:

This form allows the user to submit information to the TF&EM IPT senior management and development team. Users can indicate their problems, suggestions, and changes on the form including requests to add additional content to the site. Additional information is provided on this page to further explain the form and the process to the viewer.

Coming Attractions:

This page gives a listing of all the latest additions that have been made, and will be made to the Web site. It also contains a link to the “What People are Saying” page that displays viewers’ quotes about the site.

II. Web Team  tc “Web Team” \l 1 
· Lists the members of the Web Team and describes their responsibilities

The team responsible for the TF&EM IPT Web site is made up of people with a variety of skills and backgrounds. 
TF&EM IPT Senior Management

Dan Gutwein - IPT Lead 
TF&EM IPT Web Focal Point

Bud Morgan - Business Support Services Lead
AUA TAC Management

Bo Tymciw - Task Area Lead

Requirements Analysts

Perley Eaton

William Doble

Melissa Waybright

Content Manager

	Melissa Waybright
	· Primary contact for all content gathering and responsible for all content on the site

· Interface between content providers and Development team for all content


Content Focal Points/Content Gatherers/Photographers

	Ken Riley

(AUA TAC-720)
Paul Eure

(AUA TAC-730)

Ken Mullen

(AUA TAC-740)
Cindy Kiesel

(AUA TAC-750)
	· There will be a content focal point for each team within the organization who will work with the Web site content manager and be responsible for delivering the team’s assigned content to the content manager.

	Rosie Tuck 
	· Content provider for portions of the Help section

· Responsible for the maintenance of all Organization charts

	Open
	· Web Site Security Issues

	Rosie Tuck

Melissa Waybright

Perley Eaton
	· Photography


Development Team (Design/Development/Testing)

William Doble

Melissa Waybright

Copy Editing

Gladys Lee 
Other team members as needed
Technical Liaison to FAA

	Karen Marie Smith 
	· Primary technical liaison between the project team and FAA technical staff.

	Chris Elliff 
	· Technical and programming support as needed

· Additional technical liaison between the project team and FAA technical staff.


CCS Implementation/Training


William Doble - Lead


Melissa Waybright – Training Aide


Perley Eaton – Training Aide


Rosie Tuck – Training Aide
AUA Communications


Perley Eaton - Lead



Melissa Waybright - Web Promotion

Rosie Tuck - Web Promotion

Accessibility Requirements

Melissa Waybright

William Doble

Rosie Tuck

III. Updating the Web Site (Requesting Enhancements and Adding New Content)  tc “Updating the Web Site (Requesting Enhancements and Adding New Content)” \l 1 
· Presents request priorities and the development cycle used to process the associated requests
· Describes external and internal requests and how to submit them
The Web site will only grow as a result of contributions from those that it will benefit the most.  These ideas will come from people viewing the site (i.e., external requests) and team members (i.e., internal requests).  Each request will be assigned a priority and stored in a database for tracking purposes when it is received by the team.  The priorities are as follows:

	Request Priority
	Associated Development Cycle

	"Requires Immediate Attention" 
	Urgent Development Request Cycle

	"Requires Attention within a Week"
	Short Turn-Around Development Request Cycle

	"Include in Monthly Update"
	Monthly Upgrade/Maintenance Cycle


Table 1 – Priority to Development Cycle Mapping

As Table 1 shows, the priority of a request is directly related to the development cycle used to implement the change.

External Requests

The site has a built-in mechanism for people to easily contribute suggestions and ideas and provide feedback to the Web team, the Feedback/Suggestions/New Requests Online Form shown in Figure 1.  This form is made available in the site through a link in the standard footer located at the bottom of every page.  The majority of requests to modify or add content to the site should come to the Web team via this form; although, requests can be submitted in other ways too. The Feedback/Suggestions/New Requests Form requires the user to enter his or her contact information and provides an area for a description of the problem, suggestion or requested change, or new content to be added to the site. The form also requires the user to indicate the section of the site affected by the request and the priority it should receive. Priorities available for selection on the form are given in Table 1. Although each individual has the ability to assign a priority to a request, the priority level is subject to change based on a TF&EM IPT management review. 
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Figure 1 - Feedback/Suggestions/New Requests Online Form

Internal Requests

The content manager is responsible for all of the Web site’s content.  This person will proactively work with management and each team’s content focal point on a regular basis to have new content written for the site and monitor the existing content to make sure that it is current and appropriate.  Each team’s content focal point will be responsible for producing the assigned content, getting it approved by his/her FAA customer, and delivering the content by the specified date.  The content focal points will regularly monitor the content in their sections to ensure that it is current and accurate and continually look to add new information.  TRW management will monitor the progress of each team’s content development at monthly staff meetings.  Prior to these staff meetings, the content focal points will have the content in their respective sections certified by their FAA customers.  A mirrored process for content development and monitoring will be established by the FAA customer’s organization.  Users can also submit ideas to the content manager via the Feedback/Suggestions/New Requests Online Form and e-mail.

Internal Requests Summary Chart

	Action
	Description
	Timeframe

	E-mail reminder is sent out to all Web leads to review their content
	Each Web lead should review his respective and associated areas to ensure that all content is accurate and current.
	Beginning of the month

	Sessions with each TAC Web lead are scheduled
	The Content Manager schedules monthly sessions with the Web leads.
	Beginning of the month

	Meetings are held with TAC Web leads to obtain content
	The Content Manager meets briefly with each lead to stay abreast of all potential new and upcoming content that may be appropriate for Web posting. This is also to collect any missing related links or photos that are available from the leads.
	As necessary 

	E-mail reminder is sent to TAC Web leads for monthly staff meeting
	An e-mail is sent out to all the Web leads reminding them that they will need to be prepared to discuss the monthly Web activity for their areas with management.
	End of the month

	Updates are collected from each TAC Web lead for their respective area at the staff meeting
	Each Web lead reports on the activities for their area of the Web.
	End of the month

	Promotional e-mail is sent out to all parties involved
	A promotional e-mail announcement is sent out to all parties involved in order to notify them of the new items that have been added to the Web site. The announcement will also be used to publicize upcoming features and encourage users to visit the site. 
	End of the month


Other Timely Content Collection Items

	Web Item
	Update Timeframe

	Home Page Headlines
	Bi-weekly (every other Tuesday)

	Home Page Highlights
	Bi-weekly (every other Tuesday)

	Home Page Photo
	Bi-weekly (every other Tuesday)

	Organization Section – Product Details
	As necessary

	Informational Product Fact Sheets
	As necessary


IV. Development Cycles tc “Development Cycles” \l 1 
· Explains the three types of development cycles for all new requests

The Development team will enter all external and internal requests into its change tracking software to ensure that they are recorded in a database and monitored throughout the development cycle.  For suggestions received through the Feedback/Suggestions/New Requests Online Form, the Web site automatically responds via e-mail to the submitter with an auto-generated tracking number for the request.  This tracking number is recorded with the request within the change tracking software.  The submitter can then use this number to reference the request.  

The Development team will give all requests a priority and implement them using one of the development cycles described below.  For all cycles, regardless of the turn-around time, the Development team will follow sound, well-established software development practices to ensure the quality of the final product.  The team will appropriately tailor the Web Process based on the scope of the requested changes and the development cycle used to implement them.  

Urgent Development Request Cycle (Emergencies that require immediate attention): tc “Urgent Development Request Cycle” \l 2 
The Development team will address an urgent request immediately on the same day it is received and usually within one or two hours.  However, the scope of the request and the response time by the staff maintaining the FAA’s Web servers will ultimately determine the amount of time required to complete the development work for the request and publish the content.  When the content for an urgent request is ready to be published, the Web team will notify the FAA staff immediately; but the FAA will make the changes at their discretion. The team’s technical liaison to FAA will actually notify the FAA of the urgent changes, monitor their progress, and notify the Development team when the changes are published.  A member of the Web team will then notify the submitter that the requested change was posted to the live Web server.

Short Turn-Around Development Request Cycle (Requires attention within a week): tc “Short Turn-Around Development Request Cycle” \l 2 
The Development team will address short turn-around requests within one or two days.  However, the scope of the request, review time needed on the staging server, and response time by the staff maintaining the FAA’s Web servers will ultimately determine the amount of time required to complete the development work for the request and publish the content.  The team will notify the submitter only when a review of the requested change is needed on the staging server.  When the content for a short turn-around request is ready to be published, the Web team will notify the FAA staff immediately; but the FAA will make the changes at their discretion.  The team’s technical liaison to FAA will actually notify the FAA of the important changes, monitor their progress, and notify the Development team when the changes are published.  

Monthly Upgrade/Maintenance Cycle: tc “Monthly Upgrade/Maintenance Cycle” \l 2 
The Development team will assign requests that are not urgent or do not require short turn-around development action for completion in one of the upcoming monthly upgrades to the Web site.  The team will make these assignments during a monthly meeting or conference call with the TF&EM IPT management to review outstanding requests from the team’s change tracking software.  These requests can be for content or application functionality.

In general, the monthly upgrade cycle will consist of three weeks of design and development and one week of testing by the team both internally and on the FAA staging server; however, the overall duration may be longer if the scope for a release is sufficiently large or complex.  The Development team will notify via e-mail both the internal AUA TAC and FAA personnel who requested changes that are included in a scheduled release and ask them to review on the FAA staging server and approve their changes by a specified date.  Upon approval, the Web team will notify the FAA staff of the changes that will need to be moved to the live FAA Web server. The team’s technical liaison to FAA will actually notify the FAA of the changes, monitor their progress, and notify the Development team when the changes are actually published.  A member of the Web team will then send a promotional e-mail announcement to all interested parties notifying them of the upgrade to the Web site and explaining all the features that have been added.  This announcement will also publicize upcoming new features. The site’s "Coming Attractions" area will promote future enhancements and features and is meant to keep the audience interested in the site. 

Development Process Summary Chart

	Action
	Description

	Content is developed
	Content is developed using the established Web development process.

	Content is posted on test server 
	Content is posted on the test server and tested and reviewed by the Web team.

	Content is reviewed internally by the content provider(s)
	New content is reviewed internally by the content provider and by any other parties involved as necessary. 

Any comments, changes or additions are incorporated.

	Content is reviewed by the designated IPT’s Web Focal Point
	New content is reviewed by the designated FAA Web lead and by any other parties involved as necessary. 

Any comments, changes or additions are incorporated.

	Content is posted live
	Request is submitted to the Web team’s Technical Liaison to FAA to move the new content from the test Web server to the live Web server.


**All new content, photos, and headlines must be reviewed and receive the required approvals by all necessary parties, including the corresponding FAA lead, before submission to the Web team for development.  This content must also contain the submitter's name, date of submission, and the names of the people that have reviewed and approved it for tracking purposes.

V. Web Process tc “Web Process” \l 1 
· Describes the process used by the Web Development Team to produce all Web-based materials

The team will address all requests with the same discipline by utilizing its established, internal Web process. This is a standardized process for creating, developing, and producing accurate and professional Web-based materials and incorporating them into the site. A top-level overview of the process can be seen in Figure 2.  The Web process has the following goals: 
· Satisfy the stated needs of the client; 

· Produce professional, high quality materials on–time in an efficient manner;

· Institute a system of checks for quality assurance throughout the software development lifecycle; and

· Provide documentation of the process to all Web team members.

Each of the phases shown in Figure 2 is discussed in more detail in the subsequent paragraphs.

Requirements Analysis: tc “Requirements Analysis” \l 2  

At the start of a development cycle, the Development team will meet with the requirements analysts and the customer to review the Web site’s requirements (e.g., change requests and requests to add new content) and to set the scope of work for the next site upgrade.  (A report from the team’s change tracking software will list the requirements.)  As a result of this review, the requirements analysts will notify the submitters of reviewed requests about the disposition of their requirements.  The development team will also update the “Coming Attractions” section of the Web site to reflect the features to be included in the site’s upcoming release and future releases.  During the rest of the cycle, the Development team will work with the requirements analysts and content manager to make sure that the TF&EM IPT’s requirements are correctly understood and being implemented properly in the Web site.

The result of a requirements review is a list of functionality that needs to be implemented and new content that needs to be added to the site.  For new functionality, a traditional approach is taken to requirements analysis (i.e., interviewing the customer to fully understand the capabilities needed).  For new content, the content manager will make writing assignments for content focal points to deliver the required materials.  The content manager or focal point will then review the documents produced and prepare them for delivery to the Development team. This new content may require additional imagery or design work that will be addressed in the Design phase.  At this time, some design and development activities may occur concurrently.

Design: tc “Design” \l 2 
The amount of design work will depend on the requirements for a particular release of the Web site.  If there are technical issues related to the design that the team feels need to be discussed with the FAA, the team’s technical liaison to FAA will schedule and facilitate meetings to discuss the issues and help to gain approval for the design’s technical aspects prior to the design review.  If there are modifications or additions to the design that require approval, the Development team will schedule a design review at the end of this phase and notify of the meeting via e-mail those TF&EM IPT personnel that will need to review and approve the design.  (The Web team will also have a mandatory, quarterly design review for the Web site with the TF&EM IPT senior management.)  After the design review, the Development team will incorporate any comments from the customer into the design.  Once the design is finalized and approved, the Development phase will begin.

Development:tc “Development” \l 2 
The Development team has its own development and test environments configured to resemble the FAA’s Web environment as closely as possible (e.g., Windows NT Server, IIS, and Cold Fusion 4.5).  The team uses Microsoft Visual SourceSafe for its version control system and DevTrack for its change tracking software. 

After the design is finalized and approved, the Development team will update the project schedule at the start of the Development phase to reflect the detailed functionality that is to be implemented for the next upgrade to the Web site.  The team will then baseline the schedule so that progress can be tracked for the rest of the development cycle and assign each member of the team his or her tasks to complete.  The Development team will regularly monitor progress on these tasks and update the schedule to assess how the team is progressing toward its deliverable, the upgraded Web site.  Within the team’s change tracking software, a member of the Development team will forward the individual requests that represent the scope of work for the current release of the site to the developers responsible for completing the associated task on the schedule.  When tasks are completed, the Development team member will mark the associated request within the change tracking software as “ready for testing.” 

Depending of the technical aspects of the design, the team may need to have special preparations made to FAA’s staging and live Web servers for the upcoming release. The technical liaison to the FAA will facilitate meetings with the FAA’s technical staff so that they will understand and make the necessary changes for testing the new version of the site on FAA’s staging server.  Once the development is finished, the Development team will begin its own testing of the Web site.

Testing: tc “Testing” \l 2 
The Testing phase will begin with the latest version of the Web site being installed in the team’s local test environment from its version control system.  The testers will generate a report from the change tracking software of all the requests that are marked as “ready for testing”.  This report will serve as a basis for the testing to be performed on the site.  The team will test the new pages and any new functionality added in multiple browsers for correctness and with Bobby (a Web site for accessibility testing) and JAWS (screen reading software) for accessibility compliance.  In addition, the testers will also perform regression testing to make sure that no problems were introduced in other areas of the site as a result of the changes made.  

When local testing is completed, the Development team will upload the site to FAA’s staging server.  The Development team will then verify that the site is correctly installed on the staging server before sending an e-mail to the AUA TAC and FAA IPT personnel who requested the changes implemented in the current release.  The e-mail will ask the requestors to review and approve the implementation of their respective requests by a specified date.  If functionality being added to the site is large in scope or complex, then the team will have a meeting with the interested IPT personnel instead of sending an e-mail.  The team will demonstrate the new changes to the site in detail to prepare the users to perform acceptance testing of the functionality.  The IPT users will then test the changes and provide feedback to the team.  At this time, if necessary, the Web team’s copy editor will also review the text of any site changes.  The Development team will present any content changes identified by the copy editor to the IPT management for approval.  The Development team will then incorporate any approved comments from the requestors and copy editor into the site. 

Once all of the changes have been approved, incorporated, and tested again, the Web team will notify FAA that the new version of the site can be moved from its staging server to its live Web server. The team’s technical liaison to FAA will actually notify the FAA of the changes, monitor their progress, and notify the development team when the changes are actually published to the live Web server.  

Web Promotion tc “Web Promotion” \1 2 
A monthly e-mail announcement to all interested parties will be sent out to notify them of the upgrades and changes that have been added to the Web site. The announcement will also publicize upcoming features and encourage users to visit the site as well. 

The site’s "Coming Attractions" and “Highlights” areas, linked from the Home page, will promote all new and future enhancements and is meant to keep the audience interested in coming back to visit the site. 

The site will also be registered with the top search engines. All pages developed by the Web team contain the necessary data for successful search submission. After submission to the search engines, the Web site will be monitored to ensure a reasonably high placement within the search engines as well as increased traffic and usage.

VI. Web Process Summary tc “Web Process Summary” \l 1 
The flowchart in figure 2 graphically summarizes the Web team’s development process.
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Figure 2 – Web Process Summary Flowchart
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