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How to complete a UCT development request (SAP06)

1.  Submission Details

	A. Development Request Description
	This is a short description of the request

	B. Request Number
	This is a number defined by the department. For example, for Finance, this is FND + CMR number

	C. Date
	Date the request was drawn up

	D. Proposed By
	The name of the person initiating the request

	E. Section & Department
	The section and department the person referred to above works in.

	F. Priority
	The priority for the department

	G. Implementation Deadline
	The date by which the request needs to be developed.

	H. Testers
	The staff member who will test and sign off that the development works

	I. User Procedure Documenter
	The staff member who will document the user procedures (if required)

	J. Trainer
	The staff member who will train the new development

	K. User support
	The staff member(s) or Help Desks that will support the development

	L. Departmental Evaluation
	Internal evaluation within the Department on the request.  For all Finance requests both systems sections need to evaluate the request.

	M. HOD Approval: 
	The Head of Department’s signature signifies his or her approval of the development request.


2.  Complexity rating
	Complexity Rating
	ICTS attempts to define the level of complexity involved in implementing the development request. This rating is based on the factors to be considered as noted in this section. 

	Date logged on CMR
	Date this development request was logged on the CMR. The timelines will be based on the urgency and priority of the development. 


3. Development Request
	A. Full description
	This is the full description of the development request by the person initiating the request

	B. Conditions/Remarks
	Any additional comments to be made with respect to this development request which may be of value. 

	C. Authorisations 
	List names and/or roles (e.g. all purchasers) who are to receive access

	D. Position on menu
	The name the development should have and where it should be placed on the UCT Menu (not always relevant).


4. Business Motivation
	A. Reasons/motivation

	The major business reasons that led to the development request are detailed here. Where appropriate a cost/benefit analysis is included in support of the development request.  
(Note: additional pages can be added to the request form if necessary)

	B. Impact on other related processes 
	Provide brief description

	C. Business Process Owner
	Name of the person responsible for the business process that the request is for, as well as any other related business owners affected by this development. 


5. Systems Division Evaluation

	A. Module
	The SAP area that the request falls into

	B. Custom objects to be created:
	To be completed by SAP support

	C. Upgrade implication
	To be completed by SAP Support

	D. Comments:

	The Systems Division evaluation is primarily undertaken to determine the size, scope and complexity of the development and resources / time required for the development. 

If a development requires that SAP standard code is changed or has an upgrade implication, this needs to be noted in this section. 

	E. Test-pack updated
	Completed by super-user when done.

	F. Z_PROGRAM updated
	Completed by SAP support for UCT programs when done.

	G. Upgrade document updated
	Completed by SAP support when done.
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