

SAP System Change Management Process (TEC-P004)

Saint Louis Public Schools



1.0 SCOPE:  

1.1. This procedure is used to manage the request for programmatic changes / report development within the SLPS SAP System.

2.0 RESPONSIBILITY:  

2.1.  SLPS Business Analyst
2.2. Help Desk Specialist
2.3. SLPS SAP Change Committee (SAP HR Business Analyst; SAP Accounting  Business Analyst; SAP Purchasing Business Analyst; SAP Funds Management Business Analyst; SAP ABAP Programmer)
2.4. SLPS SAP Executive Committee (Fiscal Control Director;  Budget Executive Director; Human Resources Director; Executive Director for Applications Development)
2.5. SLPS ABAP Programmer

2.6. SLPS Basis Administrator
2.7. Executive Director for Applications Development
3.0 APPROVAL AUTHORITY:

3.1. Chief Information Officer
4.0 DEFINITIONS:

4.1. SLPS –St. Louis Public Schools

5.0 PROCEDURE:

5.1. SLPS SAP Business Analyst will contact the SLPS Help Desk and request a TEC-F005 Form
5.2. The SLPS Help Desk will email the TEC-F005 to the SLPS SAP Business Analyst

5.3.  The SLPS Business Analyst will complete sections #1, #2, & #3 of the TEC-F005, and email the form back to the SLPS Help Desk

5.4. The SLPS SAP Help Desk will log in the Form and email the request to the SLPS SAP Change Committee Chair

5.5. The SLPS Change Committee Chair will review the request and email it to the applicable Change Committee Member (Business Analyst) for review.

5.6. The applicable SLPS Business Analyst will coordinate the testing activities among the other Change Committee members

5.7. Upon completion of the testing activities the Change Committee Chair will forward the Change Committee final recommendations to the SAP Executive Committee Chair

5.8. The SAP Executive Change Committee will make their final decision regarding the suggested implementation of the proposed change to the SAP system
5.9. If the change is approved, the changes will be moved into the SAP Production System

5.10. The Help Desk will notify the Requestor of the implementation of the change to the SAP system

5.11. If the change is declined, The Help Desk will notify the Requestor of the rejection of  the  proposed change to the SAP system

6.0 ASSOCIATED DOCUMENTS:

6.1.  Request for Change to SAP System Form (TEC-F005)
6.2. SLPS SAP Change Management Process Flow (TEC – AD001)
7.0 RECORD RETENTION TABLE:

	Identification
	Storage
	Retention
	Disposition
	Protection

	
	
	
	
	


8.0 REVISION HISTORY:

	Date:
	Rev.
	Description of Revision:

	05/07/09
	A
	Initial Draft

	
	
	

	
	
	


***End of procedure***   

The online version of this procedure is official.  Therefore, all printed versions of this document are unofficial copies.





______________________________________     _____________________
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