DFAS TEST PLAN FOR TURNING OFF PAPER





Purpose of Test:  





The purpose of validation testing is to ensure the electronic copy of the contracting document accurately reflects or mirrors the hard copy document coming out of the contract writing system.  Data tested is to be sent to the Operating Location performing the test by the contracting offices.





Scope:





The test is to determine whether data captured and displayed on EDA agrees with data entered into the Contract Writing system and subsequently displays a paper contract.  This test plan was developed jointly in coordination with the specific Services Acquisition community participating in the test.  This DFAS portion of the planned test is to be conducted with DFAS HQ oversight and with personnel within DFAS-IN, DFAS-CO and DFAS-DE and other DFAS Operating Locations (OPLOC).  The test criteria are based on two elements; (1) the accuracy of the document and, (2) the amount of time it take to post a document onto EDA.  The accuracy is based on critical elements in the contracting document.  This rests with the individual responsible for the Vendor Pay Business Practice at each DFAS activity. When paper is shut off, the paying offices must rely on the EDA version of the procurement instrument to make the proper payment. Timely and accurate contract information must be available to satisfy payment voucher certification and record transactions at the appropriate accounting classification level.  The test culminates with the analysis and reporting of results to the Test Coordinators.





Critical Test Items:





Appendix A lists the critical items for testing (exit criteria).
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Locations:





 The DFAS Centers select the Operating Locations, which will participate in the testing.  The center will appoint test coordinators, test support, and field support teams.  





Responsibilities:  





Test Coordinators:





Responsible for overall conduct of the test.


Receives from the contracting office on a daily basis, (via email or phone) how many documents were released to EDA by document #. 	


Provides number of contracts released to DBEX by contract number for each site to test support team.


Provides test direction and coordination.


Coordinates status and issues with test support team. 


Documents all the changes in test procedure as required.


Creates output media in support of test conclusions. 


8.   Prepare the final consolidated version of the Test Results


 














Test support


Prepare test instructions, incorporate all revisions & disseminate instructions. 


Conduct queries, repairs, as necessary in support of test operations.


Provide daily status reports to the Test Coordinators via email.


Document all changes made during the test.


Assist in the analysis of results 





Field Support Team


OPLOC


Execute the test in accordance with test instructions (Appendix B), materials, and schedule.


Accurately record all relevant test data.


Provide all test materials to the Test Evaluation Team at the conclusion of each test.


Identify areas for future improvement and provide documentation.


Provide Daily Status Reports to the Test Administrator. 


Receive data from broadcast listing, showing for each site the number of contracts by 


Assure test control and monitoring is accomplished (Appendix D).


Collect and log in daily problem reports from testers.


Prepare, maintain, and distribute test status reports.





Contracting Activities Test Functions


Contracting activities will generate and release contracting actions IAW contracting procedures.


Contracting activities will process released actions through the contracting EDA process.


DBEX/DAPS will process the pdf and index files


Contract activities will run standard scripts to count number of actions released and actions processed through EDA.  This information will be provided to the field support team for confirmation on the number of documents released and processed through EDA. 





Conducting the test








Accuracy and timeliness spreadsheets  “Appendix C”
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Appendix A





1. Accuracy


These are the critical data elements, which must match hard copy. Threshold is 95%, within 60 days 98%, with the objective being 100%.





DATA  ELEMENTS�
�
Vendor Name�
�
Vendor Address�
�
Contract Number�
�
Delivery Order/Mod (If applicable)�
�
Terms (to include discount terms)�
�
Date of Order�
�
Remit to address (if applicable)�
�
Issued by�
�
PAYMENT OFFICE DODAAC�
�
Paying Office Name and Address�
�
Mail Invoice to�
�
Line(s) of Accounting�
�
SEE SCHEDULE should include all lines of accounting on contract)�
�
Deliver to address�
�
Administered by�
�
Quantity�
�
Unit Price�
�
Unit of Issue�
�
Total Award Amount�
�
DUNS/CAGE codes�
�
CLIN�
�
TIN�
�
Item description of goods or services�
�
Name, title, address, and phone number of signatory (ACO/COR)�
�
Billing Office (if applicable)�
�
Small/or Disadvantaged Business (if applicable)�
�
fob (dest)�
�
Freight Accounting classification (if applicable)�
�
EFT information�
�
Tax category code�
�



2. Timeliness


Post contracts and MODA on EDA:


threshold – 50 % within 2 business days; objective 95%.


threshold – 95 % within 4 business days; objective 100%











Appendix B





SPS INSTRUCTIONS EXIT TEST CRITERIA











Purpose:  To compare the hardcopy contract received from Contract writing system to the electronic copy of the contract on EDA.  Critical data elements must match. The goal is to turn off the paper for each contracting site.





Appendix C is a spreadsheet to test Quality and Accuracy of critical data elements.  Use a separate spreadsheet for each site. An automated version is provided





Compare a representative sampling of the hardcopy contract received from Contract Writing System to the electronic copy of the contract on EDA.  Recommend => 5 - 10% of the population received from Contract Writing System for each site.  If you have received less than10 contracts compare all of them.





For contracts missing on EDA, remove from your test sample and provide a list to include Contract # and Issuing Office DODAAC and the Contract Office specific POC.





Testing will be conducted over a two-week period.  The DFAS HQ, DFAS Center, and Services involved will evaluate, analyze test results, and prepare the final consolidated report of test results.  Across the board this group will address problems or systemic problems.





  Test results should be forwarded via e-mail, to DFAS HQ, the Test Coordinator and the Services Acquisition POC.  





All critical data elements MUST match contract hard copy to turn off paper:  





Threshold 95%


           Within 60 days 98%


      Objective 100%





If problems with data quality are determined to be a specific contract office (this means data input not systemic or common to each site), it is the responsibility of the vendor pay office to communicate and work with the contract office to fix those problems.























TIMELINESS & CONTRACTS SENT AND RECEIVED





1.  Initially, timeliness and contracts issued and received will be evaluated in a separate process among DFAS-HQ, DISA, and Services.  Post contracts and MODS on EDA thresholds are as follows:





Threshold – 50% within 2 business days; objective 95%


Threshold – 95% within 4 business days; objective 100%





2.  Contingent on the above results, OPLOCs may be involved in tracking contract availability dates.  Further instructions will be provided.








�
�



