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25Appendix B – How to Use




       .Biz Design Change Request
                                                                                                           DCR#0001
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


  .Biz Design Change Request
                                                                                                            DCR#0002
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


  .Biz Design Change Request
                                                                                                                          DCR#0003
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


       .Biz Design Change Request
                                                      DCR#0004
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


       .Biz Design Change Request
                                                      DCR#0005
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


 .Biz Design Change Request
                                                            DCR#0006
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


Biz Design Change Request
                                                     DCR#0008
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


Biz Design Change Request
                                                     DCR#0009
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


Biz Design Change Request
                                                     DCR#0010
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


Biz Design Change Request
                                                     DCR#0011
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


Biz Design Change Request
                                                     DCR#0012
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


Biz Design Change Request
                                                     DCR#00XX
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


Biz Design Change Request
                                                     DCR#00XX
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


Biz Design Change Request
                                                     DCR#00XX
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


Biz Design Change Request
                                                     DCR#00XX
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


Biz Design Change Request
                                                     DCR#00XX
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


Biz Design Change Request
                                                     DCR#00XX
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


Appendix A – Sample DCR

Copy and paste this DCR to a new page.

       .Biz Design Change Request
                                                     DCR#00XX
	Change Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Importance:
 FORMCHECKBOX 
 Essential                FORMCHECKBOX 
 Important                FORMCHECKBOX 
 Desirable

	.Biz Page Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Change Details

	

	Change And Test Comments

	

	EasyAccess Information 
 To be filled out by EasyAccess Business Solutions

	

	Quoted Time:
	
	Invoice Date
	

	Actual Time
	
	Invoice #:
	

	
	
	Payment Date
	


Report Creation Template

.Biz Design Report Request  
                                                     DCR#00XX
	REPORT Description

	

	Change Status

	Status:            FORMCHECKBOX 
 Proposed    FORMCHECKBOX 
 Approved     FORMCHECKBOX 
 In Dev     FORMCHECKBOX 
 Delivered     FORMCHECKBOX 
 in QA      FORMCHECKBOX 
 Completed      FORMCHECKBOX 
 In Production                     

	Layout:
 FORMCHECKBOX 
 Portrait            FORMCHECKBOX 
 Landscape  

	Report Name (s)

	

	Change Information

	

	Proposed By:
	
	Delivery Date:
	
	Signed Off By:
	

	Proposed Date:
	
	Test Date:
	
	
	

	Approved By:
	
	Tested By:
	
	Version:
	

	Approved Date:
	
	Production Date:
	
	Status:
	

	Completion Date:
	
	Sign-off Date:
	
	Priority:
	

	Column headings

	

	Input Paramters

	

	Report Description

	

	EasyAccess Information 
To be filled out by EasyAccess Business Solutions

	Quoted Time:
	
	Invoice Date:
	

	Actual Time:
	
	Invoice #:
	

	Total Time:
	
	Payment Date:
	


Appendix B – How to Use

Fill in a Description of the Design Change that you would like to see in .Biz

Provide the exact page name ( as appears in the URL) 

If there is a new button or field, describe where you would like it to appear.

Provide detailed information on how this new change will act.

