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About this Package

In order to provide or distribute the information technology services’ (ITS) project request question-
naire and its corresponding read me file as seamlessly as possible to its user-base, both files have been

integrated as a single PDF unit via Adobe’s PDF Package solution.

The following sections outline how to access each file -- The PRQ and Read Me file - from both Acrobat
Reader/Professional 7.05.x and and 8.x versions, respectively.

Acessing the Project Request Questionnaire (PRQ)

In Acrobat Reader/Professional 7.05.x:

(Double-) Click on the file located within the attachment’s tab labeled: Project Request Questionnaire.
pdf.

In Acrobat Reader/Professional 8.x:

(Double-) Click the file located within the far, left-navigation pane of this verbiage labeled: Project Re-
quest Questionnaire.pdf.

Acessing the Accompanying (PRQ) Read Me File

In Acrobat Reader/Professional 7.05.x:

(Double-) Click on the file located within the attachment’s tab labeled: Read Me.pdf.

In Acrobat Reader/Professional 8.x:

(Double-) Click the file located within the far, left-navigation pane of this verbiage labeled: Read Me.pdf.

Faculty/Staff: to download Acrobat Reader 8, check ‘Applications Explorer’
folder for an Acrobat Reader 8 install file. If you do not see an install file listed,
please contact the help desk, helpdesk.tmcc.edu, for assistance.

Off-campus users: Visit Adobe’s Web site, www.adobe.com, for downloading
the latest version of Acrobat Reader.



http://helpdesk.tmcc.edu
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Accessing the Project Request
Questionnaire:

In Adobe Reader/Pro. 7.x,
click the ‘attachments tab’
and double-click (or save) the
self-titled file.

In Adobe Reader/Pro. 8.x,
double-click self-titled file
in the already-opened, left-
pane.

Project Request Question-
naire Form Minimum Sytem
Requirements:

e Adobe Acrobat Reader or
Professional 7.05+

e E-mail Client

¢ Live Internet Connection
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Understanding and Using the PRQ

The ITS project request questionnaire (PRQ) is to be used by any TMCC faculty or staff member to start
the initial development process for a proposed project or technology solution for an area of the college.

Questionnaire Lifecycle Process

The PRQ, as noted above, is to formalize a request to develop a college need. It’s important to also
realize that once the questionnaire form is sent to and received by the ITS director, the form itself is no
longer used; the information is used to create a project brief which will, then, be used during an in-per-
son meeting between the project requester and the ITS director and his dedicated team members.

See figure below to get a visual understanding of the PRQ life cycle process and initial application development phase.
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Minimum Required Information to Submit for Review

While, ideally, all sections of the PRQ should be thoroughly completed before sending for initial review,
the ITS director has set a minimum set of required information needed to actually begin the review pro-

cess. For brevity purposes, the following is a list of the optional fields or sections of the PRQ:

Project - Proposal, Benefits, Promotion Plan, TMCC Policy (changes/creation) Issues and Strategic
Goals.

* The aforementioned fields or sections, although, initially optional, will require attention and resolution at
some point during the initial development process (see figure above) before any further phases can be reached.

Frequently Asked Questions

Does a project requester’s direct supervisor need to know about a proposed
project?

At some point along the initial development process, yes; however, it’s not initially required so long as a
clear and sound rationale explaining why a supervisor is not aware of a requested project at the time of

submission is provided in the allocated space in the PRQ.

What should a project requester expect from ITS once a PRQ is submitted for
review?

Expect one of two things from the ITS director: 1) an invitation to meet in-person and the applications
and Web services team to be debriefed on the application development process and to further discuss

the proposed project in detail, or; 2) an e-mail/telephone response informing the project requestor to

further modify the request before it can be reviewed.

Will print versions of the PRQ be accepted for initial review?

No. Please use the “Submit for Review” button in the PRQ to provide an electronic version for review.
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