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	Operational Procedure Manual (OPM)

	Purpose:  This Operational Procedure Manual (OPM) acts as the main support document for Application Services and Operations front line staff.  The OPM will include anything that is repeatable.

Important Note: Once project documentation has been handed over and signed off by both parties, any further revisions will be the responsibility of Operations and / or Application Services.  These revisions will be included in Annex Documentation to ensure the original documentation remains unchanged and as delivered.
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	Project Description
	<< Provide a short description of the project. >>



	Important Notes for Completing this Document
Under most headings in this template are instructions for completing each section; they are marked in this way: << instructions for completing the section >>.  Please read through the instructions for details on minimum requirements.
Important note: No sections are to be deleted from this document.
Text contained within << >> provides information on how to complete that section and can be deleted once the section has been completed.
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	System Overview

	Network Architecture 

	Description
	<< Provide a detailed description of the technical architecture (infrastructure) including how each piece fits in to the overall solution. >>



	Network Architecture Diagram

<< insert diagram >>

<< An annotated Network Architecture Diagram is required to show the relationship between servers.  At a minimum, the network diagram shall include: comprehensive labels to describe components, the direction and type of communication with other systems, type of Operating System, IP addresses and the ports used.
Note:  Ensure the diagram is labelled appropriately. >>

	Important Notes
	<< Each project usually contains unique characteristics which are important to convey to the various Operational groups.  Identify any project related anomalies learned during development and testing.  For example information can be included on the following: Public Safety Issues, Show Stoppers, Compatibility Matrices / Dependencies, Information Classification Warnings (Data Sensitivity). >>



	Hours of Availability
	<< What are the hours of system availability? When the system can be brought down for maintenance? >>


	Critical Time Frames
	<< List any known critical periods for this system.  Critical Periods are often a factor in scheduling downtime, change management windows or assessing criticality of an outage. >>
Important Note: Refer to the Batch Job section for detail information on when jobs are supposed to be run, how to run them, and what to do if the run is unsuccessful.

	Interfaces / Related Systems

	Description
	<< Provide a detailed description of the data flow including all interdependencies with other applications and/or systems. >>



	Data Flow Diagram

<< insert diagram >>

<< A data-flow diagram is required to show where interdependencies exist amongst applications/systems (i.e. where is the data sent and received?).  If the present system is unavailable, what is the impact on other systems consuming services from this system? 
Note:  Ensure diagram is labelled appropriately. >>

	File Transfer / File Handling

	Description
	<< Briefly explain how files (jobs, reports) are transferred once they have been created. >>



	File names
	Direction (Incoming or Outgoing)
	Destination
	Encryption Method
	Schedule

	<< File name 1 >>
	<< direction1 >>
	<< destination1 >>
	<< encryption method1 >>
	<< schedule1 >>

	
	
	
	
	

	Application

	Application Architecture

	Description
	<< Provide a brief description of the application architecture and all of it’s components >>


	Application Architecture Diagram

<< Insert Diagram >>

<< Provide a logical architecture diagram of the application and its components.  Information should include, but is not limited to; web services, business logic, connection services (such as middleware), authentication methods, reporting services, database components, et cetera.  The relationship between these components should be illustrated and also the relationship to the client users.
Note:  Ensure the diagram is labelled appropriately. >>


	Development Tools

	Development Tool
	Purpose

	<< List the standard development tools used to develop and maintain the application. >>
	<< Briefly describe their purpose. >>

	
	

	
	

	Application URL’s

	Environment
	Description
	Address (URL)

	Development
	<< Application environment 1 >>
	<< Address URL 1 >>

	Test
	
	

	Production
	
	

	Other: <<specify >>
	
	

	Security / User Profiles

	User Type
	Description
	Estimated Number of Users

	<< Identify User Type 1 >>
	<< Provide a brief description of the user type >>
	<< Identify estimated number of users 1 >>

	
	
	

	
	
	

	Source Code / Executable File

	Description of Source Code
	Location
	Comments

	<< Source code desc 1 >>
	<< Provide the location of source code / executable files >>
	<< Provide any other notable information >>

	
	
	

	
	
	

	Database

	Entity Relationship

	Description
	<< Briefly describe the entity relationship between the database tables. >> 


	Database Entity Relationship Diagram

<< insert diagram >>

<< Provide an entity relationship diagram detailing the simple relationship between database tables at a high level. An in-depth listing of table fields/columns is not necessary as table fields can be subject to frequent changes and may not reflect the current listing of tables/fields in the database.
Note:  Ensure the diagram is labelled appropriately. >>

	Database Links

	Description
	<< Briefly describe the all links / interfaces to other systems (e.g. FMS) >>


	Database Link
	Description

	<< Provide Link1 >>
	<< Provide description of Link 1 >>

	
	

	Routine Operational Tasks

	Job List

	Description
	<< A Job List is a table which lists all programs that are run and their schedule.  In the table below list each job ID, the name and the schedule. >>


	Job ID
	Job Name
	Schedule

	<< Jobid1 >>
	<< jobname1 >>
	<< schedule1 >>

	
	
	

	Job Description Tables

	Description
	<< The job description tables provide detailed notes on each job.  In the table below list each job ID, the description, the parameters required to run the job, the fall-over or rerun instructions and the estimated time to run the job. >>


	Job ID
	Job Description (How to)
	Parameters Required to Run Job
	Fall-over / Rerun Instructions
	How long this job typically takes?

	<< jobID1 >>
	<<jobdescription1>>
	<<parameters1>>
	<<fallover1>>
	<<timeframe1>>

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	backup and Recovery procedures

	Important Note
	<< The backup schedule for each server is included in the server’s Build Book provided by the project team.  Refer to the server’s Build Book for the backup schedule. >>


	Start-up and Shutdown Procedures

	Description
	<< The order for starting and stopping servers and applications is very important.  List the steps in the order with which each piece will need to be shutdown and/or restarted for each of the tables below. >>


	Server Shutdown and Start-up

	Step#
	Instructions

	<<step1>>
	<<instructions1>>

	
	

	
	

	Application Shutdown and Start-up

	Step#
	Instructions

	<<step1>>
	<<instructions1>>

	
	

	Additional Comments

	<< Provide any additional comments or other notable information in this section. If there is information that does not fit into any of the categories above, then use this section as a place holder. >>
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