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PURPOSE
The purpose of this section is to outline follow-up procedures relating to processing problems encountered with operational systems/programs at the College.  This procedure relates to the submission of incident reports by either the data processing or user department.  A sample report form is shown on the following page.

PROCEDURE
In an attempt to resolve and prevent reoccurrences of processing problems encountered with College systems and programs, a follow-up procedure has been developed.  This procedure revolves around the completion and submission of Incident Reports by either the Lead Computer Operator or the responsible department head for the file involved.

In cases where data submitted is unprocessable or where operational problems are encountered, the Lead Computer Operator will complete an Incident Report and attach it to either the data involved or the transaction registers involved.  In addition to a narrative description of the problem, the Manager will make recommendations relating to a problem solution in the area provided for comments by originator.  This recommendation should be such that it will prevent a reoccurrence of the problem.  User department personnel would then review the problem description and the recommendations and comment from the user point of view. 

In cases where user department personnel detect what appears to be a processing error or problem, the department head will complete an Incident Report and forward this to the Director of Data Processing.  It will be the responsibility of the Director of Data Processing to follow-up and take corrective actions if appropriate. 

A timely follow-up on all Incident Reports is required if the integrity of the College data is to be protected.

Adopted Date:
 November 2, 1987

Revision Date:
 May 3, 1999

[image: image1.png]