SAP REL Doc Type Cheat Sheet
To Create a REL doc, log onto SAP, click Create Document. If you right click on your user menu items, you can add items to favorites to avoid scrolling through the long list.
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Enter REL as doc type, click the green check mark in the top left corner. 
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Select 721 as the class code from the drop down list, core # is blank. Click OK.
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721+ The core number you generated is now your DIR #, ie 721006904. Click OK. 
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Enter Description (40 character limit, should be along the lines of Project Product Test naming convention).  Lab office is AMB (Reliability).
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To attach your word/pdf file, click on the blank page Create Original button in the Originals section. 
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Choose the correct Application (WRD, PDF), Description should match description above, and browse for the document in Original. Click the green check.
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Click the green/white button at the bottom to Check in Original. This will lock the document. 

NOTE: Checking in a document will ERASE it from the location you uploaded it from, good idea to create a copy on your desktop to upload.
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Click Addnl Data tab. Select a Review By Date and Sub Document Type (test case, report, RFT). Effectivity Date is blank (will be when the DIR is approved). Project and Model Codes are both N/A.
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To add reviews, click the Additional Internal Reviewers box, select User, search (ie *jared) to add. Double click to select the active (valid to year 9999) Jared Ouillette.  Hit enter to refresh the reviewers list. Jared should be a reviewer on all REL docs, additional reviewers can be other REL members, RDE, etc.
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To submit for review/approval, click Document Status and select appropriate status. Click green check.
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Click SAVE on the top toolbar.  SAP will send a Lotus Notes email to your review/approvers to notify them that the doc is out for review/approval. 
Note: Some comments are status’ are below, these are just general guidelines, not absolutes.

Concept : during creation of DIR

Abandon: when appropriate

In Work:  post-review cycle or if you pull it back from the review/approval state 

Locked: Do NOT set DIR’s to locked (its permanent and even SAP admins cannot fix this)

Out for Review/Approval: some fields are not editable during these status’. Note that if a DIR fails review, it does not necessarily have to go through a 2nd review cycle before entering the approval cycle.

Release General:  When a DIR passes approval, its status should be RG automatically. (This is currently a bug for REL doc types, BT working on a fix)
NOTE: If you enter a document through Find Document, in order to edit the DIR you need to change from DISPLAY to CHANGE mode under Document on the top toolbar. 
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To view reviewers and approvers click on Review/Approval Agents. 
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To see reviewers/approvers comments click on Display Review/Approval History. Click on Signature Comment Report.
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Select all, click the green check.
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To view or add attachments to the DIR, click the yellow icon arrow. Create or select attachment list.
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