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PREPARED BY:
The signature below certifies that the content of the Minitab Installation Qualification Protocol is accurate and complete and that relevant input from any contributory authors has been included and that an appropriate review and editing process has been conducted.	

	PRINTED NAME
	TITLE
	SIGNATURE / DATE

	<insert Name and Title>
	<insert role>
	




PRE-APPROVED BY:	
The signatures below certify that the test scripts contained in the Minitab Installation Qualification Protocol are sufficient to verify that relevant specifications (from the User Requirements and Functional Specifications) are met by the system.

	PRINTED NAME
	ROLE
	SIGNATURE / DATE

	<insert Name and Title>
	<insert role>
	

	<insert Name and Title>
	<insert role>
	

	<insert Name and Title>
	<insert role>
	



POST-APPROVED BY:
The signatures below certify that the test scripts contained in the Minitab Installation Qualification protocol have been successfully executed and documented.   

	PRINTED NAME
	ROLE
	SIGNATURE / DATE

	<insert Name and Title>
	<insert role>
	

	<insert Name and Title>
	<insert role>
	

	<insert Name and Title>
	<insert role>
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1. [bookmark: _Toc511295714][bookmark: _Toc511295716][bookmark: _Toc511295718][bookmark: _Toc511295736][bookmark: _Toc511295780][bookmark: _Toc511295550][bookmark: _Toc511295622][bookmark: _Toc511295674][bookmark: _Toc5698829]Objective
The purpose of this protocol is to verify the Minitab version and minimum system requirements to support the Minitab system are met as specified in the installation specifications section of the Minitab User Requirements and Functional Specifications document (refer to document: <insert the URFS document id>).

2. [bookmark: _Toc511295551][bookmark: _Toc511295623][bookmark: _Toc511295675][bookmark: _Toc5698830]Scope
This IQ Protocol covers the minimum verification required to ensure that Minitab functions and operates properly in the <Identify the environment e.g. QA or Production> environment.

3. [bookmark: _Toc511295552][bookmark: _Toc511295624][bookmark: _Toc511295676][bookmark: _Toc5698831]Setup Activities
All tests in this protocol will be executed on the final configuration of the system that will be deployed in the <Identify the environment e.g. QA or Production> environment.

4. [bookmark: _Toc419909799][bookmark: _Toc511732438][bookmark: _Toc5698832][bookmark: _Toc511295553][bookmark: _Toc511295625][bookmark: _Toc511295677]Responsibilities
<Update the task/description and corresponding responsible role if necessary.>
	Task/Description
	Responsible

	Protocol approval (both preapproval and post-approval)
	Business Owner, Information Technology/Technical System Owner, Quality Assurance

	Test Execution – Executes the IQ Protocol according to general instructions in the protocol and in accordance with good documentation practices.
	Designated testers

	Test Review – Reviews the executed test scripts for completeness (all steps executed) and correctness (test executed according to all instructions, objective evidence accurately represents the actual results and is appropriately labeled), for indicating the test script disposition, for indicating deviations (if any) associated with the test, and for addressing any comments made by the Tester.
	Quality Assurance/Validation Lead

	Deviation Resolution and Execution Approval
	Business Owner, Information Technology/Technical System Owner, Quality Assurance




5. [bookmark: _Toc5698833]Definition
	Acronym
	Term/Description

	IQ
	Installation Qualification

	QA
	Quality Assurance

	UR
	User Requirement

	URFS
	User Requirements & Functional Specifications

	VP
	Validation Plan 



6. [bookmark: _Toc511732440][bookmark: _Toc5698834]References
<insert document id> - Validation Plan
<insert document id> - User Requirements and Functional Specifications
7. [bookmark: _Toc5698835]Acceptance Criteria
Each of the tests in section 10 of this document contains a test objective, action steps, and an expected result. The test objective describes the acceptance criterion for each test. This protocol will be considered accepted after: 
1) All tests in section 10 have satisfactorily met their test objectives, 
2) Sections 11 and 12 have been completed, 
3) Required post-approval signatures have been obtained.

8. [bookmark: _Toc511295554][bookmark: _Toc511295626][bookmark: _Toc511295678][bookmark: _Toc5698836]Requirements Tracing
A separate Validation Trace Matrix will be created as part of this validation effort to document tests in this protocol and the requirements contained in the User Requirements and Functional Specifications.

9. [bookmark: _Toc511295555][bookmark: _Toc511295627][bookmark: _Toc511295679][bookmark: _Toc5698837]Testing Instructions
After obtaining all required pre-approval signatures on the approval page and prior to executing the tests in this document, testers and reviewers must read the testing instructions below and must sign the training signature table that follows.






Testing Instructions

Follow the testing instructions for executing the tests and reviewing tests within this protocol.  If these instructions are not understandable after reading them, contact Quality Assurance for clarification.

Performing Test Steps
· For each test, perform the instructions indicated in the “Action Steps” column.
· Execute each test step in sequential order, unless otherwise directed in the test.
· Each test step requires recording a “Pass” or “Fail” entry.  When an attachment is specified in an Action Step (the phrase “Document the values for” indicates ‘take a screenshot’), record the Attachment #.
· A highlighter may be used to emphasize data contained in an attachment.
· Certain test scripts have test steps where an individual test step spans multiple pages.  In these test steps, the test executor will make annotations (e.g., Pass/Fail, initials/date) on the first page that the test step appears to represent the entries across all subsequent page(s).  No entries are necessary on the subsequent page(s) of that same test step (e.g., repeating the entries from the first page, writing N/A, etc.).  However, if the first page does not provide enough space to make the necessary annotations, then the second page is to be used for this purpose instead.
· For each blank cell in the subsequent pages of that same test step, draw a diagonal line through the cell and write your initials and the date (required only once per page).

Recording Test Results
· Entries are required in the Actual Result column for each Procedure Step with an Expected Result other than “N/A”.
· In cases where the Actual Result column does not require specific information, “As Expected” may be entered when the Actual Result meets all aspects of the Expected Result.
· Entries are required in the Pass/Fail and Initials columns for each Procedure Step.  There is only one result for any given Procedure Step execution:  Pass or Fail.
· Tester’s comment is required for any failed Procedure Step, including a cross-reference to the Deviation Number.
· For minor script corrections, Tester may perform hand-correction and/or by striking-through the error and provide initial and date.
· Hardcopy test evidence such as screen prints and reports must include the following information:
· Protocol document number (this document) and Revision level
· Test ID and Revision level
· Procedure Step Number or Attachment Reference (e.g., Attachment #)
· Spaces for handwritten entry of Tester’s initials and execution date
· Screen prints may be cut and pasted to documents containing a footer populated with the required information and spaces for handwritten entry of initials and date.
· PRINT SCREEN may require more than one screen print to capture contents of entire page.  To take a screen print using Alt+Printscreen, you may need to scroll down or right or left to print the entire screen.
· Sign and date Test Executed by in the Signatures section.
· Abbreviations:
N/A = Not Applicable

Reviewing Test Results
After the Tester signs an Individual Test Protocol, a second person must review the test result for the following:
· Actual Result, Comments, Pass/Fail and Initials have been recorded per the above Notes to Tester.
· If the actual result does not match the expected result, a Deviation has been initiated and the number cross-referenced in the Actual Result column. It is to be noted that minor script corrections, such as typographical errors, will be hand-corrected and an appropriate brief explanation will be provided at the bottom of the page of the individual test protocol where the error is noted. The explanation to the correction will be initialed and dated by the person who made the correction.
· Minor script corrections, such as typographical errors, in the test step of an individual test protocol were hand-corrected by the Tester. 
· The Signatures section was correctly completed by the Tester.
· All required attachments are present, properly labeled, and support the corresponding procedure step Pass/Fail result.
· Sign and date Test Reviewed by in the Signatures section.

Addressing Deviations
· Each deviation must be recorded, investigated, and resolved before the test results are approved on the approval page. 
· Supporting evidence, if necessary (e.g., rewritten test), must be attached to the end of this protocol.



Training Signature Table

I attest that I have read the above instructions for executing this protocol and I am aware of how to document any deviations that may arise in the course of executing this protocol.  I also understand the requirements for reviewing the tests results that will be recorded for this protocol.

	Printed Name
	Signature
	Initials
	Date
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10. 


Post-execution page ______ of ______	

This document contains confidential, proprietary information of <Company Name>.  It may not be reproduced or copied without prior written permission from <Company Name>.
11. [bookmark: _Toc511295556][bookmark: _Toc511295628][bookmark: _Toc511295680][bookmark: _Toc5698838]Test Cases

	Requirement Area
	[bookmark: _Toc511295557][bookmark: _Toc511295629][bookmark: _Toc511295681]Minitab Installation

	Test ID
	IQ01

	Test Objective
	[bookmark: _Toc511295558][bookmark: _Toc511295630][bookmark: _Toc511295682]Verify that the correct version of Minitab is installed.

	Pre-requisites
	· The licensed Minitab application must have already been installed in the computer.
· Record the Computer Name: ________________________
· Record the Minitab version #: ________________________



	Step
	Action Steps (Inputs)
	Expected Result (Outputs)
	Actual Result
	Pass/ Fail
	Attachment #
	Tester Initials/ Date

	1
	Launch the Minitab application.

Verify that the Minitab application is opened displaying the Output and Data panes. 

	The Minitab application is opened displaying the Output and Data (worksheet) panes.

	
	
	
	

	2
	Navigate to the Minitab menu bar and select Help > About Minitab.

Verify that the Minitab application has the correct version and it matches with the Minitab version number as specified in the pre-requisites section.


	The Minitab application has the correct version and it matches with the Minitab version number as specified in the pre-requisites section.

	
	
	
	

	3A
	License type: License server or License File 
For Sign in, proceed to 3B

Verify that the license expiration date is beyond 30 days from today’s date (i.e., not a Minitab Trial version).

Document the values for:
· License Expiration Date
· Product version

Close the Minitab application.
	The license expiration date is beyond 30 days from today’s date (not a Minitab Trial version).

	
	
	
	

	3B
	License type: Sign in
For other license types, skip 3B

Select the user’s name in the upper right-hand corner of the application window.  
	There is no indication of days remaining in trial. 
	
	
	
	




	Deviation:
	

	
 Test Conclusion       |_|  Pass	     |_|  Fail
	Test Executed by: 
	Date

	
	Test Reviewed by:
	Date








	Requirement Area
	Minitab Installation

	Test ID
	IQ02

	Test Objective
	[bookmark: _Toc511295559][bookmark: _Toc511295631][bookmark: _Toc511295683]Verify that the minimum system requirements and components are met to use Minitab.
· Operating System
· RAM
· Processor
· Hard Disk Space
· Screen Resolution
· Connectivity
· Browser
· Additional Software (e.g., Microsoft Visual C++)
· Printer

	Pre-requisites
	· Retrieve the latest minimum system requirements for Minitab from Minitab’s website www.minitab.com.   
· For Multi-User license installation, the latest Minitab License Manager and lmgrd.exe have been installed.



	Step
	Action Steps (Inputs)
	Expected Result (Outputs)
	Actual Result
	Pass/ Fail
	Attachment #
	Tester Initials/ Date

	Single User License Installation (including Sign in)
Note: For Multi-User License Installation, proceed to Step 2.

	1
	Launch the Minitab application. Navigate to the Minitab menu bar and select Help > About Minitab.  Click the System Info button.

Compare the system information with the latest minimum system requirements for Minitab from the Minitab website www.minitab.com.    

Verify that the minimum system requirements and components are met to use the Minitab:
· Operating System
· RAM
· Processor
· Hard Disk Space
· Screen Resolution
· Connectivity (1)
· Browser1
· Additional Software (e.g. Microsoft Visual C++) (1) (2)
· Printer (3)
Note: 
(1) You may navigate to the Windows Control Panel to verify (among others) the connectivity, browser and additional software installed.
(2) Microsoft Visual C++ is part of the installed package.  To view the software, navigate to the installed programs from Windows Computer Panel.
(3) Printer may not be part of the minimum system requirement list from Minitab website.  This component has to be properly setup and available to support the validation of Minitab. 
	The System Information window is displayed.


The minimum system requirements and components are met to use Minitab.
	
	
	
	

	Note: The succeeding steps will be executed for Multi-User license installations.  If any of the steps are not applicable, line-through, record N/A (not applicable), provide initials and current date.

	Multi-User License Installation

	2
	On the machine where the License Manager (Minitab License Manager daemon) is installed, navigate to the Control Panel > Programs > Programs and Features.  Scroll to Minitab License Manager in the list of install products.  

Verify if the Minitab License Manager version is the latest version based on the requirement from Minitab website: https://support.minitab.com/installation/frequently-asked-questions/minitab-license-manager/version-of-license-manager/

Note:  If the the Minitab License Manager version is not the latest version, download the latest version.

Document the value for:
· Minitab License Manager version
	The Minitab License Manager version is the latest version based on the requirement from Minitab website.
	
	
	
	

	3
	On the machine where the License Manager is installed, browse to the installation directory: 
C:\Program Files\Minitab\License Manager 
(NOTE: For 64-bit operating systems running the 32-bit application, the directory may be C:\Program Files (x86)\Minitab\License Manager)

Right-click lmgrd.exe to select Properties. Select the Details tab and view the File version.

Verify that lmgrd.exe is the latest version.

Note:  If the lmgrd.exe is not the latest version, download the latest version.

Document the value for:
· lmgrd.exe version
	The lmgrd.exe is the latest version based on the requirement from Minitab portal.

	
	
	
	

	4
	Verify that the minimum system requirements are met to use Minitab.
Document the values for:
· Operating System
· RAM
· Processor
· Hard Disk Space
· Screen Resolution
· Connectivity (1)
· Browser1
· Additional Software (e.g. Microsoft Visual C++) (1) (2)
· Printer (3)
Note: 
(1) You may navigate to the Control Panel to verify (among others) the connectivity, browser and additional software installed.
(2) Microsoft Visual C++ is part of the installed package.  To view the software, navigate to the installed programs from Windows Computer Panel.
(3) Printer may not be part of the minimum system requirement list from Minitab website.  This component has to be properly setup and available to support the use of Minitab.  
Close the Minitab application.
	The minimum system requirements are met to use Minitab.
	
	
	
	



	Deviation:
	

	
 Test Conclusion       |_|  Pass	     |_|  Fail
	Test Executed by: 
	Date

	
	Test Reviewed by:
	Date
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12. [bookmark: _Toc419481809][bookmark: _Toc419484064][bookmark: _Toc419486471][bookmark: _Toc511742820][bookmark: _Toc5698839]Summary of Test Results
Have all testers and reviewers read the testing instructions and signed the training signature table in section 9 (check one)?   |_| Yes  |_| No

Have all tests been successfully executed and do actual results match expected results for all tests (check one)?   |_| Yes  |_| No 

If no, record each deviation in the table below and attach the completed deviation form. (Note:  Mark a line through any remaining blank lines in the table, initial and date)

	Deviation No.
	Test ID
	Deviation Title

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Section completed by:  ______________________________    Date:  _____________



13. [bookmark: _Toc511295568][bookmark: _Toc511295640][bookmark: _Toc511295692][bookmark: _Toc5698840]Conclusion Statement 

_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________


Section completed by:  _______________________________    Date:  _____________
			


14. [bookmark: _Toc518309074][bookmark: _Toc518374842][bookmark: _Toc5698841]Revision History
	Revision
	Date
	Author
	Summary of Changes

	1.0
	13-AUG-2018
	Minitab LLC
	New Document

	1.1
	04-APR-2020
	Minitab LLC
	Remove regional code (en-us) from website address in step 2 of Test ID IQ02

	1.2
	15-SEP-2020
	Minitab LLC
	Added step 3 to IQ01 to include verification of non-trial license for Sign-in license users





-End of the document-

