QA Guidelines:
1) QA Team needs to be included in kick off meeting or get Kick off mail if not attended.
2) QA Team also requires to go through the client conversation, DSP Updates, Emails, Feedback or Change request etc so that he will be aware about actual status of project.
- QA supposed to go through with all updates on assigned project.
3) All projects must follow CMMI process. If QA found some challenges to follow process then immediate report to QA Lead/Seniors.
4) QA have to aware about nonfunctional requirement and Testing Environment of project which mentioned in SRS.
5) Cross browser testing / Performance testing / Responsive testing should be done in defined scope.
6) Keep a check on the country of the website and accordingly verify the culture of the website such as currency, date, time format and language. 
7) Regression testing always play an important role in testing phase so ignorance of mentioned bug by development team is not recommended to provide release to client. QA can take action about release (like postpone release or provide release approval with known bugs) and report QA Lead/ Project Lead about this.
8) Unit testing/Basic testing (field validations, error messages) required to test by the developer at once at-least. Developer will provide unit test cases along with build. It’s not mandatory but recommended for developer and QA both.
9) When developer making any changes in code after module verified from QA, he will let the QA guy knows about that module and impacted modules.
10) When developer resolves any issue they need to change status of that bug whether it is closed/hold/pending on PMS.
11) Below are the main priorities or errors need to find out according to these sequence.
0. Server/showstopper issues and dead links
0. Functionality & Validation testing
0. Impacted modules testing & security testing 
0. Compatibility testing 
0. Client expectations (suggestion for revenue generation)
0. UI testing (spelling, formatting, alignments)
0. Responsive & Cross Browser testing
0. SEO friendliness (tags , meta tags)
0. UAT (User Acceptance Testing) and provide suggestion to BA/TL

12) QA have to share the issues over bug tracker tool suggested by client or PMS & will not share issues over Skype.
13) It’s not recommended to QA to share any issue via verbal communication. Keep all issues recorded.
14) If QA founds any issue opening repeatedly, raise this concern immediately.  Highlighted these issues in team meetings/PSR.
15) If project is about to going live the code should be freezed before sufficient time so that QA will perform system testing before final release.
16) [bookmark: _GoBack]If situations is not going according to QA perspective (not getting timely update from development team, Delays in testable build, Smoke testing failed) then report to BA/ TL, can conduct a short meeting with team after consulting with authorities.
17) If any BA/ TL assigned a module to test then QA is responsible for particularly tested module not for whole project he can check only dependent areas.
18) After making all changes, Developer should inform to QA Team for start testing. Development and testing should not process over same URL.
19) QA can take time to do R&D / understanding before testing a particular domain website from other reference sites.
20) For testing on Latest devices and OS (Mac / Linux etc.) use browser stack.
21) Urgent Leaves and Office Timing:- may be impact on performance so please take care about these.
22) If QA can’t come on first Saturday then he/she need to apply leave on EMS as normal day.
23) Do not open / use your Personal Emails, social accounts for testing purpose. Ask for the testing credentials (if required).
24) Apply leave in evening, not in morning (Just after come to office). 
25) User journey of the system must be verified before giving any release, so that there is no break in User flow of the system at client end.
26) Send a Release note mail to the respective BA/TL and other Team members of that project and Release should be added on PMS.
27) Test cases need to be reviewed by the QA lead and review should be added on PM S.
28) Need to mention Spell error test issues in test cases as well.
29) Test cases should be attached to correct RTM Id of the task/requirement.
30) User journey test cases must be there for that particular domain project and must be run before giving any release. 


Daily Schedule:-
1. Need to login EMS with your assign project.
2. Go through with client’s communication, emails to get proper project status. 
3. Fill the Day Plan and actual efforts of last day.
4. Check tasks and SRS (requirement) available or not, on PMS for particular day.
5. Update Project Health Report (on regular interval). 
6.  When new project assigned always ask to Create New Test Cases Sheet. 
7. QA have to send Daily Status Report and inform to QA Lead/Senior before leaving for the day. 
8.  Fill time sheet.
Report by email if 
- Document SRS/RTM not updated with in 2days after team meeting or kick off.
- Issues count breach defect density limit or no. of reopened issues are high.
- If issues reopening more than 3 times.
- Don’t get sufficient time to test system.
- Smoke Testing Failed
- Testcase not reviewed.
- Release delay
- If model changed.   
- If CMMI not followed.
#Suggestions to improve QA Process
1. Everybody can share their ideas regarding new tool or process or new learning on QA Team group.


