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ActiveNet Implementation Review

Initial Implementation

<Client Name>

Dates: <Enter Dates>

Consultant: <Enter Name>

If you have any comments, questions or feedback concerning this or any other

consulting engagement and the quality of our service delivery please click here

[ http://www.activecommunities.com/en/consulting-survey ] and let us know.
Document Instructions (delete prior to client release)

Fonts and Styles
All Active Network documents should be drafted with the Univers font (10pt for standard text) and converted to PDF prior to release to the client.   Documents that will be released in DOC format should use Arial font (10pt for standard text).  All sections of text that are provided for instruction or should be customized for a specific client may be indicated with red font.
All styles used in this document may be retrieved and applied via the Styles and Formatting section.  All customized styles for ActiveNet documents have been labeled as such, and will be found at the top of the list.

Lists and Tables

There are two styles of bulleted lists, and they should not exceed the three levels displayed below.  To advance a list to the next level, simply tab over and the next style will be applied.
· This is the style for a bulleted list.
· This is the style for a second level bulleted list.
· This is the style for a third level bulleted list.
1. This is the style for a numbered list.
1.1. This is the style for a second level numbered list.

1.1.1. This is the style for a third level numbered list.

Tables should adhere to the same format throughout.  A standard table is displayed below, and may be copied and pasted to create new tables where required:

	Header
	Header

	Content
	Content

	Content
	Content


Sections

A Table of Contents may be used for documents typically spanning more than ten pages.  It can be updated by right clicking on it and selecting Update Field.  The process may require some further editing if the headers for the sections have not been entered properly.
Appendices, if included, should ONLY contain information relevant to a particular client.  They should include information already amplified in existing documentation or software help files.  An example would be a step-by-step instruction for a complex process used by the client that is not explained in the help files.
Screenshots
If inserting a screenshot for illustrative purposes, copy the screenshot into the Paint application, crop the relevant section, insert visual highlights (e.g. red boxes) if necessary, and save as a JPG.  Import the JPG via the Insert command in Microsoft Word, ensuring that text wrapping is enabled. This will ensure the file size is kept manageable and the display format is consistent.
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Overview

Document Purpose

Introduce the document and explain its purpose. This statement should remain constant for the majority of Implementation Reviews. A sample statement is provided below:

This Implementation Review provides an overall summary of information required to facilitate the planning and organization of project activities from the conclusion of formal implementation activities until Go-Live.  It contains foundation level details pertaining to the project as well as a list of outstanding tasks required by your organization’s staff for further action.  Please refer to this document in order to complete any additional Implementation Planning Tools that have been distributed to you in tandem with this review.
Project Purpose

Introduce the project and explain its purpose. Describe the background and context for the project and why it is being undertaken. Speak to the business value of the work being performed. A sample statement is provided below:

The purpose of this project is to consolidate the majority of customer-facing business processes pertaining to your organization’s staff.  Additionally, a Public Access capability is intended to provide customers with self-serve options.  Formal implementation sessions were conducted to commence system configuration and implement the modules specified in the Implementation Agenda.  The implementation consisted of configuration and data entry, accompanied by end user training of customer-oriented processes.
Implementation Scope
This section defines the logical boundaries of the implementation phase (as conducted by Active Network consulting services) by describing its features and functions. The scope includes and excludes the following items:
	Category
	In Scope
	Out of Scope

	Configuration Services
	Configuration services within scope include all modules implemented to date:

Activity Registrations, etc.
	Configuration services outside of scope include:

Modules to be implemented later.

Primary components that were excluded.

	Training Services
	Training services within scope include:

Configuration and end user process training for System Administrators and Functional Area Representatives.
	Training services outside of scope include: Final end user training.

	Technical Services
	Technical services within scope include:

Financial Export.
	Technical services out of scope include:
Data entry.

Services to be implemented later.

	Implementation Documents
	Major documents within scope include:
Implementation Review.
Administrative Task List.

	Major documents out of scope include:
Training documentation.


Goals
Goals define the purpose of the project, or desired outcomes.  They should be phrased in terms of a positive and realistic outcome, or what achievement is desired. Each goal should fit your organization’s mission and with is compatible with your current resources. The list provided below includes goals identified during your formal implementation sessions and will provide a basis for further development of a detailed Goals and Objectives Assessment (an optional ActiveNet Implementation Planning Tool).
List the most important items that will determine how the success of the project will be measured as a baseline for the client to complete their own Goals and Objectives Assessment. Sample goals are provided below:
	Goal
	Primary Stakeholder(s)

	Improved customer service delivery via staff and self-serve options.
	List name(s) and position title(s) here.

	Reduction in staff time required to perform customer transactions.
	

	Improved ability to meet or exceed customer expectations.
	

	Enhanced tracking of transactional data and other information.
	

	Ability to implement specific business processes via automation.
	

	Greater capacity to promote various product offerings.
	

	Greater planning and decision making capabilities through reporting.
	

	Increased participation and return rate of existing customers.
	

	Higher revenue generated with a greater proportion via self-serve options.
	

	Improved ability to manage facilities, activities, and membership offerings.
	


Assumptions

Project assumptions are circumstances and events that need to occur for the project to be successful but are outside the total control of your project team. They are considered to be true, real or certain without proof or demonstration. The assumptions provide a historical perspective when evaluating project performance and determining justification for project-related decisions and direction.
Based on the initial planning discussions that took place during your implementation, the project assumptions are listed below. If an assumption is invalidated at a later date, the activities and estimates in your project plan should be adjusted accordingly.
List the most important assumptions that pertain to the project. Samples are provided below:

	Functional Area
	Assumption

	Resource
	Project staff / IT resources will be available when and as they are needed.

	Resource
	Required hardware resources will be available when and as they are needed.

	Environmental
	Issues will be identified and resolved in a timely manner.

	Environmental
	Business needs will support the execution of the project.

	Functionality
	The scope of the project is limited to that described in the project charter.

	Functionality
	Systems components will be capable of being integrated with minimum rework.

	Budgetary
	The statistics used in preparing the estimates are accurate within a given percent.

	Budgetary
	No additional consulting time will be required or limited to a specified number of days.


Constraints
The primary impact of project constraints is the likelihood of delaying the completion of the project. Therefore if a constraint proves to be true, the project suffers, if it is not true, the project benefits. The focus of addressing constraints is to prioritize and allocate resources (within reasonable limits) in order to minimize impact to the project.
Based on the initial planning discussions that took place during your implementation, the project constraints are listed below. If a constraint is invalidated at a later date, the activities and estimates in your project plan should be adjusted accordingly.
List the most important constraints that will impact the success of the project. Samples are provided below:

	Functional Area
	Constraint
	Mitigation

	Resource
	Lack of dedicated IT personnel within the organization.  This could pose a serious problem in the event of a major IT issue.
	A mitigation plan should be developed in order to effectively deal with emergency situations, including options for obtaining reliable on-call IT support services if employing dedicated IT staff is not an option.

	Resource
	A wireless connection is being used at some locations to access ActiveNet. This mode of connection is not reliable or fast enough to work with ActiveNet.
	An alternate mode of connectivity must be arranged as soon as practical. Additionally, a manual backup procedure should be developed to capture customer information and payments in the event of an outage or other technical issue that will permit the later entry of data into ActiveNet.

	Resource
	Limited staff time or access to IT resources is available to conduct training.
	Time should be scheduled regularly for staff to become fluent with ActiveNet.  A training plan should be developed and implemented to help ensure this.

	Resource
	Key project staff will not be available or available on only a part-time basis.
	Project scheduling should be adjusted accordingly to compensate for reduced staff availability.  If firm with an aggressive Go-Live date, consider overtime scheduling.

	Environmental
	A significant number of business policies are unclear, not enforced, or non-existent.
	A comprehensive set of business policies must be ascertained, documented, communicated, and most importantly – enforced well in advance of the Go-Live date.

	Environmental
	A significant percentage of the project staff is not be experienced with the operating / technical environment.
	Additional time should be scheduled into the project plan to develop and confirm business policies and procedures prior to completing scheduled implementation sessions.

	Environmental
	The project depends upon the successful and timely completion of associated projects.
	Additional resources may need to be assigned to this or associated projects to ensure timelines are met.  Consider adjusting timelines if Go-Live date is too aggressive.

	Environmental
	The scope of the project is unclear or subject to change pending further decisions.
	Additional time should be scheduled into the project plan to develop and confirm information prior to completing scheduled implementation sessions.

	Functionality
	The project depends upon receiving data from other, external applications.
	Various strategies should be considered to facilitate data entry and/or transfer from other applications.  Consider additional consulting services or hiring temporary data entry clerks to assist with transferring customer data.

	Budgetary
	Statistics used in preparing the estimates are unreliable and additional funds cannot be allocated if required.
	Consider a graduated implementation of modules, deferring some until a later fiscal year or at least until key modules or functions have been successfully implemented.


Risks

Project risks are characteristics, circumstances, or features of the project environment that will potentially have an adverse impact on the project or the quality of its deliverables if they occur. In other words, whereas a constraint is a current problem that must be dealt with, a risk is a potential future problem that has not yet occurred. All projects will contain some risks. It may not be possible to eliminate risks entirely, but they can be anticipated and managed through proper planning, thereby reducing the probability that they will occur.  The list provided below includes risks identified during your formal implementation sessions and will provide a basis for further development of a detailed Risk Assessment (an optional ActiveNet Implementation Planning Tool).
List the project risks, the likely consequence(s) if they were to occur, the level of impact (measured as high, medium, or low), and your recommended mitigation strategies.  Risks that have a high probability of occurring and have a high negative impact should be listed below. Also consider identifying any risks that have a medium probability of occurring.  For each risk listed, measure the impact and describe the effect that the risk will have on the project.  Do not attempt to determine the likelihood of the risk occurring as it will be up to the client to determine this through formal risk assessment planning.  Finally, provide at least one recommendation for the client to perform that will eliminate or mitigate the risk.  A list of the most common risks is provided below: 
	Risk
	Consequence 
	Impact
	Recommendation(s)

	The organization is considering implementing a major policy change after Go-Live (e.g. a pricing structure based on Residency status).
	Implementing a Residency Policy after Go-Live will require many hours of re-work to identify and reclassify existing Customer Accounts.  Affected accounts may be billed inappropriately, resulting in customer dissatisfaction and complaints.
	High
	Determine whether the policy will be implemented, and if so, implement well in advance of the Go-Live date.

	Despite due diligence at the time of data entry, the possibility exists for major errors exist within the database.
	Data integrity is essential for ensuring that erroneous transactions do not take place, and there is no staff confusion regarding data entities.  
	High
	ActiveNet has a variety of reports that can be used for auditing.  Ensure that the data contained in these reports is checked for completeness and accuracy.

	Key staff / skill sets will not be available / lost when needed.
	Untrained staff or degraded skill sets can potentially result in erroneous transactions as well as missed information.  This in turn will impact customer satisfaction.
	High
	Ensure ongoing training is scheduled throughout the project as well as after Go-Live.  Also consider booking formal refresher training.

	Hardware / technology requirements will fail.
	Hardware failures will result in the inability to complete transactions and provide information required by customers and staff, potentially affecting revenue and customer satisfaction.
	High
	Ensure backup hardware components and supplies are available to quickly address failures and/or potential shortages.

	Required policy decisions will not be made in a timely fashion.
	Incomplete or missing policies that affect business processes but are not implemented will result in erroneous transactions.
	Medium
	Important policy decisions should be made in advance of configuration and Go-Live.

	Unaccounted project variables will result in budget or schedule slippages.
	Inability to complete originally intended modules and components will result in lack of functionality or rescheduling of implementation training.
	Medium
	Project planning documentation should be completed as thoroughly as possible, including a detailed Risk Analysis.

	Facilities will be affected by closure / construction.
	Facility closures could potentially affect project timelines if associated services are not available to customers.
	Low
	Go-Live dates for relevant modules should be assessed in light of when services will be available.

	Management will deem this project to have a lower priority for resources and attention.
	Insufficient resources assigned to the project may result in specific project goals not being fully realized.
	Low
	Project Sponsor and Project Manager should engage management directly regarding project goals and objectives.


Attributes

A business attribute is a distinguishing characteristic of an organization that impacts its operations and its resulting business processes.  During your consultation, a number of key attributes were identified and these are listed below for ongoing reference.
	Name
	Description

	Enter the attribute name.
	Provide a detailed description for each identified attribute.

	Customer Information
	

	Payment Information
	

	Accounting Policies
	

	Transaction Policies
	

	Permit Policies
	

	Registration Policies
	

	Payment Policies
	

	Cancellation Policies
	

	Refund Policies
	

	Fees and Taxes
	

	Customer Balances
	

	Discounts and Surcharges
	

	Coupons and Gift Certificates
	


Outstanding Tasks

This section outlines all tasks to be completed prior to your Go-Live date, the suggested owner, and recommended due date.  Tasks to be completed on an ongoing basis should be identified by your project team and outlined in your own customized Ongoing Procedures document (a sample is contained in the Help section of your ActiveNet website).
List the outstanding tasks, a brief description (include references within the software if necessary), a suggested owner and due date.  A list of the most common outstanding tasks is provided below, review and delete those that are not applicable, and customize the remainder to meet specific client requirements: 
	Action Item
	Description
	Owner(s)
	Due Date

	Project Planning

	Appoint a Primary System Administrator / Secondary System Administrator.
	A System Administrator is required to ensure effective and efficient use of ActiveNet.  A system manager should be appointed so our support team will know who to direct important communications, including technical bulletins, newsletters, and notices.
	List name(s) followed by position title(s).
	Provide the assigned completion date.

	Enter remaining master data.
	During the implementation a significant portion of the data required for day to day operations is entered into the database.  Ensure that all remaining data is entered prior to completing the data audit and test phase.
	
	

	Complete audit review sessions of all master data.
	Data integrity is essential for ensuring that erroneous transactions do not take place, and there is no staff confusion regarding data entities.  Despite due diligence at the time of data entry, it is inevitable that errors exist within your database.  Your data audit should be performed by more than one member of the staff to ensure accuracy, using the reports specified during initial implementation.
	
	

	Complete workstation and hardware installations as required.
	Ensure all software requirements are met at participating workstations and create shortcuts and/or bookmark favorites to the applicable URLs.  Install and test hardware for Point of Sale and Membership Registration modules as applicable.
	
	

	Complete email account creation and testing.
	The IT team should ensure that a central email account(s) is made available to a variety of different users and tested thoroughly, as this email address(es) will be used as a primary means of contact for the public.
	
	

	Complete keystone project documentation.
	Use the project implementation tools as outlined during the initial project launch meeting. This will help roadmap project activities and facilitate improved project planning.
	
	

	Complete training plan and related documents.
	Formally identify the training requirements and objectives for your staff in conjunction with your training documentation.
	
	

	Complete business process review and testing sessions.
	Identify a variety of business cases that may arise during daily operations. Once you have established a comprehensive list, test the cases against the software and ensure that all necessary preparations have been made.  This should be performed prior to scheduling formal employee training.
	
	

	Finalize any missing or incomplete organizational policies as required.
	Ascertain and document all applicable policies regarding organizational business processes such as cancellations, transfers, refunds, administration, overages/shortages and miscellaneous fees so they may be captured in the software.
	
	

	Document organizational procedures for operating ActiveNet.
	Ascertain and document procedures for completing organizational business processes in ActiveNet, using the Quick Reference Guide templates located in the Help Center.
	
	

	Determine and record formal scheduled procedures.
	Review the ActiveNet Administrative Task List document and customize further in order to meet your own specific requirements for reporting and data organization.
	
	

	Schedule ongoing review sessions after formal training and leading up to Go-Live.
	Additional review and testing is required prior to Go-Live, incorporating the testing of various business scenarios. Ensure all staff is familiar not only on ActiveNet functionality but also on the forthcoming process changes that are being implemented.
	
	

	Determine and set support escalation procedures.
	Non-critical issues should be escalated within the organization first so your own internal support resources may be developed. When reporting incidents to Active, it is best to have only your internal support staff contact Support. This helps your agency develop a relationship with our Support team and will enhance response time and quality.
	
	

	Transfer legacy customer and transaction data into ActiveNet.
	Prior to Go-Live you should enter any prior transactions intended for future reference into ActiveNet. Refunds for transactions originally completed in the legacy system will be completed differently than those created in ActiveNet.
	
	

	General Settings

	Determine and enter all required GL Accounts.
	Some additional GL Accounts identified in ActiveNet will need to be replicated in your organization’s main accounting software platform.  Other GL Accounts may need to be created depending on policies regarding the charging of additional miscellaneous fees.
	
	

	Review and test all daily close and financial reports.
	Using the Trainer database, complete a variety of realistic customer transactions. Test the production and format of the Daily Close and Financial reports required by your Finance Department to ensure reporting accuracy.
	
	

	Complete entry of Donation Campaigns.
	Ensure the descriptions for all Donation Campaigns accurately reflect the purpose of each fund.
	
	

	Complete entry of all ActiveNet Users.
	Complete the entry of System Users and Instructors. Review and finalize configuration of User Profiles and attach to the appropriate System Users.
	
	

	Upload banner logos and images.
	Ensure the proper dimensions and resolutions of banner images and logos have been uploaded for use with customer-facing documents and display on the Public Access website.
	
	

	Upload remaining Extra Details files.
	Upload additional files and documents (e.g. images, forms) for attachment to Facilities, Activities, Memberships, and POS Items where applicable.
	
	

	Update all fields containing customer-facing information.
	Determine and enter text for all receipts, permits, and other customer-facing documents. Ensure all text meets organizational and legal requirements. Review and complete entry of General Reasons and Denial Reasons.
	
	

	Create report definitions.
	Report definitions that will be frequently used should be created to facilitate faster, more reliable and accurate reporting.
	
	

	Review and test all documentation.
	Using the Trainer database, ensure that all customer-facing documents such as receipts and permits include the required information and that it is formatted in the correct fashion.
	
	

	Enter additional Custom Questions as required.
	Enter additional Custom Questions and attach to various records in order to collect information specific to your organizational requirements.
	
	

	Complete entry of General Reasons as required.
	General Reasons can serve as useful prefilled templates to be added as Staff Notes or Customer Notes during uncommon transactions such as cancellations and transfers.  
	
	

	Facilitate future entry of ActiveNet Accounts.
	Complete entry of Contact Types and Family Roles. Determine and set entries pertaining to Demographics, Interest Lists, and Subscription Lists.
	
	

	Enter Customer records as required.
	You may wish to pre-enter records for Customers that are dealt with on a frequent basis. Individual Customers may then be linked to Organization Accounts.
	
	

	Mark Customers for special handling as required.
	For customers that should be marked for special handling by organizational staff, ensure the “Special Handling” box under Customer Account Details is enabled and the Notes section is annotated with the necessary information.
	
	

	Complete entry of enhanced Customer Records.
	Complete the entry of enhanced Customer Records, such as Supervisors, Instructors, and Officials for subsequent attachment to Facilities, Activities, Programs, and Leagues.
	
	

	Enter Organization and Vendor records as required.
	You may wish to pre-enter records for Vendors and Organizations that are dealt with frequently.  Individual Customers may then be linked as Authorized Agents.
	
	

	Configure User Favorites.
	Each User may have common tasks or areas of ActiveNet that they access on a regular basis.  A basic list of Favorites can be created for each User to help facilitate navigation.
	
	

	Facility Reservation

	Complete entry of Facility records.
	Enter remaining Facility records as applicable, including extra details, hours, amenities, and checklist items.
	
	

	Complete entry of Equipment records.
	Enter remaining Equipment records as applicable, including extra details, hours, accessories, and checklist items.
	
	

	Complete data entry and verify integrity of the Facility Charge Matrix.
	Run the Charge Matrix Report to verify the accuracy of what has been entered.  Verify against the matrix spreadsheet and address any open items.
	
	

	Finalize permit-related disclaimers and waivers.
	Complete entry of all disclaimer text and upload of waiver information and/or documents within Extra Details.
	
	

	Complete entry of Amenities and attach to the appropriate Facilities.
	Amenities are unique features associated with facilities and assist both customers and staff in searching for and completing bookings.
	
	

	Complete entry of Prep Codes and attach to the appropriate Event Types.
	Prep Codes are used to determine the time before and after a booking that should be blocked off for setup or cleanup.  
	
	

	Activity Registration

	Complete entry of Activity records.
	Enter remaining Activity records as applicable, including extra details, prerequisites, fees, and checklist items. Activities should be created with a status of “Tentative” and only opened when ready for customer registration.
	
	

	Membership Registration

	Complete entry of Membership records.
	Enter remaining Membership Package records as applicable, including extra details, prerequisites, fees, and checklist items. Activities requiring the membership as a prerequisite will need to be updated each year.  
	
	

	Complete design of customer Client Card.
	Design and upload a Client Card background image to replace the existing logo file currently being used (325 x 200 pixels).
	
	

	Create entities to facilitate reporting on customer facility usage.
	Create a customer named “Drop-In Customer” along with zero-fee “Drop-In Memberships” to assist with the tracking of drop-in visits to Facilities.
	
	

	Point of Sale

	Complete entry of Product item records.
	Enter remaining Product records for subsequent sale to customers. Ensure these are included on a POS Layout. 
	
	

	Complete configuration of POS Layouts.
	Finalize the configuration of your POS Layouts, customizing the format for each distinct location where necessary.
	
	

	Complete initial Inventory Adjustment.
	After completing your initial inventory count, set the initial inventory quantities within ActiveNet for your Products.
	
	

	Public Access

	Complete entry of Public Access text and policies.
	All pertinent customer-facing communications should be entered and viewed on the live Public Access site to verify the items are being displayed as intended. 
	
	

	Complete Public Access branding and preparation.
	Determine the branded name for the Public Access and then integrate a link from the Organization’s webpage.  This link will lead customers to your Live Public Access URL.
	
	

	Complete graphic design customization.
	Determine official organization color codes and configure the ActiveNet URLs to conform to the common look and feel established by your organization. Ensure as many relevant and descriptive photos are attached to public facing records.
	
	

	Conduct testing for Usability, Functionality and Presentability.
	Test your Public Access site thoroughly to ensure that customers are able to confidently and accurately complete transactions with minimal intervention. Ensure that policies and instructions are clearly communicated throughout.
	
	

	League Scheduling

	Complete entry of League and Tournament records.
	Enter remaining League and Tournament records (and associated Activity records) where applicable, including no play dates, contacts, teams and schedules.
	
	

	Flexible Registration

	Complete entry of Program records.
	Enter remaining Program records as applicable, including extra details, prerequisites, fees, and checklist items. Programs should be created with a status of “Tentative” and only opened when ready for customer registration.
	
	


Stakeholders
This section identifies the individual project stakeholders that have an ongoing responsibility with respect to the project and who will be listed with our Support Department.  This list will also constitute a foundation for building a more comprehensive list of stakeholders within a project Communication Plan (an optional ActiveNet Implementation Planning Tool).
	Stakeholder
	Roles and Responsibilities
	Contact Information

	List name followed by position title.
	Project Sponsor
	List office number and email address.

	
	Project Manager
	

	
	Primary System Administrator
	

	
	Secondary System Administrator
	

	
	IT Administrator
	

	
	Web Administrator
	

	
	Administrative Manager
	

	
	Customer Service Manager
	

	
	Retail Manager
	

	
	Facilities Supervisor
	

	
	Activities Programmer
	

	
	Athletics Supervisor
	

	
	Memberships Manager
	

	
	Finance Auditor
	

	
	Finance Director
	


Deliverables

This section defines the key verifiable products, results or capabilities that are recommended for completion by the project team in order to help realize its stated goals and objectives.  The deliverables list for the project includes the following items:

	Deliverable
	Description
	Owner(s)

	Goal Assessment
	Identification of project objectives and measurement benchmarks.
	

	Risk Assessment
	Identification of project risks and mitigation strategies.
	

	Project Plan
	Overview of project timelines and scheduling of milestones.
	

	Communication Plan
	Overview of communication needs identified for stakeholders.
	

	Marketing Plan
	Overview of marketing-related project activities.
	

	Training Plan
	Overview of employee training activities required for Go-Live.
	


Schedule

This section outlines how the various project phases will be ordered, what deliverables will be produced, the assignment of owners, and the due date for each. It illustrates the dependencies of the project and should be referred to when planning and managing the various phases of the project.
No items should be marked as complete unless it was achieved during the implementation and the client agreed to it.  In fact, very few of these measures will have been achieved after the 1st or 2nd week of implementation.  If assigned to a project spanning multiple and separate timeframes, items can be retained from prior Implementation Reviews and added to subsequent reviews.  The status of these line items may therefore change throughout an implementation.
	Milestone
	Date Due
	Deliverables
	Status

	Project Planning Documentation
	List assigned date due.
	This column cross references the client deliverables identified in the previous section.
	List name followed by status (Not Started, In Progress, Awaiting Confirmation, or Complete).

	General Settings Configuration and Training
	
	
	

	Facility Reservation Configuration and Training
	
	
	

	Activity Registration Configuration and Training
	
	
	

	Public Access Configuration and Training
	
	
	

	Point of Sale Configuration and Training
	
	
	

	Membership Registration Configuration and Training
	
	
	

	League Scheduling Configuration and Training
	
	
	

	Flexible Registration Configuration and Training
	
	
	

	Introduction to ActiveNet Support
	
	
	

	Data Audit and Test
	
	
	

	Business Case Test
	
	
	

	Upload Customer Data
	
	
	

	Staff Training
	
	
	

	Focus Group Test
	
	
	

	Marketing Campaign
	
	
	

	Opening Day Dry Run
	
	
	

	Soft Launch
	
	
	

	Go-Live for Primary Modules
	
	
	

	Go-Live for Secondary Modules
	
	
	

	Go-Live for Public Access
	
	
	


Appendix 1 – Recommended Refresher Training

The purpose of formal refresher training is to educate System Administrators and Functional Managers on the latest functionality within ActiveNet, as well as skill refinement and application of best practices.  Refresher training can also be very useful during periods of employee turnover or changes in responsibilities.  Based on observations made during implementation as well as prior conversations with you and your staff, the following recommendations are provided.
Based on observations made during the implementation and after discussion with the Client, list the recommended refresher training topics for at least 6 months post Go-Live:

	Module
	Functional Area(s)
	Timeframe and Frequency

	General Settings
	List specific tasks within the module to be addressed.
	List recommendation for date of first refresher as well as ongoing frequency.

	Resource Reservations
	
	

	Activity Registrations
	
	

	Flexible Registrations
	
	

	League Scheduling
	
	

	Point of Sale
	
	

	Membership Registrations
	
	

	Public Access
	
	


Appendix 2 – Feature Requests

During your implementation, a number of Bugs and/or Enhancement Requests were identified and submitted for further action by our product development team.  A consolidated list is provided below for your reference and follow-up.  Please contact support as directed to obtain status updates as necessary.
List all Bugs and Enhancement Requests entered into JIRA on behalf of the Client for future follow-up:

	Key Number
	Description
	Follow-Up Date

	Provide the JIRA Key Number of the Bug/ER.
	Provide the Title of the Bug/ER, copied verbatim from the JIRA entry.
	Provide the recommended date for follow-up by the Client.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix 3 – Business Process Flows (BPRs Only)
A business process flow defines the sequence of actions that are required to handle a procedure at your organization. These are important tools for the improvement of processes, as they help identify their various elements and illustrate the interrelationships among the various steps. During your consultation, a number of key business process flows were identified and these are listed below for ongoing reference.
Process 1: <NAME>
	ID
	Name
	Actions

	Enter a number for each step.
	Enter a name for each step of the process.
	Provide a complete description of actions that are executed when completing each step.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix 4 – Needs Analysis (NAs Only)

Needs analysis is a systematic process that develops an accurate understanding of weaknesses in business processes.  This understanding is used to set and prioritize goals, plan, and allocate resources for adoption of the ActiveNet solution.  During your consultation, a number of key business needs were identified and these are listed below for ongoing reference.
	Name
	Priority
	Description

	Enter the name of the identified need.
	Enter a priority level.
	Provide a detailed description for each identified need.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Priority Reference Legend:
1: Critical (prevents use of primary functionality)

2: Major (significant loss of functionality)

3: Minor (minor loss of functionality)

4: Trivial (cosmetic issue not affecting functionality)
�
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