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Project Implementation Phases

Yellow Star indicates where we are on the timeline

[bookmark: _GoBack]Trainers/ Super Users Needed for (Insert Project Name) – New Functionality Testing & Redesigned Role/System Access Testing
In response to user’s request to have as much exposure to the new (Insert Project Name) screens and processes, we are opening up our systems for SME/Super User testing, work instruction development, and trainers.  This will provide users the opportunity to test business process scenarios in the test system as well as prepare training material and expose SME/Super Users/Trainers to the system so they can develop the expertise that will be beneficial at go-live.  

· SME/Super Users/Trainers should:
· Have a strong understanding of existing business processes 
· (Insert few key business processes)
· Good command of old system (Insert Name)
· In depth understanding of their department’s business process and specialty areas (e.g. assets, projects, timekeeping, etc.)

· Department X will conduct an introduction session for SME/Super User/Trainers and assistance will be needed part-time thru Go-Live mm/dd/yyyy for: 
· Testing of (Insert Project Name)
· Work Instruction development 
· Training needs for Go-Live and Post Go-Live

How to Start Testing (Update Steps below with detailed information)
1. Get access to test site, receive link or path to testing 
2. User name and password will be provided to test users
3. Super User Test Scripts will be provided by the project team and should be used to track testing results.  
· Test as many of the scenarios on these scripts as possible.  You should indicate pass/fail for each scenario and insert comments as necessary for questions or issues you encounter while testing.  Email the project team with questions/issues.  You are in a TEST environment, some things to note:
· Always logoff of Production before beginning testing
· Add additional information as needed
· The TEST environment is similar to Production, data will not be real time or current  
· You can post, run transactions, view reports, etc. as needed based testing
· If you have any issues accessing functionality that you normally access, email the project team
· The system may look a little different, but generally all of the same icons and navigation is the same

Testing in (Insert Project Name):
· Estimated effort is X hours per week from mm/dd/yyyy – mm/dd/yyyy (X weeks)
· Testing categories are detailed below: (instructions will need to be updated per project)
· Describe the type of test scripts that will be used
· Provide a brief description of the type of test scripts/scenarios SMEs/Super Users will be testing
· Add any screen shots to illustrate the instructions
· Describe how to use the test scripts
· Indicate the how you want the SMEs/Super Users to document their testing (i.e., comments, pass/fail, etc.)
· List any specific information SME/Super Users need to use for testing 
· Cost center
· Approvers
Testing Category Example: Remove example before Kick Off Meeting
1. Shopping Carts (Requisitioner Role in Test Script):
· Description of Test Scenario: Include a brief summary of what you are testing, e.g. Created shopping cart for cost center 310101 to contractual services. 
· Document number: Use the shopping cart or PO number created during test scenario
· Pass/Fail: Indicate as Pass or Fail
· Comments/Issues: Insert comments as needed
2. Preferred Cost Centers to test with (approvers set up already):
· Parks & Rec CCs, starting with – 310, for example 310101
· Legal CCs – starting with 120, for example 120101
· DSAP CCs – starting with 460, for example 460101
3. Shopping Cart Approvals
· Will be completed by ERP – Notify Veronica Schornack/Kimberly Wolfe with SC#
· Other approvers…
· Yvonne Valencia
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Work Instructions (WI): 
Estimated effort is X hours per week from mm/dd/yyyy – mm/dd/yyyy (X weeks)

Existing work instructions/training material for (Insert system name) will be used as a guide in testing the new system as they cover a wide array of scenarios that will be needed for training and user acceptance testing.

· Work instruction listing (new and existing) – Need volunteers for each WI 

	Work Instruction 
	New or Existing?
	Super User Assignments
	Type


	Example: Blanket Valuated Purchase Order - Create (SRM) SC
	Existing
	Lisa LeMar
Josh Castellano
Joann* (started) 
	Shopping Cart

	Example: Service Entry_Create (SRM) – Non Valuated Limit
Service Entry Sheet – Valuated Limit – Josh, Lisa
Service Entry Sheet -  Standard – Lisa
	New
	Monica Aragon
Jennifer Perez
Nichole Candelaria
	Goods Receipts/Service Entry Sheets



Training: 
Estimated effort is X hours per week from mm/dd/yyyy – mm/dd/yyyy (X weeks)

Need Super Users to conduct End User Classroom Training sessions.  Trainers should…
· Have a strong understanding of existing business processes 
· Have good command of the system, which will be obtained through testing and work instruction development
· Have in depth knowledge of departmental processes and specialty areas such as (Insert special areas)  
· Be willing to conduct classroom style training for classes of approximately 15-20 people

	Training Session
	Trainer(s) and Develop Work Instruction
	Target Audience for Training


	Example: Shopping Carts creation
	Insert Names Here
	Requisitioners
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