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Project Implementation Phases


Yellow Star indicates where we are on the timeline

Agenda:
1. Introduce training approach 
2. [bookmark: _GoBack]Review information below and finalize two trainers for each training session

	Training Session Logistics
	Work Instructions/Training Sessions - Trainers per Session	 

	(Insert Training Session Title)
 mm/dd/yyyy – mm/dd/yyyy 

Trainer(s)
· Insert Trainer Name

Type of Training
· Ex. Live in TEST environment - Walk through work instruction - Screen will be the DEV environment with each step from work instruction
· Work Instruction/Simulation

Prep Work
· Ex. Veronica: Reset their passwords and make sure they have correct system access
· Name: Task to be complete

Prep for session (update steps based on Type of Training and materials needed)
· Plan time to print work instructions/training materials before session 
· Print the work instructions and bring to session
· Provide basic PowerPoint with basic intro 
· Trainer review PowerPoint and add material to enhance
· Trainer walk thru the work instruction in TEST environment prior to the training session
· Trainer know your log in and password
· Trainers – please PowerPoint to your shared drive and bring on an USB.

Training Session Flow (update steps based on Type of Training and materials needed)
· Basic PowerPoint is showing the first slide on the screen as attendees enter the room:
· Trainer will assist users with logging on to the computer. 
· The trainer will provide your test user log in
· Introduce the session
· We’re going to talk about X topic and here’s the t code – You do this when you…
· Trainer “I will project each step on the big screen.”  “You will do each step on your computer.”
· Trainers may want to call out business process changes, but this is not necessary

	Work Instructions covered in this training session
1. Insert Work Instruction or Training Material Title

Training Sessions 
· Insert training session Date and Time for each class


	(Insert Training Session Title)
 mm/dd/yyyy – mm/dd/yyyy 

Trainer(s)
· Insert Trainer Name

Type of Training
· Ex. Live in TEST environment - Walk through work instruction - Screen will be the TEST environment with each step from work instruction
· Work Instruction/Simulation

Prep Work
· Ex. Veronica: Reset their passwords and make sure they have correct system access
· Name: Task to be complete

Prep for session (update steps based on Type of Training and materials needed)
· Plan time to print work instructions/training materials before session 
· Print the work instructions and bring to session
· Provide basic PowerPoint with basic intro 
· Trainer review PowerPoint and add material to enhance
· Trainer walk thru the work instruction in TEST environment prior to the training session
· Trainer know your log in and password
· Trainers – please PowerPoint to your shared drive and bring on an USB.

Training Session Flow (update steps based on Type of Training and materials needed)
· Basic PowerPoint is showing the first slide on the screen as attendees enter the room:
· Trainer will assist users with logging on to the computer. 
· The trainer will provide your test user log in
· Introduce the session
· We’re going to talk about X topic and here’s the t code – You do this when you…
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· Trainers may want to call out business process changes, but this is not necessary

	Work Instructions covered in this training session
2. Insert Work Instruction or Training Material Title
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