GSFC Rollout Checklist

Activity
Completion Date
Remarks

March – April 12



Begin Communications and Marketing Activities



Develop and Implement a more detailed transition plan



Engage the Implementation Support Team (IST)



April 15 (2 Months before Rollout)



Identify necessary changes to your Center’s business processes and workflows



Identify PDM users to obtain system logon IDs



Continue IST engagement – to report on activities



Continue communications and marketing activities



Identify and schedule training facilities



May 20 (1 Month before Rollout)



Accelerate/Expand communications and marketing activities



Identify Center-specific reporting/access requirements



June 3 (2 Weeks before Rollout)



Certify test readiness



Run test cases



June 10 (1 Week before Rollout)



Prepare Center IT staff for rollout



Deliver Demos and pre-briefs for Center HR staff



Complete readiness checklist



June 17 (Center Rollout)



Validate desktop internet access and browser versions



Three days of training for Center HR staff and identified supervisors/managers



Continue communications and marketing



Implement business process/workflow changes previously identified



Certify operational readiness



June 25 to 3 Weeks after Rollout



Report issues/concerns



HQ/IG Rollout Checklist

Activity
Completion Date
Remarks

March – April



Begin Communications and Marketing Activities



Develop and Implement a more detailed transition plan



Engage the Implementation Support Team (IST)



May 1 (2 Months before Rollout)



Identify necessary changes to your Center’s business processes and workflows



Identify PDM users to obtain system logon IDs



Continue IST engagement – to report on activities



Continue communications and marketing activities



Identify and schedule training facilities



June 3 (1 Month before Rollout)



Accelerate/Expand communications and marketing activities



Identify Center-specific reporting/access requirements



June 24 (1 Week before Rollout)



Prepare Center IT staff for rollout



Deliver Demos and pre-briefs for Center HR staff



Complete readiness checklist



July 1 (Center Rollout)



Validate desktop internet access and browser versions



Three days of training for Center HR staff and identified supervisors/managers



Continue communications and marketing



Implement business process/workflow changes previously identified



Certify test readiness



Run test cases



Certify operational readiness



July 9 to 3 Weeks after Rollout



Report issues/concerns



GRC Rollout Checklist

Activity
Completion Date
Remarks

March – April



Begin Communications and Marketing Activities



Develop and Implement a more detailed transition plan



Engage the Implementation Support Team (IST)



May 6 (2 Months before Rollout)



Identify necessary changes to your Center’s business processes and workflows



Identify PDM users to obtain system logon IDs



Continue IST engagement – to report on activities



Continue communications and marketing activities



Identify and schedule training facilities



June 10 (1 Month before Rollout)



Accelerate/Expand communications and marketing activities



Identify Center-specific reporting/access requirements



July 1 (1 Week before Rollout)



Prepare Center IT staff for rollout



Deliver Demos and pre-briefs for Center HR staff



Complete readiness checklist



July 8 (Center Rollout)



Validate desktop internet access and browser versions



Three days of training for Center HR staff and identified supervisors/managers



Continue communications and marketing



Implement business process/workflow changes previously identified



Certify test readiness



Run test cases



Certify operational readiness



July 15 to 3 Weeks after Rollout



Report issues/concerns



SSC Rollout Checklist

Activity
Completion Date
Remarks

March – May 10



Begin Communications and Marketing Activities



Develop and Implement a more detailed transition plan



Engage the Implementation Support Team (IST)



May 13 (2 Months before Rollout)



Identify necessary changes to your Center’s business processes and workflows



Identify PDM users to obtain system logon IDs



Continue IST engagement – to report on activities



Continue communications and marketing activities



Identify and schedule training facilities



June 17 (1 Month before Rollout)



Accelerate/Expand communications and marketing activities



Identify Center-specific reporting/access requirements



July 8 (1 Week before Rollout)



Prepare Center IT staff for rollout



Deliver Demos and pre-briefs for Center HR staff



Complete readiness checklist



July 15 (Center Rollout)



Validate desktop internet access and browser versions



Three days of training for Center HR staff and identified supervisors/managers



Continue communications and marketing



Implement business process/workflow changes previously identified



Certify test readiness



Run test cases



Certify operational readiness



July 22 to 3 Weeks after Rollout



Report issues/concerns



LaRC Rollout Checklist

Activity
Completion Date
Remarks

March – May 17



Begin Communications and Marketing Activities



Develop and Implement a more detailed transition plan



Engage the Implementation Support Team (IST)



May 22 (2 Months before Rollout)



Identify necessary changes to your Center’s business processes and workflows



Identify PDM users to obtain system logon IDs



Continue IST engagement – to report on activities



Continue communications and marketing activities



Identify and schedule training facilities



June 24 (1 Month before Rollout)



Accelerate/Expand communications and marketing activities



Identify Center-specific reporting/access requirements



July 15 (1 Week before Rollout)



Prepare Center IT staff for rollout



Deliver Demos and pre-briefs for Center HR staff



Complete readiness checklist



July 22 (Center Rollout)



Validate desktop internet access and browser versions



Three days of training for Center HR staff and identified supervisors/managers



Continue communications and marketing



Implement business process/workflow changes previously identified



Certify test readiness



Run test cases



Certify operational readiness



July 29 to 3 Weeks after Rollout



Report issues/concerns



MSFC Rollout Checklist

Activity
Completion Date
Remarks

March – May 24



Begin Communications and Marketing Activities



Develop and Implement a more detailed transition plan



Engage the Implementation Support Team (IST)



May 27 (2 Months before Rollout)



Identify necessary changes to your Center’s business processes and workflows



Identify PDM users to obtain system logon IDs



Continue IST engagement – to report on activities



Continue communications and marketing activities



Identify and schedule training facilities



June 24 (1 Month before Rollout)



Accelerate/Expand communications and marketing activities



Identify Center-specific reporting/access requirements



July 22 (1 Week before Rollout)



Prepare Center IT staff for rollout



Deliver Demos and pre-briefs for Center HR staff



Complete readiness checklist



July 29 (Center Rollout)



Validate desktop internet access and browser versions



Three days of training for Center HR staff and identified supervisors/managers



Continue communications and marketing



Implement business process/workflow changes previously identified



Certify test readiness



Run test cases



Certify operational readiness



August 5 to 3 Weeks after Rollout



Report issues/concerns



KSC Rollout Checklist

Activity
Completion Date
Remarks

March – May



Begin Communications and Marketing Activities



Develop and Implement a more detailed transition plan



Engage the Implementation Support Team (IST)



June 3 (2 Months before Rollout)



Identify necessary changes to your Center’s business processes and workflows



Identify PDM users to obtain system logon IDs



Continue IST engagement – to report on activities



Continue communications and marketing activities



Identify and schedule training facilities



July 1 (1 Month before Rollout)



Accelerate/Expand communications and marketing activities



Identify Center-specific reporting/access requirements



July 29 (1 Week before Rollout)



Prepare Center IT staff for rollout



Deliver Demos and pre-briefs for Center HR staff



Complete readiness checklist



August 5 (Center Rollout)



Validate desktop internet access and browser versions



Three days of training for Center HR staff and identified supervisors/managers



Continue communications and marketing



Implement business process/workflow changes previously identified



Certify test readiness



Run test cases



Certify operational readiness



August 12 to 3 Weeks after Rollout



Report issues/concerns



ARC Rollout Checklist

Activity
Completion Date
Remarks

March – June 7



Begin Communications and Marketing Activities



Develop and Implement a more detailed transition plan



Engage the Implementation Support Team (IST)



June 10 (2 Months before Rollout)



Identify necessary changes to your Center’s business processes and workflows



Identify PDM users to obtain system logon IDs



Continue IST engagement – to report on activities



Continue communications and marketing activities



Identify and schedule training facilities



July 15 (1 Month before Rollout)



Accelerate/Expand communications and marketing activities



Identify Center-specific reporting/access requirements



August 5 (1 Week before Rollout)



Prepare Center IT staff for rollout



Deliver Demos and pre-briefs for Center HR staff



Complete readiness checklist



August 12 (Center Rollout)



Validate desktop internet access and browser versions



Three days of training for Center HR staff and identified supervisors/managers



Continue communications and marketing



Implement business process/workflow changes previously identified



Certify test readiness



Run test cases



Certify operational readiness



August 19 to 3 Weeks after Rollout



Report issues/concerns



JSC Rollout Checklist

Activity
Completion Date
Remarks

March – June 14



Begin Communications and Marketing Activities



Develop and Implement a more detailed transition plan



Engage the Implementation Support Team (IST)



June 17 (2 Months before Rollout)



Identify necessary changes to your Center’s business processes and workflows



Identify PDM users to obtain system logon IDs



Continue IST engagement – to report on activities



Continue communications and marketing activities



Identify and schedule training facilities



July 22 (1 Month before Rollout)



Accelerate/Expand communications and marketing activities



Identify Center-specific reporting/access requirements



August 12 (1 Week before Rollout)



Prepare Center IT staff for rollout



Deliver Demos and pre-briefs for Center HR staff



Complete readiness checklist



August 19 (Center Rollout)



Validate desktop internet access and browser versions



Three days of training for Center HR staff and identified supervisors/managers



Continue communications and marketing



Implement business process/workflow changes previously identified



Certify test readiness



Run test cases



Certify operational readiness



August 26 to 3 Weeks after Rollout



Report issues/concerns



DFRC Rollout Checklist

Activity
Completion Date
Remarks

March – June 21



Begin Communications and Marketing Activities



Develop and Implement a more detailed transition plan



Engage the Implementation Support Team (IST)



June 24 (2 Months before Rollout)



Identify necessary changes to your Center’s business processes and workflows



Identify PDM users to obtain system logon IDs



Continue IST engagement – to report on activities



Continue communications and marketing activities



Identify and schedule training facilities



July 29 (1 Month before Rollout)



Accelerate/Expand communications and marketing activities



Identify Center-specific reporting/access requirements



August 19 (1 Week before Rollout)



Prepare Center IT staff for rollout



Deliver Demos and pre-briefs for Center HR staff



Complete readiness checklist



August 26 (Center Rollout)



Validate desktop internet access and browser versions



Three days of training for Center HR staff and identified supervisors/managers



Continue communications and marketing



Implement business process/workflow changes previously identified



Certify test readiness



Run test cases



Certify operational readiness



September 2 to 3 Weeks after Rollout



Report issues/concerns



NOTE:  Activities in BOLD ITALICS are critical and must be completed to ensure a successful and timely rollout.  If you encounter problems in meeting the checklist schedule, please contact Keith Lowe at (301) 286-0464 or at kplowe@pop100.gsfc.nasa.gov


