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Introduction 
The Implementation Planning Application organizes four major areas of a typical MIS 
implementation. 
 
The first is a simplified project planning and reporting tool. This tool utilizes a two level design to 
identify project milestones and their completion in the project. The second module organizes the 
system’s documentation so that it can be used in training and easy method of categorizing specialty 
procedures that are creation on site.  Third, the application organizes training sessions and creates 
the documentation necessary to run a training program. Finally, an issues section is used to 
document, assign and track implementation problems as they occur along with their resolutions.  
 

The program utilizes Microsoft Access 2007 as the base platform for deployment. If the Customized 
version is utilized, the location will need to purchase Microsoft Access 2007 before implementation. 
Otherwise, a Runtime version is installed on the systems server. All navigation tools, keyboard 
shortcuts and search features associated with Microsoft products are available in the program. In 
addition to these navigation tools, the program contains navigation buttons located at the top of 
each appropriate screen. 

 

 

 

 

                            
The normal Microsoft Access Navigation tool bar also applies to the record fields  

 
Open screens and reports are displayed as tabs at the top of the program. One can navigate 
between open tabs by clicking in the desired tab. The tab control at the far right side is used to close 
open reports. 

 
Run Time deployment is used for ongoing document control and training at the conclusion of the 
implementation.  

Attachment fields are located in various areas 
of the program. There areas allow the user to 
keep multiple files (such as Word documents, 
Excel spreadsheets, etc) with the records. If 
there are attachments saved, an icon will be 
visible in the field.  

By double clicking on the field, the user is taken 
to screen that lists the available attachments 
where the user can select and open the desired 
file, add more files or delete obsolete records. 
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Spell Check- Spell check is available in all text and memo fields by using the F7 button. Be sure 
and highlight the area to check of the program will check all records in the table. 

The program manages Implementation Tasks, Training Materials and Document Control, 
Training Organization and Issue Resolution. A Setup Utility section is used to enter the basic 
implementation and location information along with maintaining common tables and lookup lists. 
Each module is accusable by clicking on the tabs located below the banner.  

 

 

  

Close 
program 
navigation 

Module 
Navigation 

The Refresh 
button updates the 
records on the 
main screen. Use 
this button if 
changes are made 
in Setup Utilities. 
 
Clicking Shift+F9 
will also refresh the 
screen  
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Installation 
 

The program is a standalone application to be installed at a location for use during an 
implementation and for ongoing support.  
 

1. Obtain the Systems_Implementation_App.zip file. Unzip the file onto a convenent loction on the 
computer. 

 
2. Navigate to and click the Setup.exe program 

 
3. At the Welcome screen, click Next. 

 

 
 

4. Check the acceptance check box of the End-User License Agreement and click Next. 
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5. Enter Customer Information and click Next. 
 

 
 

6. Select Typical Setup 
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7. At the Ready to Install screen, click Next and the program will install. 
  

 
 

8. The program will complete the installation with this screen. 
 

 
 

9. After installation, the user will be able to access the program by an icon on the desktop or 
from the program list. 
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Certificate 

A Certificate, or digital signature, is a way to ensure the integrity and origin of data. A digital 
signature provides strong evidence that the data has not been altered since it was signed and it 
confirms the identity of the person or entity who signed the data. This enables the important 
security features of integrity and nonrepudiation, which are essential for secure electronic commerce 
transactions.  

All applications have been thoroughly screened for malicious software. A certificate is provided in the 
Certificate folder located inside the applications folder.  Quality/Information Services and Systems 
certificates are not commercial validated. 

To install the certificate: 

 

1. Navigate to the Certificate folder located in the Implementation Planning folder located 
on the C:\ drive. Double click on the certificate 

 

 
 

2. Click the Install Certificate button. Follow the import screens that apply to the locations 
Windows installation. 
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Note: Certificates install on the local machine and, depending on the users security level, for the 
logged on user only.  Check with the local administrator as to the folder location for the 
import. 
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Setup Utilities 
The Setup Utilities popup is used to record the basic information about the location, training 
materials, and project team members. 
 

 
 

1. Click Setup Utilities button to activate the utilities popup screen. 
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Note: The Members screen is a primary table and must be filled out first.   

2. Click the Add Records at the bottom of the tab. The Member ID will automatically be 
assigned. 

 
3. Enter the members First Name, Last Name and Position (title). 

 
4. Select the Department he or she works in. 

 
5. Enter Office Phone #, Mobile Phone #, and E-Mail address. 

 
6. An Attachment field is available for images or documents if desired. 

 
7. If the team member is removed from the project, check the Terminated check box. 
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Members Resource List 

8. After all of the project members have been entered, click the Member Resource List to 
print out a list of everyone associated with the project and their contact information. 

 
Note: Running any report in the setup utility will close the utility. It is recommended to complete 

the setup and then run the reports.  
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9. Click the Location Information tab at the below the banner. 
 

10. The Locations Information tab has two forms to complete. The first is the location’s general 
information. Complete the Location’s Name and Address information. An Attachment field is 
available for phone lists or direction files that are helpful. 

 
11. Select the Main Project Contact person form the dropdown list. The remainder of the 

information is pulled from the Members table. 
 

 
 

12. Click the Managers List tab and select the locations department Managers. 
 

  

Use the slide bar to view the 
complete record. 
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Managers List report 

 
13.  After selecting all of the managers, click the Managers List report. The report is a reference 

report for the locations managers and their contact information. 
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14. Click the Training Material tab just below the banner. 
 

15. The Training Material tab contains four screens. The first tab, Program Module Section, 
details the different program modules to be taught. 

 

  
 

16. The Training Zones tab lists the different areas in the location that will receive training. This 
may be different from the department list. 
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17. The Training Location tab lists all of the on-site rooms that will be used for training. 
 

 
 

18. The final tab, Document Templates, contains any preloaded templates the implementation 
team needs to develop documentation on-site and keep a consistent format.  
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Issues 
 
The Issues tab contains the priorities that the entries will depend on for sorting. The system is 
preloaded with  
 

• Critical – This priority is the highest. Issues with this are considered system threatening and 
must be resolved as soon as possible. 

 
• High – This issue is very important to the implementation and must be resolved before the 

implementation can progress. 
 

 
• Moderate – This issue category is used for issues that will not delay go-live but must be 

resolved at the earile4st possible date. 
 

• Low – These are issues that are noted in the software but are not important enough to delay 
a go-live implementation. These issues may be addressed in a later version. 
 

 
• Enhancement- These are items that were noted during the implementation that are not a 

part of the current program but would enhance it performance. These may take the form of a 
specialized program or later upgrade suggestions.  
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Implementation Tasks Module 
 

The Implementation Task tab is used to list all of the major milestones and their subordinate sub 
tasks. The screen allows the project planned to list the components and to track their progress. 
 

1. Click the Add Record button at the bottom of the screen. Enter the number of the major 
task in the Order field. If the project manager needs to rearrange the tasks, this field is 
changeable. 

  

 
 
 
  

Only numbers will be accepted 
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2. Enter the Task Name, the task Start Date, Start Time (optional), End Date, End Time 
(optional), select the person responsible in the Member Assigned field and any Notes 
associated with the tasks.   

 
Note: The End Date is the projected completion date for the task. The true completion date is 

entered in the Completion Date field for later comparison. 
 

 
 
 
 
 
 

3. Click the plus sign beside the Order field to activate the sub section. 
  

Use the slide bar to view the 
remaining records 
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4. Enter a Task Letter. This field is changeable if the sub-tasks need to be re-ordered. 
 

5. The remainder of the sub-task record is that same as the major task record. Complete all of 
the fields.   

 

 
 
 
 

6. Continue entering tasks and sub-tasks until the entire project is outlined. 
 
As tasks and sub-tasks are completed, the project manager designates its status by checking the 
Task Complete checkbox and enters the Completion Date in the sub-task or task record. 
 

 
  

Only one letter will be accepted here 

Do not check the 
Task complete 
check box for the 
task until all sub-
tasks have been 
checked.  
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Implementation Tasks Reports 
 
The module contains four reports that detail different aspect of the project. Click the 
Implementation Task Reports button to bring up the menu. 
 

 
 
Note: Each report can be emailed by clicking on the reports email version. The report is output as a 

.PDF file and place in an email dialog box. Select the recipient and click Send. 
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Implementation Project Plan 

 
The report displays all the information entered for the entire project.  
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Project Status Report 

 
The Project Status Report reports tasks and sub-tasks by their completion status as designated by 
the Completion check box. The report will ask the user for the desired status. Enter “Yes” for 
completed tasks and “No’ for uncompleted tasks and then click OK. 
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Project Status by Resource 

 
The Project Status by Resource Report displays all tasks sorted by the assigned team member. 
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Resource Status Report 

The Resource Status Report displays project assignments and their status by team member. The 
report will request the team member ID and then display the information for that member. 
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Training Materials and Document Control Module 
 
The Training Materials and Document Control module is designed to organize the manuals and 
individual procedures that are used to teach a program. The application can keep up with material 
version. Further, the program links the files to specific training classes. Material can be preloaded 
before the project starts or written “on the fly” as needs arise. Procedure and training material 
templates can be preloaded or stored in the attachment field located in Setup Utilities | Training 
Materials | Document Templates | Attachments.  
 
Note: After the project has been completed, this module can continue to serve as a material library 

and as a document control tool for future procedures and training. 
 

 
  

Attachment fields are used 
to link specific material 
versions to class numbers. 
Double click on the icon to 
bring up the document. 

Navigation buttons used to 
move from record to 
record, add material, 
delete material or search 
for material. 

A duplicate 
of a 
document 
setting can 
be made. 
Within a 
record, click 
Duplicate 
Record 
button, 
change DNC 
and title. 
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Creating a new document.  
 

1. Click the Add Record button. 
 

 
 

2. Enter the Document Control Number (DCN). The convention is two letters that represent 
the Programs module (JM=Job Management, SA= Systems Administration, SH=Shipping, 
ES= Estimating, etc.) and four numbers that are next in the sequence. The numbers are all 
zeros for section manuals. 

 
Note: The application will not accept duplicate DCN. If Duplicate Record button is used, the DNC 

and title must be changed before the record can be saved. 
 

3. Enter the program’s version number in the Current Version # field. 
 

4. Enter the name of the document in Document Title. 
 

5. From the dropdown lists, select the Module Section that the document applies to and the 
main training audience in the Training Zone field. 

 
6. If the document is written on-site, select a Document Status (Approved or Processing) and 

the Approval Agent. 
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7. Tab to the History section 
 

8. Enter the Revision #. The Class # and Revision Date will automatically be populated. 
 
Note: The Class number will be used later to build a training class. 
 

9. Double click in the Document Attachment Field and link the document to the record. 
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A Materials List report detailing all of the items available for use in the project is accessible by 
clicking the Material List button.  
  

If a manual or procedure is removed from service, a record of it 
being used is kept in the application. Navigate to the document and 
check the Out of Service checkbox and record the date 
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Materials List Report 

The Materials List Report details all of the training material under document control by program 
section. A total count of material items is provided at the end. 
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Training Organization Module 
 
The training organization module allows the project manager to build training classes around the 
desired module and training material. The program assigns individuals to classes and produces the 
forms necessary for a class. 
 
The program can schedule multiple sessions for the same material. 
 

 
 

1. Click the Add Record button. 
 

2. Select or enter the desired class number from the Training Materials tab in the Class ID field. 
 

3. Select the class Instructor from the dropdown list. 
 

4. Select or enter the Training Date, Start Time, Time Requirements, Training Location 
and Department. 
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5. Tab to the Attendees section and select the members who will attend the session from the 
Members dropdown list. 

 

 
 

6. If several sessions are going to be held for the same material, copy the class by clicking the 
Duplicate Records button and change the relevant data. 

 
7. Once the class has successfully been held, the Session Complete check box is checked. 

 
 
  

Duplicate 
Records 
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8. After building the class, click the Training Reports button to bring up the reports menu. 
From here the user can select the desired reports.  

 

 
 
Note: Each report can be emailed by clicking on the reports email version. The report is output as a 

.PDF file and place in an email dialog box. Select the recipient and click Send. 
 
 
 
 
  

Training material 
for the displayed 
class is available 
from this 
attachment field. 
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Class Roster 

The Class Roster is a report showing all of the training details can 
be handed to the instructor. This report can then be used by the 
instructor to make sure of who is suppose to be in their sessions 
and if they attended. 

 

 

 
 
 
 
 
 
 
 
  

Checkboxes to signify that the 
person attended the session 

Contact information for each 
person assigned to the class 
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Training Sign-off Sheets 

 
The program also produces a course sign-off sheet for each 
participant. The purpose of the sheet is to verify in writing that 
the person attended the session and understood the material 
Presented. Click Sign-off Sheets button in Reports prior to 
the session. 
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Sessions Report 

 
The Sessions report displays all of the classes that were scheduled 
by date and time and the members that are scheduled to attend. It 
also reports if the class has been completed.  
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Individual’s Training Report 

The Individual’s Training Report details all of the sessions that an individual has been scheduled to 
attend or has attended. The report pulls information by the member’s ID.  
 

 
 
 

 
  

The member’s ID can be found in the 
Attendee’s section of any training 
session or from the Member 
Resource List report in Setup 
Utilities 
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Implementation Issues Module 
During a deployment, problems may arise that have to be resolved before the implementation can 
progress or be completed to everyone’s satisfaction. The Implementation Issues module is used to 
record the issue’s details, assign a priority and the solution arrived at to correct the problem. 
 

 
 
Note: For privacy reasons, the example issues listed are for verbiage only and do not represent 

implementation issues. 
 

1. Click Add Record. 
 

2. An Issue ID is automatically entered. Select the person initiated the issue in the Entered By 
field. 

 
Note: The Date Entered will default to today. Change the date if necessary. 
 

3. Enter a description of the issue in the Describe issue in detail field. Include all relevant 
information about the module, nature of the problem; any reports are affected by the 
problem. 

 
Note: Include as much detail as possible about the steps taken prior to the problem being 

discovered. The issue will have to be duplicated before it can be fixed. 
 
  



 

Quality/Information Services and Systems  Page | 39 
 

 
 

4. Select a Priority for the issue.  
 
 
 
 
 
 
Note: Prior to the project beginning, the team will need to determine the definition of the priories for 

this implementation. The priorities are used as a sorting tool by all of the reports. See Setup 
Utilities for the pre-loaded definitions. 

 
5. Assign the issue to a team member and select a date the problem is to be resolved by. 

 

 
 

6. When the problem is resolved, a detailed description of the solution is entered along with the 
date the solution was completed in the appropriate fields. The Issue Resolved checkbox is 
checked. 
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Issues Reports 
 
Four reports are available to track issues within the program. Click the Issues Reports button to 
access the menu. 
 

 
 
Note: Each report can be emailed by clicking on the reports email version. The report is output as a 

.PDF file and place in an email dialog box. Select the recipient and click Send. 
 
 
 
  



 

Quality/Information Services and Systems  Page | 41 
 

Issues List Report 

The Issues list returns all issues entered into the system and is used as an overview of the problems. 
The data is sorted by priority.  
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Issues Resolution Status Report 

The Implementation Issues Resolution Status Report returns issues by their resolution status and 
asks a Yes/No question. The data is sorted by priority. 
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Issues Assignment Report  

The Implementation Issues Assignment Report displays the issues assigned to team members. When 
clicked, the report asks for the assigned members ID. The report then returns all issues assigned to 
the member. The report is further sorted by priority and date the problem was suppose to be 
resolved.  
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Issues Over Due Report 

The Implementation Issues Over Due report returns the issues that have passed their Issue to be 
resolved by date. The report is further sorted by priority and date the problem was suppose to be 
resolved. 
 

 


