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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.

Add Delete First Previous Next Last Search Save Undo
Record | Record Record | Record Record | Record Records Record | Record

Dueate | Ly ﬁ‘\| |\ | /| m E |‘ﬁ

Screen

The normal Microsoft Access Navigation tool bar also applies to the record fields
| Record: 4 < 10f263  » Mok | U | 'search

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.

GG Systemhnplemntaﬁon.\"{_fﬂ Task Planning 4 ' 3 Issues Assignment | 15 Training_Sessions Q

Implementation Planning Application Demo S,ﬁ,
Utilite s elres App

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

. 3 A Document Templates:
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 arachments el s =
there are attachments saved, an icon will be |Attachments Qoubledick toopen) |
ViSible in the fleld {l  Procedure Manual Template.doc T
k Production Standard Template.doc —
By dOUble C|iCking on the fleld, the user iS taken M Quality Policy manual Template.doc Remove
to screen that lists the available attachments @ Work Instructions Template -Detail.doc Open
where the user can select and open the desired ¢ Werkinstructons Temate -Flonchart doc Save As...
file, add more files or delete obsolete records. Save All..
I oK | Cancel |

Quality/Information Services and Systems Page | 3



N |-
le ’ 'J).,

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.

Refresh

Utilites

Phone: (123) 456-7890 Proj ate: 07/15/200;

Office Phone: (123) 456-7890 Mobile Phone: (123} 456-7890 E-mail: arusch@nowhere.ggm

= Implementatio
Task Reports

Main Contact: Al Rush

Task - | Time Req - | Start Date - | Start Time - | End Date - End Time - | Assigned To - | Complete/ |Completion Date - Notes
Module hplementation and 24 07/15/2009 7:00:00 AM 07/21/2009 1:00:00 PM Al Rush 07/21/2009 Test Notes
. . level planning
NaV|gat|on 95 07/22/2009 07/29/2009 Sue Peters
+ 3.0 GAP Review 120 07/29/2009 08/11/2009 Burt Tem The Refresh
Close
¥ 40 Reportspecification and 32 08/18/2009 08/21/2009 andrecd  button UpdateS the
development-IN I’eCOI'dS on the program
¥ 50 Convert and Load Data 3 08,/24/2009 08/24/2009 Al Rush . na.Vi ation
main screen. Use g
+ 6.0  Automated Data Migration 48 08/24/2009 09/02,/2009 Sue Peter| thlS buttOI"I If
+« 7.0  Dataneeded for 3z 09,/02/2009 09/09,/2009 Burt Tem changes are made
Estimating standards B N
£ in Setup Utilities.
% B0 Otherdata 32 09,/09/2009 09/16/2009 Andre G3 p
¥ 9.0 Manual Table Loading 104 09/16/2009 7:00:00 AM 10/02/2009 3:00:00 PM Burt Tem H H H jor componant. Inform Pr
Clicking Shift+F9 [ oreorets
% 10.0 On-site Training 200 11/02/2009 7:00:00 AM 11/06/2009 5:00:00 PM Sue Peter] will also refresh the ining must start propmly
screen
*
|Re(ord: L] 1 of 10 P OH b { Search ‘4 | il | 3

@ Copyright 2009, Quality/Information Services and Systems, LLC - All rights Reserved
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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.

ﬁ Implementation Planning 1.0.3 Setup @

Welcome to the
Implementation Planning
1.0.3 Setup Wizard

o
The Setup Wizardwill install Implementation Planning 1.0.3
on your computer. Click Mext to comtinue or Cancel to exit
the Setup Wizard .- el

[omexts | [ Cancel ]

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

ﬁ‘;‘ Implementation Planning 1.0.3 License Agreement @

End-User License Agreement

Please read the following license agreement carefully

END-USER LICENSE AGREEMENT

IMPORTANT-READ CAREFULLY: This End-User License
Agreement ("EULA™) is a legal agreement between you and
Quality/Information Services and Systems that covers all
Access, Access Runtime, open office templates or
spreadsheets {("TEMPLATES") made by Quality/Information

and Servires and Swvstems Ry canwvinn downloadinn

(@) ] accept the terms in the License Agreement

(7)1 do not accept the terms in the License Agreement

[ < Back ][ MNext = ] [ Cancel

b
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5. Enter Customer Information and click Next.

:ﬁ! Implementation Planning 1.0.3 Setup

Customer Information

Please enter your customer information

User Mame:
|m

Qrganization:

<Back || Mext> | | Cancel

6. Select Typical Setup

ﬁ! Implementation Planning 1.0.3 Setup

Choose Setup Type
Choose the setup type that best suits your needs

Typical

Installs the most common program features, Recommended for
most users.

Custom

Allows users to choose which program features will be installed
and where they wil be installed. Recommended for advanced
users.

< Back Mext = Cancel

Quality/Information Services and Systems Page | 6
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7. At the Ready to Install screen, click Next and the program will install.

:ﬁ! Implementation Planning 1.0.3 Setup

Ready to Install
The Setup Wizard is ready to begin the Typical installation

Click Install to begin the installation. If you want to review or change any of your
installation settings, dick Badk. Click Cancel to exit the wizard.

<Back || Instal | | Cancel

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

. ]
Implementation Planning 1.0.3 m—. |

EE Implementation Planning 1.0.3 Setup has completed successfully.

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

S

Implements
Flanning A

Quality/Information Services and Systems Page | 7
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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

‘ Organize =

>

Folders v hlame

M Computer -
fily 05 (C2)
. Corrective Action Demo
. CRXIRZSP2Full
DELL
. doctemp

m

Drivers
. DVD_Firmware
. Garmin

Lean Manufacturing
. logs
Microsoft Press
. M50Cache
. OpenEdge
. perflogs
.. Program Files
. ProgramData

Progress

5 Quality~Infggmation Services and Systerns.cer

Date modified Type Si
07/26/2009 9:00 AM  Security Certificate

()| ¥ EVFeS

1 item

2. Click the Install Certificate button. Follow the import screens that apply to the locations

Windows installation.

Quality/Information Services and Systems
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Certificate ﬁ
. B
General | Details | Certification Path
@ﬁ Certificate Information
This CA Root certificate is not trusted. To enable trust,
install this certificate in the Trusted Root Certification
i Authorities store.
]
| Issued to: Quality Services
|
Issued by: Quality Services
| valid from 01/01/2008 to 01/01/2014
Install Certificate...| | Isgler Statement
Learn more about Eertificate

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.

Quality/Information Services and Systems Page | 9
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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.

a2
Setup
Utilite s

Implementation Planning Application Demo

Implementation Tasks | Training Material and Document Control | Training Organization | Implementation lssues

Location Name: Demo Graphics Phone: (123) 456-7230 Project Start Date: 07/15/2009 — P
mplementation
Main Contact: Al Rush Office Phone: (123) 456-7330 Mobile Phone: (123) 456-7830 E-mail: arusch@nowhere.com = Task Reports
Order: -~ Task - | Time Req . | Start Date . StartTime .  End Date - |End Time - | Assigned To - |Complete ~ |Completion Date Notes
¥ m Pre-Implementation and 24 07/15/2009 7:00:00 AM 07/21/2009 1:00:00 PM Al Rush 07/21/2009 Test Notes
Plant-level planning
+] 20 BHR 96 07/22/2009 07/29/2009 Sue Peters m
% 3.0  GAP Review 120 07/29/2009 08,/11,/2009 Burt Temples B
+ 40  Report specification and 32 08/18/2009 08,/21/2009 Andre Gardner B
development-IN
¥ 50  Convertand Load Data 8 08/24/2009 08,/24/2009 Al Rush [
+ 60  Automated Data Migration 48 08/24/2009 09/02,/2009 Sue Peters B
+ 70 Data needed for 32 09/02,/2009 09,/03,/2009 Burt Temples B
Estimating standards
+ 8.0 Other data 32 09/09/2009 09/16/2009 Andre Gardner B
+ 9.0 Manual Table Loading 104 09/16/2009 7:00:00 AM 10/02/2009 3:00:00 PM Burt Temples B Major componant. Inform Pr|
manager of any delay.
¥ 100 On-site Training 200 11/02/2009 7:00:00 AM 11/06/2009 5:00:00 PM Sue Peters B Training must start propmly
* [
Record: W 10f10  » M b i Search ‘4 | I | >

© Coppright 2009, Quality/Information Services and Systems, LLC - All rights Reserved

1. Click Setup Utilities button to activate the utilities popup screen.
‘PﬂpupUtiIites
Setup Utilities

Team Member Dashboard

Member Setup |
Members i o] SRR EAEEET
Ty First Name: Member ID:
Last Name: Peters 1003
Position: Vice President of Purchasing
Department: Accounting E|
Office Phone: |(123) 456-7890 I~ Terminated
Mobile Phone: |(987) 654-3210
E-Mail: |speters@nowhere.com
Attachment: Member
Resource
List
Record: W 4 40f8 | » M b | ik [lsud

Quality/Information Services and Systems Page | 10
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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 1D 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.

PopuplUtilites

Setup Utilities

Team Members | Location Information | Training Material | Issues

Team Member Dashboard

Member Setup |
Members i ladled PRI N Y26
b First Name: Member ID:
Last Name: Peters 1003

Position: |Vice President of Purchasing
Department: Accounting IEI
Office Phone: (123) 456-7890 ™ Terminated
Mobile Phone: (987) 654-3210

E-Mail: speters@nowhere.com

Member

Attachment:
Resource
List

Record: M 4 4 of8

Quality/Information Services and Systems Page | 11
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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.

Member List Report Print Dete: 07/19/2009 9:30:31 PM
Member ID 1002 Member Name:  Andre Gardner Attachment:
Position: Press Supervisor Department: Sheetfed Press

Office Phone: (123) 456-7890 Mobile Phone: (123) 465-7890 E-Mail: agardner@nowhere.com Terminated []

Member ID 1004 Member Name: Charles Hambert Attachment:
Position: Pressman Department: Web Press

Office Phone: (123) 456-7890 Mobile Phone: (987) 654-3210 E-Mail: chambert@nowhere.com  Terminated

Member ID 1006 Member Name:  Frank Martel Attachment:
Position: Director of Estimating Department: Estimating

Office Phone: (123) 654-9874 Mobile Phone: (123) 564-4789 E-Mail: fmartel@nowhere.com Terminated []

Member ID 1005 Member Name:  Jerry McNeely Attachment:
Position: Vice President of Operations Department: Production Management

Office Phone: (123) 987-4562 Mobile Phone: (123) 987-4560 E-Mail: jmecneely@nowhere.com  Terminated [

Member ID 1003 Member Name:  Sue Peters Attachment:
Position: Vice President of Purchasing Department: Accounting
Office Phone: (123) 456-7890 Mobile Phone: (987) 654-3210 E-Mail: speters@nowhere.com Terminated [
Member ID 1007 Member Name:  Marc Rhodes Attachment:
Position: Director of Customer Services Department: Customer Service

Office Phone: (123) 445-6789 Mobile Phone: (123) 659-8742 E-Mail: mrhodes@nowhere.com Terminated []

Member ID 1001 Member Name: Al Rush Attachment:
Position: Bindery Supervisor Department: Bindery
Office Phone: (123) 456-7890 Mobile Phone: {123) 456-7890 E-Mail: arusch@nowhere.com Terminated [J
Member ID 1000 Member Name:  Burt Temples Attachment:
Position: Implementation Specialist Department: Systems Administration

Office Phone: (770) 123-4567 Mobile Phone: (678) 521-5168 E-Mail: temples5561@comcast.net  Terminated [

~ N o
(:_/) Page 1
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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.

Setup Utilities

Location | Managers List

Location Information | Training Material | Issues

Location Information

State: GA

Location Name: Demo Graphics|
Address: 1234 Courtyard Dr.
City: Anywhere

Attachments:

Zip: 300000
Phone: [(123) 456-7890
Fax: [(987) 654-3210

Main Project Contact:
Position:
Department:

Office Phone:

Mobile Phone:

E-Mail:

Al Rush

Bindery Supervisor
Bindery

(123) 456-7890
(123) 456-7890

arusch@nowhere.com

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

Setup Utilities

Managers List ‘

Location Information | Training Material | Issues

Location Information

Use the slide bar to view the
complete record.

Frank Martel Estimating {123
Marc Rhodes Customer Service (123) 445-6789  (123) 659-83742

Manager -~ Department - | Business Phon - | Mobile Phone
Burt Temples Systems Administration  (770) 123-4567  (678) 521-5168
Andre Gardner  Sheetfed Press |Z| (123) 456-7890  (123) 465-7890
Sue Peters Accounting (123) 456-7890  (987) 654-3210
Al Rush Bindery (123) 456-7890 | (123) 456-7890
Jerry McNeely Production Management (123) 987-4562  (123) 987-4560

)
)
) 654-9874  (123) 564-4789
)

Record: M 4 20of7 LI

3 Search | 4 ‘ It ,

- E-Mi
temples5561@
agardner@now
speters@nowh
arusch@nowhe
jmecneely@nc

3

5 Managers
List

Quality/Information Services and Systems
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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.

Managers List Report

Print Date: 07/19/2009 9:38:36 PM

Manager

Department:

Office Phone:

Mobile Phone:

E-Mail:

Burt Temples

Andre Gardner
Sue Peters

Al Rush

Jerry McNeely
Mrank Martel

Marc Rhodes

Quality/Information Services and Systems

Systems Administration
Shzetfed Press
Accounting

Rindery

Production Management
Cstimating

Customer Service

(770) 123-4567
(123) 456-7890
(123) 456-7890
(123) 456-7890
(123) 987-4562
(123) 654-9874

(123) 445-6789

(678) 521-5168
(123) 465-7890
(987) 654-3210
(173) 456-7890
(123) 987-4560
(123) 564-4789

(123) 659-8742

templzs5561@comcast.net
agardner@nowhere.com
speters@nowhere.com
arusch@nowhsare. com
jmecneely@nowhere.com
fmartel@nowhere.com

mrhodes@nowhere.com

Page | 14
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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.

PopupUtilites

Setup Utilities

Training Material
Training Material Dashboard
Program Module Section | Training Zones | Training Locations
Sectionl ~ Section - =
Systems Administration
2 Table Maintenance
3 General Ledger
4 Accounts Payable A
5 MAccounts Receivable 1
6 Inventory Control |
7 Purchasing
8 Schedule Board
9 PrintFlow B
10 Shop Floor
11 Job Management
12 SmartLinc
13 Order Fulfilment
14 Estimating
16 Report Library
17 Radio Frequency
! 18 Budgented Hourly Rates
* 1] =
Record: M 10f17 oM OE | W& Mo Filte Search
e - 8 & & ey

16. The Training Zones tab lists the different areas in the location that will receive training. This
may be different from the department list.

Training Material

Issues

Training Material Dashboard

Program Maodule Section | Training Zones | Training Locations | Document Templates

Paterr - Dist_pattern -

All Areas

2 Systems Administration
3 Accounting

4 Sales

5 Estimating

6 Customer Service

7 E Commerce/Fulfillment
3 Planning

9 Scheduling
10 Production Management
11 Shop Floor
12 Inventroy / Purchasing
13 Shipping
14 Human Resources

*
|

Record: M 1of14 » Mok | WK Mo Filte Search
e el & & o ey

Quality/Information Services and Systems Page | 15
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17. The Training Location tab lists all of the on-site rooms that will be used for training.

Setup Utilities

Training Material Dashboard
Program Module Section | Training Zones | Training Locations | Document Templates
Training Location -
Upstairs Conference Room
Downstairs Conference R00m|
Training Room 1
Training Room 2
* |
|
Record: 4 4 [2of4 F M| K No Filte Search
e . 8 & ey

18. The final tab, Document Templates, contains any preloaded templates the implementation
team needs to develop documentation on-site and keep a consistent format.

PopupUtilites

Attachments

Setup Utilities Attachments (Double-cick to open)
. N W  EPI_Document Template.doc
fraining Material ol | @ EPI_Manual Cover.doc
Training Material Dashboard [j  section Break.doc Remove

Wi
Program Module Section TrainingZoneslTrainingLDcaIJ'ons Document Templates _/v

Save As

i g

2

Cancel

Quality/Information Services and Systems Page | 16
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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.

e Moderate — This issue category is used for issues that will not delay go-live but must be
resolved at the earile4st possible date.
e 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.

e 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.

PopupUtilites

Setup Utilities

| Team Members | Location Information | Training Material | Issues |

[n] - Priorty: -
Critical
2 High
3 Moderate
4 Low
5 Enhancement
* (Mew)

Record: M < [1 of 5 [ & Search

Quality/Information Services and Systems Page | 17
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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.

Implementation Planning Application Demo
Utilites elres App

Implementation Tasks | Training Material and Document Control

Training Organization | Implementation Issues

Location Name: Demo Graphics Phone: (123) 456-7390 Project Start Date: 07/15/2009 .
= Implementation
Main Contact: Al Rush Office Phone: (123) 456-7390 Mobile Phone: (123) 456-7890 E-mail: arusch@nowhere.com Task Reports
Order: » Task - | Time Req - | Start Date - |StartTime - | End Date - |End Time - | Assigned To . |Complete - |Completion Date - MNotes
+ m Pre-Implementation and 24 07/15/2009 7:00:00 AM 07/21/2009 1:00:00 PM Al Rush 7 07/21/2009 Test Notes
Plant-level planning
+ 20 BHR 96 07/22/2009 07/29/2009 Sue Peters
¥ 30 GAP Review 120 07/258/2009 08/11/2009 Burt Temples
+ 4.0 Report specification and 32 08/18,/2009 08/21/2009 Andre Gardner
development-IN
¥ 5.0 Convert and Load Data 3 08/24/2009 08/24/2009 Al Rush
+ 6.0  Automated Data Migration 48 08/24/2009 09,/02,/2009 Sue Peters
¥ 7.0 Data needed for 32 09/02/2009 09,/08,/2009 Burt Temples
Estimating standards
+ 80  Other data 32 09/08,/2009 09,/16,/2009 Andre Gardner
+ 9.0 Manual Table Loading 104 09/16/2009 7:00:00 AM| 10/02/2009 3:00:00 PM Burt Temples Major componant. Inform Pr
manager of any delay.
5| 100 | On-siteTraining 200 11/02/2009 7:00:00 AM| 11/06/2009 5:00:00 PM Sue Peters Training must start propmly
Ed
N\
Record: M \of].O 3 D(I» ) { Search |4 [ il »

\_/

© Copyright 2009, Quality/Information Services and Systems, LLC - All rights Reserved

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.

Implementation Planning Application Demo
Utilites elres App

Implementation Tasks | Training Material and Document Control

Training Organization | Implementation Issues

Location Name: Demo Graphics Phone: (123) 456-7390 Project Start Date: 07/15/2009 .
= Implementation
Main Contact: Al Rush Office Phone: (123) 456-7390 Mobile Phone: (123) 456-7890 E-mail: arusch@nowhere.com Task Reports
Order: » Task - | Time Req - | Start Date - |StartTime - | End Date - |End Time - | Assigned To . |Complete - |Completion Date - MNotes
+ m Pre-Implementation and 24 07/15/2009 7:00:00 AM 07/21/2009 1:00:00 PM Al Rush 7 07/21/2009 Test Notes
Plant-level planning
+ 20 BHR 96 07/22/2009 07/29/2009 Sue Peters
¥ 30 GAP Review 120 07/258/2009 08/11/2009 Burt Temples
+ 4.0 Report specification and 32 08/18,/2009 08/21/2009 Andre Gardner
development-IN
¥ 5.0 Convert and Load Data 3 08/24/2009 08/24/2009 Al Rush
+ 6.0  Automated Data Migration 43 08/24/2009 09/02,/2009 Sue Peters
¥ 7.0 Data needed for 32 09/02/2009 09,/08,/2009 Burt Temples
Estimating standards
+ 80  Other data 32 09/08,/2009 09,/16,/2009 Andre Gardner
Manual Table L 09/16/2009 7:00:00 AM| 10/02/2009 3:00:00 PM Burt Temples - ponant. Inform Pr
manager of any delay:
On-site Training 11/02/2009 7:00:00 AM| 11/06/2009 5:00:00 PM Sue Peters Training must start propmly >
Record: M 1 of10 P oMb { Search 4 il | > »

© Copyright 2009, Quality/Information Services and Systems, LLC - All rights Reserved

Use the slide bar to view the
remaining records

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

Quality/Information Services and Systems Page | 19
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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.

Implementation Planning Application Demo il c,ge
Urittes [l Refresh App

Implementation Tasks | Training Material and Document Control | Training Organization | Implementation Issues

Location Name: Demo Graphics Phone: (123) 456-7890 Project Start Date: 07/15/2009 .
= Implementation
Main Contact: Al Rush Office Phone: (123) 456-7830 Mobile Phone: (123) 456-7830 E-mail: arusch@nowhere.com Task Reports
Order: - Task - | Time Req - | Start Date - |StartTime - | End Date - |End Time » | Assigned To - |Complete - | Completion Date - MNotes &
& 20 Other data 32 09/09/2009 09/16/2009 Andre Gardner
= 9.0 Manual Table Loading 104 09/16/2009 7:00:00 AM 10/02/2009 3:00:00 PM Burt Temples Major componant. Inform
manager of any delay.
Task Lette « Task Name - |Time Requirems ~ | Start Date -~ | StartTime End Date - End Time Member Assigned - | Task Complete?
Determine departments 8 09/16/2009 09/16/2009 Burt Temples
(production, materials, GL)
uild GL Summary Accounts 8 09/17/2009 09/17/2009 Burt Temples
C ntderate departments w)/ GL 2 08/18/2009 09/18/2009 Burt Temples
D Integrate other tables wy/ GL 8 09/21/2009 09/21/2009 Burt Temples
(not departments | |
E ntegrate other companies - 8 08/22/2009 09/22/2008 Burt Temples 1
intercpmpany
F Creatqd and Load GL History 8 09/23/2009 09/23/2009 Burt Temples
File
G validgte Hagen Financia 8 08/24/2009 09/24/2009 Burt Temples
Statements-
H Custgmize Expense Statement 8 09/25/2009 09/25/2009 Burt Temples
by Dgpartment
Setup tax codes and 8 08/28/2009 09/28/2009 Burt Temples
jurigdjctions
1 En er'%ﬁsre\nters 8 09/29/2009 09/29/2009 Burt Temples -

© Copyright 2009, Quality/Information Services and Systems, LLC - All rights Reserved

Only one letter will be accepted here

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.

Notes -

End Date - End Time - |Member Assignec »Task Complete? - | Competition Date -

- 10/02,/2009 3:00:00 PM Burt Temples Major componant. Inform Proiect manaeer of anv de
: - Do not check the
End Time - Member Assigned » | Task Compl,
5 Task complete
urt Temples
check box for the
Burt Temples task until all sub-

tasks have been
checked.

Burt Temples

Burt Temples

Quality/Information Services and Systems Page | 20
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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.

Implementation Planning Application Demo
Utilites elres App

Implementation Tasks | Training Material and Document Control

Training Organization | Implementation Issues

Location Name: Demo Graphics Phone: (123} 456-7390 Project Start Date: 07/15/2009 ,
& Implementation

Main Contact: Al Rush Office Phone: (123) 456-7890 Mobile Phone: (123) 456-7890 E-mail: arusch@nowhere.com Task Reports

Order -~ Task Implementation Task Reports .

+ M Pre-implementatio

y + I Implementation Task
Plant-level plannin
o 20 8 Reports ﬂ l

o « |Complete ~ | Completi
7/21/2009 Test Notes
f21/

+ 3.0 GAP Review

]
+ 40  Reportspecificatiof Implementation . Implementation Hner =
development-1N le Project Plan - Project Plan - Email
# 50 ConvertandLload O Printout B
+ 6.0  Automated Data M =
+ 7.0 Data needed for c c es
Estimating standar ERPrOIIetctstettus . I:{TD]E: Sléatusl [l
+ 8.0  Otherdata eport-Frintou eport-tmal Hner =
¥ 9.0 Manual Table Load es = Major componant. Inform Pr
manager of any delay.
% 100 On-site Training Project Status by Project Status by ] Training must start propmly
! ﬂﬂesources Report - Resources Report -
g Printout Email ]
Ri d: W 1 of10 LI »
eeor g | — Resource Status Resource Status =
<“"Report - Printout == Report - Email

brmation Services and Spstems, LLC - All rights Reserved
o = ———————— —

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.

_.-"\ 1' :‘_'H'_'_.'__u'_'..‘. s Project Plan - Mess... EIEI_E—L.'J
~ Message | Inse Options ~ FormatText  AdghePDF (@)
i To)
=1 (&l H O Al@ 0 v

Send Account Basic | Mames | Include| Options | Spelling
- 7 || Text~ - - - =

Send Clipbo... ™ Proofing

This message has not been sent.

] Burt Temples <burt, temples @comcast.net>; |
Subject: Project Plan

Attached: |73 Task Planning 2.pdf (249 KE

| B i —

s

4 il | »
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Implementation Task Reports
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Implementation Project Plan
The report displays all the information entered for the entire project.

o

ue|d }29loid uonejuawaduwy

Page | 22

Quality/Information Services and Systems



D

Implementation
Project Plan - Email

e

Project Status
Report - Email
Project Status by
Email

Resources Report -
= Resource Status
Report - Email

=
L

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.

Project Status Report
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t Status by Resource
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#

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

6/ (%]
Setup Regsh Close
Utilites App

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

Document Control Number: JM.000 Current Version. #: 10.1.2
Document Title: |Compiled Job Management Manual

A duplicate
Of a Module Section ’WEI Training zone |Eust0mer53rwce E|
document
Setting can Creation Date: 07/07/2009 Document Status: |Approved : Approval Agent:  [Burt Temples —EI
be made. Histo _
Within a ryT 101.2 06/16/2009 o § T &Material List ‘
record, click 1010 503 ) | 09/15/2008 [-.-' -
Duplicate —— i ) Attachment fields are used
Record 1003 1308 05717/2007 \n“ \ to link specific material
button, e e 08/17/2006 e versions to class numbers.
change DNC 55D 7908 DB/2672008 ~ " L Double click on the icon to
and title. " ] — bring up the document.

Bagord: W 10f5 [T i Search o» [

%}>*|m| )| V| 4| o

@ Copyright 2009, Quality/Information Services and Systems. LLC - All rights Reserved

Attachments E
Attachments (Double-dlick to openN

Navigation buttons used to M 0806 26 Job ManagementManLEI.pdf &T
move from record to ——
record, add material, Iﬂenﬁél
delete material or search [ oen |
for material. Save As...

l Saye All...

oKk

Cancel
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Creating a new document.

1. Click the Add Record button.

Implementation Planning Application Demo c,ge
Uiilites elres App

Implementation Tasks | Training Material and Document Control | Training Organization | Implementation Issues

Document Control Number: Current Version. #:

Document Title:

Module Section : Training zone E|
Creation D ate: 07/13/2003  Document Status: : Approval Agent:

Histo ?
L » [New) &iMaterial List

Dut_DOFf_Service:
I

Date Removed from Service:

—

Record: W 1of1 M { Search L
| LD o] ]

© Copyright 2009, Quality/Information Services and Systems, LLC - All rights Reserved

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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Implementation Planning Application Demo
Utilites elres App

Implementation Tasks | Training Material and Document Control | Training Organization | Implementation Issues

Document Control Number: ES.000 Current Version. #: 10.1.2

Document Title: [Estimating Training Manual

Module Section |Estimating : Training zone |Estimating El
Creation D ate: 07/14/2003  Document Status: |Appoved : Approval Agent:  [Sue Peters

Histo W
v » [Mew) &bMaterial List

Dut_DOF_Service:
r

Date Removed from Service:

o

Record: M 1ofl H Search

wrepk| W] [ m] sa)8 o]

© Copyright 2009, Quality/Information Services and Systems. LLC - All rights Reserved

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.

History

#1012 2045 07A15/200

* [Mew]

i

Attachments

Attachments {(Double-dick to open)

@ 0708 15_Estimating.pdf Add...
Remove
QOpen
Save As...
Save All...

Cancel

Record: M 1ofl L | search . ok
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Implementation Planning Application Demo S,;ﬁ ' o2
Utitites [l Refresh App

Implementation Tasks | Training Material and Document Control | Training Organization | Implementation Issues

Document Control Number: ES.000 Current Version. #: 10.1.2

Document Title: Estimating Training Manual

Module Section |Estimating : Training zone |Estimating E|
Creation Date: 07/14/2009  Document Status: |Approved = Approval Agent; clers -
History| _
24 #1012 2047 07/19/2009 or | & Material List
* [Mew)]

Out_OF_Service:
N

Date Removed from Service:

e

Record: W 1ofl LI g Search

| W] | [0

© Copyright 2009, Qualig/Information Services and Systems, LLC - All rights Reserved

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

A Materials List report detailing all of the items available for use in the project is accessible by
clicking the Material List button.
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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.

Materials List

Documen | Name

Wednesday. July 13, 2009

Currenl Version

ESLU0U Estimatng Irammg Manual 01z

Total Documents in Section: 1

Section: Job Management
INLO0O0 Cenpiled Job Managemen: hMamal 10,12
JAL0001 Entenng a Job Manually 1012
INLOD02 Merging an Estimate mto aJob 1012
TMLO003 Estimate Merging Terms 10.12
TML0003 Copying a Job 1012
JNLO0OS Entening Purchase Order/Bequisitions 10,12
IMLODOT Adding a Purchase Order/Fequistion 10.1.2
JMLO00E Reviewing the Pricing Data Page 10.1.2
TMLO00D Entering Ship To Information 1012
0010 Updating Ship To Information 1000
JNLO11 Completing Joba Free Ficlds 10,12
TnLU0L4 Reviewing and Changing the Job Specifications 9.0.0
IMLOO1S Entering General Job Notes 1012
IMLODLE Uzing Sub Jobs 250
VL0017 Entering 2 Spoilage or Customer Sub Job 012
TMLDD1E Praduction Ticket 991
0018 Entering Inventory Feserves 0.1.2
TE0020 Creating a Customer Alterstion 205
INVLO022 Entering Location Changes. Retums, and Fun Locztions Due Feport 10.12
TM.0023 Reviewing Schedule Information 1012
L0024 Schedule Board :nd Waorkbench 1012
INM.0025 Reetuning a Frowl 012
IMLO026 Jobs Scheduled in PrmtFlow Y30
L0029 Trackirg and Reviewmg Job Information 930
TML0D30 Fammning the Job Status Beport 905
maond Active Tohs Report 10.12
TnL0032 Cunversion Jubs Repul 1012
TML003S Jobs Beport 10.1.2
TM.0040 Merging 2 Template Estimate 1012
L0041 Onder Entry Process Tip Sheet w01z
A o042 Order Futry for Copymg s Inh that 1 sn Fxact Reprint Tip Sheet 1012
'{::) Page 1

Quality/Information Services and Systems
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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.

o f s )
Refresh Close
Utilites App

1 o1
b M4 »| M| §&|E|
Class ID: 1910 B Instructor: Burt Temples [] \|/ | | | | | | ‘5'| |
Session [
DCN: Document Name Vert: Ver Date: Compicted
JM.0000 Compiled Job Management Manual 10.1.2 06/16/2009 .
éTralmng
) Reports
Training Date: 07/06/2009 Start Time: 1:15:00 PM Time Requirement 3
in Hrs: Training Material
Training Location: Downstairs Conference Room |Z| Department: Customer Service |Z| i
gid
Attendees:
Member - ID ~ Paosition - Department ~ | Business Phone - | Mobile Phone ~ E-mail -
Burt Temples 1000 Implementation Specialist Systems Administration  (770) 123-4567 (678) 521-5168  temples5561@comcast.|
Sue Peters 1003 Vice President of Purchasing Accounting (123) 456-7890 (987) 654-3210  speters@nowhere.com |=
Al Rush 1001 Bindery Supervisor Bindery (123) 456-7890 (123) 456-7890  arusch@nowhere.com
Andre Gardner 1002 Press Supervisor Sheetfed Press (123) 456-7890 (123) 465-7830  agardner@nowhere.con
Charles Hambert 1004 Pressman Web Press (123) 456-7890 (987) 654-3210  chambert@nowhere.col
Marc Rhodes 1007 Director of Customer Services Customer Service (123) 445-6789 (123) 659-8742  mrhodes@nowhere.con
Frank Martel 1006 Director of Estimating Estimating (123) 654-9874 (123) 564-4789  fmartel@nowhere.com
Jerry McNeely |Z| 1005 Vice President of Operations Production Management (123) 987-4562 (123) 987-4560  jmecneely@nowhere.cc
£ I Blraar -
Record: M 4[gofs | » M b | | [searcn Kl m | »
[\
Record: M 1of5 3 >IK} | ) | Search

© Copyright 2009, Quality/Information Services and Systems. LLC - All rights Reserved

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.

Implementation Planning Application Demo

Duplicate
Implementation Tasks | Training Material and Document Control | Training Organization m Records
1|
" |
PP 1 M| R E o
Class ID: 1910 E Instructor: BurtTemples E| | | | ‘ | | | | "| |
Session [
DCN: Document Name e Sy - Compicted
JM.0000 Compiled Job Management Manual 10.1.2 06/16/2009 .
éTralnlng
) Reports
Training Date: 07/06/2009 Start Time: 1:15:00 PM Time Requirement 3
in Hrs: Training Material
Training Location: Downstairs Conference Room E| Department: Customer Service E|
JI.»;
Attendees:
Member - ID ~ Position - Department + | Business Phone - Mobile Phone - E-mail -
Frank Martel 1006 Director of Estimating Estimating (123) 654-9874 (123) 564-4789  fmartel@nowhere.com
Jerry Mcl 1005 Vice President of Operations Production Management (123) 987-4562 (123) 987-4560  jmecneely@nowhere.cc
* - )
Al Rush
Andre Gardner =
Burt Temples
Charles Hambert
Frank Martel
Jerry McMeely -
RNdarc Rhodes H /( | Search |4 [ It »
\:%PH@G__/
Record: M 1of5 LI T ¢ | { | Search

@ Copyright 2009, Quality/Information Services and Systems. LLC - All rights Rezerved

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.
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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.

PopupTrainingRpt

I' Training

Reports Implementation Issues
g |
]
Class TD: 19| | Class Class ] wrs|r| W[ ||| #]%|o
27 Roster- Roster - Session [
DCN: Printout Email vers: ver Date: Eompiered
IM.0000 | Compiled| | s _ | 10.1.2 06/16/2009 L
éTralnlng
) Reports
Training Date: Ao Sign Class Sign Requirement 3
. ) EZjoff Sheets - [&off Sheets -
Training Location: Printout Email mer Service |Z|
Attendees:
Member b ¥ - [ Business Phone - |Mobile Phone - | S~—+mail -
Burt Temples Training Training ion  (770) 123-4567 (678) 521-5168 mples5561@comcast. |
Sue Peters ESEssi{}ns Sessions (123) 456-7330 ( speters@nowhere.com |=
Al Rush Report - = Report - (123) 456-7890 ( arusch@nowhere.com
Andre Gardner Printout Email (123) 456-7890 ( agardner@nowhere.con
Charles Hambert (123) 456-78390 { chambert@nowhere.col
Marc Rhodes (123) 445-6789 23) 859-8742  mrhodes@nowhere.con
Frank Martel Individual Individual (123) 654 L. ) where.com
Jerry McNeely E E Training Training hent (123) 987 Tralnlng material Enowhere.cc
& = i | |
Record: 4 4 8 of8 Report- = Report - for the dlsp_layed »
Printout Email class is available
Record: M < 1of5 | b b from this e
(. -
attachment field.

© Copyright 2009, Quamysimuimauun 2eivves anu ayswems, coc - All rights Reserved

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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Class Roster

PopupTrainingRpt

The Class Roster is a report showing all of the training details can | Renons
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 /; ass. o D >
and if they attended. N Printout email |
Class sign- Class sign-
[ off Sheets - [Eloff sheets -
Printout Email
- - - Training Training
Training Session Roster nel| B
g Print T - Revort- | 14:44 PM
"
Class ID: 1910 Instructor: Burt Temples Individual Individual
BTr.'-lining Training
Report- Report -
Document Title rintout Email
JM.0000 Compiled Job Management Manual Ver. 10.1.2 06/16/2009
Training Date: 07/06/2009 Department Trained: Customer Service
Start Time: 1:15:00 PM Location: Downstairs Conference Room Time Requirement in Hrs 3.
Member: Department: Position: Business Phone: Mobile Phone: E-mail:
Jarry McNeegly Production Vice President of (123) 987-4562 (123) 987-4560 Jmecneely@nowhers.co
Management Operations m
Frank Martel Estimating Director of Estimating (123) 654-9874 (123) 564-4789 fmartel@nowhere.com

Marc Rhodes

Charles Hambert

Andre Gardner

Al Rush

Sue Peters

Burt Temples

Customer Service

Web Press

Sheatfed Press

Bindery

Accounting

Systems
Administration

Director of Customer

Sarvices

Pressman

Press Supervisor

Bindery Supervisor

Vice President of

Purchasing

Implementation
Specialist

(123) 445-6789

(123) 456-7890

(123) 456-7890

(123) 456-7890

(123) 456-7890

(770) 123-4567

(123) 659-8742

(987) 654-3210

(123) 465-7890

(123) 456-7890

(987) 654-3210

(678) 521-5168

Checkboxes to signify that the
person attended the session

Contact information for each
person assigned to the class

Quality/Information Services and Systems

mrhodes@nowhere.com
chambert@nowhere.com
agardnar@nowhera.com
arusch@nowhera.com
speters@nowhere.com

temples5561@comcast.
net
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Training Sign-off Sheets AT !
Training
II
The program also produces a course sign-off sheet for each
participant. The purpose of the sheet is to verify in writing that o st
the person attended the session and understood the material e =
Presented. Click Sign-off Sheets button in Reports prior to A
. Class Sign- Class Sign-
the session. ot shects - ot Sheets -
\ Printout Email
Trair.|ing 'lrair.|ing
T o
Printout Email
Indi\.tit:lual Indi\.rit:]ual
B s i |
s t T - - Printout Email
ys ems rain Ing Print Date: U/7/1972009 104239 PM
Member: Jerry McNeely Department: Production Management Position: Vice President of Operations
ClassID: 1910

I have reviewed the material and received training for JM.0000 Compiled Job Management Manual Ver.
10.1.2.

The Trainer and my supervisor have completed the lessions. I understand the document, procedures and requirements
contained in the documentation. I had a chance to ask questions and understand all of the components.

Member Signature Date

Quality/Information Services and Systems Page | 35



¢
fﬁu’?

/\
o

Training
Reports

Sessions Report
Class Class
. . 27 Roster- & Roster-
The Sessions report displays all of the classes that were scheduled Printout Email
by date and time and the members that are scheduled to attend. It
also reports if the class has been completed. P =y
Printout Email
- - - Training Training i
Training Sessions Report | et | g s
Print Date: 07/19/2000_ Hrepor- 5 apor
|
Individual Individual
Session Trainin c-n Trainin, . Trainin
1D: Date:g Start Time: Name Location ED feport Report
Printout Email
1910 07/06/2009 1:15:00 PN Compiled Job Management Manual Ve Downstairs Conference
Sue Peters Accounting Vice President of Purchasing
Al Rush Bindery Bindery Supervisor
Andre Gardner Sheetfed Press Press Supervisor
Charles Hambert Web Press Pressman
Marc Rhodes Customer Service Director of Customer Services
Frank Martel Estimating Director of Estimating
Jerry McNeely Production Management Vice President of Operations
Burt Temples Systems Administration Implementation Specialist
Number of Attendies: 8
Session Training i
1D: Date: Start Time: Name Location Completed
2023 07/17/2009  10:00:00 AM  Shipping Manual Ver. 1 Downstairs Conference
Sue Peters Accounting Vice President of Purchasing
Andre Gardner Sheetfed Press Press Supervisor
Charles Hambert Web Press Pressman
Al Rush Bindery Bindery Supervisor
Number of Attendies: 4
Session Training . .
ID: Date: Start Time: Name Location Completed
1906 07/25/2009  11:00:00 AM  Compiled Job Management Manual Ve Downstairs Conference n
Al Rush Bindery Bindery Supervisor
Burt Temples Systems Administration Implementation Specialist
Charles Hambert Weh Press Pressman
Sue Peters Accounting Vice President of Purchasing
Number of Attendies: 4
Session Training . .
1D: Date: Start Time: Name Location Completed
2021 07/28/2009 1:00:00 PM  UPS Returns in SmartLinc Ver. 1 Upstairs Conference Roo 0
Charles Hambert Web Press Pressman
Al Rush Bindery Bindery Supervisor
(::) Page 1

Quality/Information Services and Systems
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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.

a l = o
Enter Parameter Value | Setup pefrosh I Close
Reports Utilites App
Member ID
Class Class
=4 Roster- [E] Roster-
1|:||:|3 Printout Email
<«
L] W ||| #AE| e
[ QK | I:al'll.'.E| nstructor: BurtTe Class Sign- Class Sign- | | | | | | | | | |
ERoff Sheets - [Eoff sheets - Session [
me Printout Email \ Completed
JM.0000 Compiled Job Management B— -
raining Training Training
qusions Sessions. %
. ' Report - ' Report- Reports
Training Date: 07/06/2009 1:15:00 PM Printout Email
Training Material
- " ~
Training Location: Downstairs Conference Room |Z| Depart "}‘:;‘i'r"?:: "}‘:;‘i'r"?:;' ﬁ
.( Q Report- Report - ]|
Attendees: Printout Email 1
E-mail -

Department ~ | Business Phione - | Mobile Phone ~

Member - ID ~ Positi -
Burt Temples 10007 IR Entation Specialist (678) 521-5168  temples5561@comcast.|

Systems Administration  (770) 123-4567

Sue Peters 1003 Vjte President of Purchasing Accounting (123) 456-7890 (987) 654-3210  speters@nowhere.com |=
Al Rush 1001 Bindery Supervisor Bindery (123) 456-7890 (123) 456-7890  arusch@nowhere.com
Andre Gardner 1002 Press Supervisor Sheetfed Press (123) 456-7890 (123) 465-7830  agardner@nowhere.con
Charles Hambert 1004 Pressman Web Press (123) 456-7890 (987) 654-3210  chambert@nowhere.col
Marc Rhodes 1007 Director of Customer Services Customer Service (123) 445-6789 (123) 659-8742  mrhodes@nowhere.con
Frank Martel 1006 Director of Estimating Estimating .
Jerry McNeely |Z| 1005 Vice President of Operations Production Managemsd The member’s ID can be found in the
x Attendee’s section of any training

Record: M 4[gofs | » M b | | [searcn | m

session or from the Member
Resource List report in Setup
Utilities

Record: M 1of5

L3 | { |Search

@ Copynght ZU0Y, Yualty/Intormation Services and Systems, LLL - All nghts Heserved

Individual Training Report

Print Date: 07/26/2009 11:29:11 AM

Member: Department: Position:

Sue Peters Accounting Vice President of Purchasing
Class ID: DCN: Document Title: Ver.#: Ver.Date: Training Date:
2021 SM.0012 UPS Returns in SmartLinc 1 07/07/2009 07/28/2009
19064 IM.0000 Compiled Job Management Manual 8.5.0 06/26/2008 07/25/2009
2023 SH.0000 Shipping Manual 1 07/10/2009 07/17/2009
1910 JM.0000 Compiled Job Management Manual 10.1.2 06/16/2009 07/06/2009
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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.

Implementation Planning Application Demo
Utilites elres App

Implementation Tasks | Training Material and Document Control | Training Organization | Implementation Issues

Iy v+ W [ [ » [ ] - I

Issues
IssuelD: 2 Entered By: Jerry McNeely [*] DpateEntered: 07/01/2009 W issue Resolved & Reports

Describe issue in detail: Priority: Critical IZ|

The product was laid out with several differently shaped pieces on the same sheet. The final cut on one label fell within
the edge of one of the circular labels. In order to cut out the circular label, an additional cut was required in the trim
area or the product had to be scraped out before cutting. The cutter operator set up the program to minimize the

Resolution of the probl Issue assigned to: Sue Peters IZ| Issue to be resolved by:  07/31/2009

When a diecut piece is incorperated into straight cut sheet layout, planning must consider product position in relation to
the final cuts. The Bindery qguality problem was discussed with the employee and other actions were taken. Procedures
will be followed.

Issue resoltion date:  08/13/2009

Issue ID: 3 Entered By: Charles Hambert IZ| Date Entered: 07/23/2009 [ |ssue Resolved

Describe issue in detail: Priority: Enhancement IZ|

Solvay has a new logo they are using in all of there Androgel pieces. About 2 months ago the Salesman, Team Leader,
CSR, Prepress Manager, Pressroom Manager, and dayshift Mac Operator got together and discussed how we were going
to have to run the logo to keep it consistant through all of there pieces. We ran press test and all agreed on which way

Resolution of the probl Issue assigned to: Burt Temples IZ| Issue to be resolved by:  07/30/2009

We have made a folder on the Server for all of the loga's, bubbles, and images to be picked up from in the future. | have
also made a new SOP for this action. We also had a meeting with all Mac Operators, Proofers, and Platemakers and went
over with them what to look for on the job.

Issue resoltion date:

@ Copyright 2009, Quality/Information Services and Systems, LLC - All rights Reserved

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.
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Issue 1D: 6 Entered By: Frank Martel El Date Entered: 07/20/2009 [ |ssue Resolved

Describe issue in def

Priority:
module freezes when search is activated. The Search button at the top was selected and then the criteria

ected. At that point, the program locks up and will no longer function. I time a lock for 25 minutes and it did not clear
up. Used CTRL+ALT_Del to get out of the program.

Estim

Resolution of the problem::  Issue assigned to:

=]

Issue to be resolved by:

Issue resoltion date:

4. Select a Priority for the issue.  Priority: -]

Critical

High
Moderate
Low
Enhancement

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.

Issue 1D: 6 Entered By: Frank Martel El Date Entered: 07/20/2009 [ |ssue Resolved

Describe issue in detail: Priority: Critical El

Estimating module freezes when search is activated. The Search button at the top was selected and then the criteria

selected. At that point, the program locks up and will no longer function. I time a lock for 25 minutes and it did not clear
up. Used CTRL+ALT Del to get out of the program.

esolution of the problem::  Issue assigned to: Burt Temples E Issue to be resolved by:  07/24/2009

Issue resoltion date:

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.

Issue ID: 6 Entered By: Frank Martel 3 Date Entered: 07/20/2009

Describe issue in detail:

¥ |ssue Resolved

Priority: Critical
Estimating module freezes when search is activated. The Search button at the top was selected and then the criteria

selected. At that point, the program locks up and will no longer function. | time a lock for 25 minutes and it did not clear
up. Used CTRL+ALT_Del to get out of the program.

Resolutio Issue assigned to: Burt Temples El Issue to be resolved by: 0O

orrupt records found on the Customer field from import. An unrecognizable symbol (™) was used. Estimating table had
to be re-indexed.

-~

~

Issue resoltion date:  07/27/2009
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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.

Implementation Planning Application Demo

ementation Issues

Implementation Ta

u EEC OnoD oD R
i - =1 Issues
le Entered: 07/21/2009 lssue Resolved Reports
De Priority: |E|
Th Issues List wrm Issues List bd later. Inventory records indicate |
fu “ellml't‘ Report - Email bry, it was discovered that the}
by Printout
Ref E| to be resolved by:
131 e | p: ddigre:s usirT‘Inga#?ISa? cu;;. 'I'IhisCI
cl Assignment Issues ruc_‘te that heat will bui ? er_t eloa
ha ﬂ Report - Assignment Eeting scheduled for sometime in the week
Printout SEPIIC-E T Issue resoltion date:
le Entered: 07/20/2009 ™ |ssue Resolved
Issues Issues

De Resolution Resolution Priority: Critical E|
Es Statusl Report - Status “EF‘Dﬂ - b top was selected and then the criteria
se Printout Email Ine a lock for 25 minutes and it did not clear
up| B
Re! [*] Issuetoberesolvedby: | 07/24/2009
c Issues Over Issues Over L bol [~ d. Estimatinz table had  ~
to ﬂDueHeporl— ﬂ[}ueﬂeporl— k symbol (™) was used. Estimating table ha
° Printout Email

Issue resoltion date: 07/27/2009

u

© Copyright 2009, Quality/Information Services and Systems, LLC - All rights Reserved

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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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.

Popuplssues Repa

Issues

Issues List
Report - Email
Issues
ﬁ Assignment
Report - Email
Resolution
'Status Report -

Email
Email

Issues Owver
W Due Report -

Issues List
Report -
Printout

Issues
Assignment
Report -
Printout
Issues
Resolution
Status Report -

Printout
Printout

Issues Owver
W Due Report -
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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.

Popuplssues Repo
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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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m
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£

Issues List
Report - Email

Issues
W Assignment

Report - Email

Issues

Issues List
Report -
Printout

Issues
Assignment
Report -
Printout

Issues

Enter Parameter Value

Member ID

J [ o |

Ok
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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.

Popuplssues Reports
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