FoundationsConsulting  Rollout of Desktop Upgrade Projects (incl. new email, Office 2007 , SOE)

T ‘Supporting Your Growth”

Business Users

(Will be coached & supported by their local champion.

« Initial participation in ‘local’ user profiling.

* Will receive a variety of information & communications
from their champion (and raise any issues/questions).

* Will be asked to complete a number of preparatory tasks
(incl. reduce mailbox size, copy personal contacts, do the
online training, etc).

* Day 1 support via ‘self-help’ collateral, their champion &

\project floorwalkers (technical staff).

Local Rollout
Champions

* Will be assigned to support approx. 20 of their peers.
* Will assist with ‘local’ user requirements gathering/profiling
and identifying any local issues needing to be addressed.

* Will be the channel for communicating key messages to staff
in the lead up to, and during the rollout (go-live) period.

* Will assist in monitoring the ‘Countdown Checklist’ of
activities & completion of preparatory tasks within their
local area — working with Business Area Co-ordinators.

* Support & escalation point back to the Business Area
Co-ordinators with periodic status reviews of ‘Countdown
Readiness Checklist’ for their local area.

* Provide local support to assigned users during Day 1 in
vnjunction with project floorwalkers (technical staff).

Project Change
Management Team

Business Area
Co-ordinators

m/ill help identify the number of champions needed for

their business area and co-ordinate nominations.

Will assist the project in confirming business area rollout

schedules and early gathering any special requirements.

Will be the channel for communicating key messages to

local rollout champions during the early stages, as well as

in the lead up to and during the rollout (go-live) period.

* Will assist in monitoring the ‘Countdown Checklist’ of
activities & completion of preparatory tasks, with their
local rollout champions.

* Support & escalation point back to the Project Change

\Management Team with periodic status reviews of

‘Countdown Checklists’ for their business area.

“How We Will Engage, Prepare & Support Users Through The Transition”

Build & maintain the standard suite of user collateral (incl.
online training, cheat sheets, Day 1 welcome kits, FAQ’s,
posters, standard emails, et c).

Facilitate the pool of ‘Business Area Co-ordinators ‘ &
‘Local Rollout Champions’ and provide a line of support
and escalation for them, as well as status tracking.
Develop & maintain the range of tools & collateral to
support ‘Business Area Co-ordinators ‘ & ‘Local Rollout
Champions’ in executing their role (incl. role statements,
briefing presentations/kits, user profiling questionnaire,
countdown readiness checklist, etc).

Be the channel of communication between the project
team and the ‘Business Area Co-ordinators ‘ & ‘Local

Rollout Champions’ — single point of contact/single point
of truth/go-live readiness checkpoint/risk monitoring.

“User Readiness & Support is Owned by the Business in Partnership with the Project.”



eMail Migration — Groupwise to Exchange/Outlook 2007

“Key Artefacts & Tools We Will Leverage”

* Online, self-paced training module (approx 20-40 mins).

* Quick Reference Cards — Outlook 2007.

* Day 1 Welcome Kit (incl. Freddo Frog).

* Frequently Asked Questions Handout.

* Cheat Sheets on Specific Topics (ie. Setting Delegations, Viewing Other Mailboxes/Calendars, Off-line folders/Synch, etc).
* Countdown Promotional Wall Posters.

* Extra information posted on Intranet (self-serve).

* Role Statements (incl. time expectations).

Business Area Co-ordinator Briefing Presentation/Kit.

* Champion Briefing Presentation/Kit.

User Profile Questionnaire.

Business Readiness Countdown Checklists.

Rollout Schedules (Business Area & Locations/Sites) and Countdown Tracker Tool.

Suite of standard emails in relation to rollout information/announcements/preparatory tasks.
Training Completion Status Reports (relative to their assigned staff).

* Recognition Shirts, Caps, Badges, Pins.

Certificates of Appreciation/Thank-you Gifts.

(Subject to consultation/validation with the project & business)



