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TOPSpro Staff:___________________________________
Trainer:______________________________________
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New Staff Checklist
	Necessary Tools
	Date Verified
	Verified By

	
	Access to CASAS Website
	
	

	
	Printed copy of TOPSpro Tutorial
	
	

	
	Correct Version of TOPSpro installed
	
	

	
	Printed copy of current Accountability Procedures Manual
	
	

	
	Printed list of site codes
	
	

	
	Locally customized “Who Do I Call?” Matrix
	
	

	
	Access to ODCCWD website/TOPS Web Page
	
	

	
	TOPSpro Report Documentation Notebook
	
	

	
	Software User Documentation Notebook
	
	

	Critical Processes
	
	

	
	Use the TOPS Web Page
	
	

	
	Utilize “Who Do I Call?” Matrix to troubleshoot problems
	
	

	
	Download from the CCWD Website
	
	

	
	Download service packs from CASAS website
	
	

	
	Start TOPSpro and log on
	
	

	
	Verify correct version of TOPSpro is installed
	
	

	
	Order TOPSpro forms
	
	

	
	Verify correct version of TOPSpro forms are being used
	
	

	
	Scan and complete batch repair
	
	

	
	Access the TOPSpro Help system
	
	

	
	Obtain new site codes
	
	

	
	Edit/repair data using Data Validation Wizard (per state policy)
	
	


	
	Pack and re-index database
	
	

	
	Create and store frequent data backups
	
	

	
	Utilize import/export functions
	
	

	
	Identify, filter and print standard reports
	
	

	
	Install software upgrades/service packs
	
	

	
	Design custom reports using Query Maker
	
	

	
	Submit annual data export to CCWD
	
	

	
	Use of Proxy Wizard
	
	

	
	Maintain data confidentiality
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